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Joint Message 
f rom the District President and Vice Presidents 

The BCC executive administration welcomes its faculty to the 2005/6 
school year. For many generations, the creativity and professionalism 
of BCC's faculty has made this college the institution of choice. 
 As all faculty know, a vibrant classroom experience is critical to 
positive learning outcomes. Just as critical, however, is student access 
to faculty through scheduled office hours, and advising. Student 
satisfaction surveys indicate the consistent requirement for accessible 
faculty, and faculty-student advising.  
 Another area needing continued emphasis is minimizing student 
textbook frustration. Cost is one area that we cannot control easily. 
However, it becomes increasingly frustrating for students to purchase 
textbooks that are not needed or used in class, as well as to find that 
different books are used by different teachers for the same class, etc. 
We challenge faculty to realize this frustration, and to do their part to 
help minimize unnecessary costs. 
 Over the coming year, academic services will 

continue to further energize its focus on "student engagement and 
learning outcomes." Faculty, curriculum coordinators and provosts will 
team with academic deans and workforce directors to comprise discipline 
learning teams. This connection will work toward creating a Curriculum 
Quality Enhancement Plan (QEP), using "process education" training with 
Dr. Dan Apple and the Wisconsin curriculum software package, WIDS.  
 The fine-tuning of campus departments, college-wide discipline 
committees and appointment of experienced faculty as academic deans 
will encourage dynamic faculty input in academic matters. Faculty are 
strongly encouraged to be active participants as the focus will be on 
student learning as determined through measurable outcomes. 
 To help faculty remain focused on student learning, we strive to 
simplify employee administrative processes. The college will move to a 
fully electronic payroll distribution this year. We also hope to finish all the 
hurricane damage repairs with more plans for roofing projects in Cocoa 
and Melbourne, as well as HVAC upgrades across the college. It's 
imperative that our facilities meet or exceed the needs of faculty and 
students. 
 The college's administration strives to be dynamic in response to faculty needs. 
There are several feedback communication channels to convey ideas, concerns and 
challenges. Please be aware of these resources and use them frequently so upward 
communication is vibrant and timely:  ECCO, surveys, direct interaction with 
administration. 
 We join you in the desire and quest to meet and exceed the expectations of our 
students and the community. Best wishes for a very safe and most enjoyable year! 
 

   
THOMAS E. GAMBLE DONALD P. ASTRAB ALBERT P. LITTLE BRENDA FETTROW 
District President Executive Vice President/ Vice President, Finance Vice President, 
 Chief Learning Officer & Administrative Services  Student Services 
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Office of the  
President 

 
PRINCIPLES OF ADMINISTRATION 

For Brevard Community College 
 
 
  1. Honesty and integrity in all aspects of college administration, by the administration and by 

all who work for us, must be the guiding principles. Nothing should be done that might be 
interpreted as being shady or dishonest. No special favors should be either solicited or 
accepted by virtue of college offices. If there is any doubt whether actions by college staff 
might raise such questions . . . we do not do it. 

 
* We must be prepared at all times to put anything we do on the table for all the public to 

see. Such is the trust and expected stewardship of a public institution. 
 
  2. Quality ― of instruction, of training, of service ― will be the college watchword. Being 

“average” is unacceptable. 
 
  3. All that we do must be done with the best interests of the college as a whole in mind, 

rather than to benefit one segment or another of the institution. 
 
  4. The faculty and students are the reason why we are all here and have jobs. We must treat 

both with respect and honest concern. We must not permit abuse of either by anyone 
working for us. 

 
  5. College faculty and staff are asked to take personal initiatives to move the college ahead, 

keeping in mind that we need to function as a team and work in concert. 
 
  6. Supervisors are admonished to seek out and reward creativity in reporting personnel at all 

levels. Status or rank is not as important as personal initiative and the improvement of 
services. 

 
  7. Supervisors are expected to work with their reporting staffs in an open, constructive 

teamwork manner, rather than in a hierarchical, top-down, manager-dominated manner. 
Every employee deserves respect, to be treated fairly. Criticize in private; praise in public! 

 
  8. Supervisors should expect their staffs to do their very best. When they fail, teach and 

assist them to do better. If, after reasonable opportunities to perform in the desired 
manner, they do not, replace them. 

 
  9. Supervisors should lead by example both on and off the college campus. We cannot 

expect those who work for us to act accordingly unless we set the pace. 
 
10. Communicate ― Communicate ― Communicate! 
 

* with your staff 
* with the President/College Provosts 



2005-2006 Faculty Handbook 
 

 
 Brevard Community College 5 
 

* with each other 
* with college communities 
* often 
* regularly 
 

11. All college staff need to listen to and hear what employees and the public have to say. 
 
12. College faculty and staff are urged to operate in accord with the ethic that suggests: 
 

* giving rather than taking 
* service to others 
* caring for others over satisfying personal ego needs 

 
13. Supervisors should organize and systemize their areas of responsibility. 
 

* distinguish between policy and procedure 
* organize so that if you are gone tomorrow, no one will know 
* set and communicate standards of performance and achievable goals 

 
14. As role models for our students and the community, and as members of the higher 

education academy, faculty and staff should act, speak, and dress professionally. 
 
15. Keep the President informed at all times. The role of President is a 24 hours per day, 

seven days per week job. No surprises! 
 
16. The President's door is always open to college faculty, staff and students as well as the 

community. 
 
17. All college units are to be operated within the framework of Board of Trustees policy at all 

times: 
 

* stay within approved budgets 
* no personnel will be hired without going through prescribed college procedures and 

open searches conducted 
* no purchases over stated limits without open bidding 
* seek to change bad policy rather than ignore it 

 
18. Everyone needs to keep Community Relations and Marketing involved in what is 

happening in the college at every turn so that they can tell our story in an accurate and 
timely manner. 
 
* seek opportunities to tell the positive BCC story 
* seek opportunities to talk to our public 

 
19. Change is inevitable. All faculty and staff need to demonstrate flexibility and 

responsiveness to change so that the college as a whole can move ahead in harmony! 
 

Thomas E. Gamble 
President 
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M ission Statement 
 
Our Vision Brevard Community College (BCC) is committed to 

Being our Community’s Center for 
• Quality Teaching and 
• Lifelong Learning 

 
Our Mission To engage our diverse population in quality, accessible, learning opportunities which 

successfully meet individual and community needs. 
 
Brevard Community College fulfills its mission by offering the following: 
 
• Undergraduate Studies and Associate Degrees to pursue a Baccalaureate Degree. 
 
• Technical and vocational training for Associate Degrees and Certificates for entering the workforce, 

improving professional skills, and developing new competencies. 
 
• Instructional support services such as advisement and career guidance. 
 
• Activities supporting cultural enrichment, economic development, sports, wellness, and quality of life. 
 
• Workshops and classes for personal growth, developmental instruction, and lifelong learning. 
 
Our Philosophy The College embraces the following key values and beliefs: 
 
• RESPECT FOR THE INDIVIDUAL (COURTESY / CIVILITY): Central to our philosophy is respect for 

the individual, manifested through courtesy and civility in every endeavor. 
 
• CONTINUOUS IMPROVEMENT / PROFESSIONAL COMPETENCE: Recognizing that we exist in a 

dynamic environment, we foster innovation to promote continuous improvement in student, employee, 
and organizational development. 

 
• PASSION FOR LEARNING: As an educational catalyst, the College sparks the flame of human 

curiosity by creating an environment to ignite and sustain a passion for lifelong learning. 
 
• LEADERSHIP, EMPOWERMENT, INTEGRITY: We value leadership styles that engender trust and 

confidence, and empower people to make sound decisions. 
 
• TEAMWORK, SENSE OF BELONGING: We encourage a sense of belonging by employees and 

students by promoting an atmosphere of teamwork that embraces the College’s mission and goals. 
 
• SERVICE: We provide quality service to students, colleagues, and the community with the intention that 

all those served achieve higher levels of success and satisfaction. 
 
• ACCOUNTABILITY: Through systematic review and evaluation, we are publicly accountable to achieve 

our mission. 
 
• SENSE OF ACHIEVEMENT: We value achievement and reward those who strive to do their best. 
 
Instructional Goals  The goals of BCC provide the following: 
 
• Freshman and sophomore level university parallel programs that will prepare the student for upper 

division baccalaureate studies. 
 
• Vocational and technical programs that will prepare the student for employment. 
 
• Community education programs for college staff and the public that will provide opportunities for 

individuals and groups to pursue varied educational and personal objectives. 
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• Economic development and continuing education programs that consist of leadership training and 

services, as well as workshops and conferences that meet the special training needs of the county and 
cooperative research activities with other colleges, universities, and companies. 

 
• Instructional Support Service (Student Development and Learning Resources) including academic 

advisement, career guidance, financial aid, student activities, policies and procedures that address 
Students’ Code of Conduct, maintenance of adequate student records, and computer resources. 

 
• Multicultural and international programs that encourage an increased understanding of countries, 

diversity, and other cultures. 
 
• Programs of health, fitness, and wellness that help participants improve or maintain their physical well-

being. A special emphasis is placed on maintaining the college as a drug free workplace. 
 
• Activities that provide cultural opportunities and enhance the quality of life of the community. 
 
By continually working toward attaining these goals in a climate of open communication among faculty, 
staff, students, administrators, and the community, the college strives to foster the enrichment of the 
cultural, intellectual, civic, recreational and occupational life of the community it serves. At BCC, the 
emphasis is on learning and on the student as an individual. 
 
A master’s degree or its equivalent in experience and training is the minimum requirement for most A.A. 
faculty members. Faculty members are carefully selected to ensure depth in their field of teaching and an 
awareness of the unique needs of community college students. Every effort is made to allow the instructor 
to devote full-time talents and energies to the prime responsibility of teaching. 
 
BCC is designated by the state to provide all post-secondary and adult technical and vocational education 
for persons who have completed or dropped out of high school and who desire preparatory or 
supplemental instruction for employment. The college is also authorized under federal law to enroll non-
immigrant alien students. 
 
The college offers courses and curricula designed to provide the first two years of course work leading to a 
bachelor’s degree and includes both general education and specialized lower division courses. The 
Associate in Arts degree is awarded for successful completion of these academic programs. 
 
Additionally, programs and courses designed to prepare persons for an occupation without subsequent 
training or education are offered. The Associate in Science degree is awarded to students completing a 
technical program who desire employment at a level between the professional and skilled worker. 
 
The Post-Secondary Adult Vocational Certificate is awarded upon the completion of a technical program 
that prepares the student for employment at a skilled level. Courses taken in the occupational area, due to 
their specialized content, may or may not be transferable. 
 
Developmental and compensatory education is offered to prepare the student for successful entrance into 
college level instruction. Those students who need assistance in the transition from high school to college 
or those who have been away from formal education for a number of years are given the opportunity to 
reach college level work through specialized coursework in mathematics, reading, and writing. 
 
Professional development and community education courses are offered on each campus. These provide 
required continuing education, advanced certifications and personal enrichment opportunities for the 
community without the requirements of admission to the college. 
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BREVARD COMMUNITY COLLEGE 
CALENDAR 2005-2006 

Registration dates and times will be listed in course schedules issued each term. 

FALL TERM 2005 
August 10  Wednesday  Faculty Report 
August 15  Monday   Fall Term begins/First Student Day 
August 19  Friday   Last day to drop with refund of fees or change to audit status 
September 2 Friday   Last day to apply for  October CLAST 
September 5 Monday   Labor Day Holiday (Weekend classes meet as scheduled) 
October 1  Saturday   CLAST administration 
October  6  Thursday   Minimester A ends 
October 7  Friday   Student Support Day – Faculty day-off –  Minimester B Fee Due Date 
October 10 Monday   No classes:  Collegewide Inservice;  Minimester A grades due by 12:00 Noon 
October 11 Tuesday   Student Support Day– No classes– Faculty workday 
October 12 Wednesday  Minimester B begins/First day of classes 
October 14 Friday   Last day to drop with refund of fees or change to audit status (Minimester B) 
October 21 Friday   Last day to apply for December graduation 
October 28 Friday   Last day to withdraw with grade of “W” 
November 11 Friday   Veterans Day Holiday 
November 24 - 27 Thursday-Sunday  Thanksgiving Holidays 
December 7 - 13 Wednesday  - Tuesday Final Exam Week 
December 13 Tuesday   Final day of term for students and faculty 
December 14 Wednesday  Grades Due by 12:00 Noon 
December 17 Saturday   Graduation (1:00 PM & 4:00 PM)  
Dec 22 - Jan 1 Thursday – Sunday   Winter Holiday Break; College Closed      

SPRING TERM 2006 
January 2  Monday   College Reopens; Staff report 
January 5  Thursday   Faculty report 
January 9  Monday   Spring Term Begins-First Day for Students 
January 13 Friday   Last day to drop with refund of fees or change to audit status 
January 16 Monday   Martin Luther King, Jr. Birthday Observance (Weekend classes meet as 
                                                                                           scheduled.) 
January 20 Friday   Last day to apply for February CLAST 
February 18 Saturday   CLAST administration 
March 7  Tuesday   Minimester A ends 
March 8  Wednesday  Minimester B begins/First day of classes 
March  10  Friday   Last day to apply for May graduation 
March 10  Friday   Last day to drop with refund of fees or change to audit status (Minimester B) 
March 21  Tuesday   Last day to withdraw with grade of “W” 
March 27 – 31 Monday - Sunday  Holidays - Spring Break 
May 3 – May 9 Wednesday - Tuesday Final Exam Week 
May 5  Friday   Last day to apply for June CLAST 
May 10 – 11 Wednesday – Thursday Faculty Workdays – No classes for students 
May 10  Wednesday  Final grades due by 12:00 Noon 
May 11  Thursday   Collegewide Inservice – Final Spring term workday for faculty  
May 20  Saturday   Graduation (1:00 PM & 4:00 PM)           

SUMMER TERM A 2006 
May 15  Monday   Summer A Begins 
May 17  Wednesday  Last day to drop with refund of fees or change to audit status 
May 29  Monday   Memorial Day Holiday (Weekend classes will meet as scheduled.) 
June 3  Saturday   CLAST administration 
June 9  Friday   Last day to withdraw with a grade of “W”  
June 9  Friday   Last day to apply for posting August graduation  
June 23  Friday   Examination Day/Summer Term A Ends 
June 26  Monday   Faculty Workday             

SUMMER TERM B 2006 
June 27  Tuesday   Summer Term B Begins 
June 29  Thursday   Last day to drop with refund of fees or change to audit status 
July 4  Tuesday   Independence Day (Saturday classes meet Saturday, July 2) 
July 7  Friday   Last Day to withdraw from twelve-week summer courses 
July 21  Friday   Last day to withdraw with grade of “W” 
August 7  Monday   Examination Day, Summer B Term Ends 
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BREVARD COMMUNITY COLLEGE 
VIRTUAL CAMPUS CALENDAR 2005-2006 

 
Fall Term 2005 

Session 1 
August 13 Saturday  Virtual Campus New Student Orientation 
August 15 Monday   Session 1 Virtual Campus courses begin 
August 19 Friday   Last day to drop Session 1 Virtual Campus courses 
October 28 Friday   Last day to withdraw from Session 1 Virtual Campus courses 
December 7-13 Wed.-Tues.  Final Exams 
 
Session 2 
September 7 Wednesday  Session 2 Virtual Courses begin 
September 10  Saturday  Virtual Campus New Student Orientation 
September 13 Tuesday  Last date to drop a Session 2 Virtual Campus classes 
November 2 Wednesday  Last day to withdraw from Session 2 Virtual Campus classes 
December 7-13 Wed.-Tues.   Final Exams 
 

Spring Term 2006 
Session 1 
January 7 Saturday  Virtual Campus New Student Orientation 
January 9 Monday   Session 1 Virtual Campus courses begin 
January 13 Friday   Last day to drop Session 1 Virtual Campus courses 
March 23 Thursday  Last day to withdraw from Session 1 Virtual Campus courses 
May 3-9 Wed.-Tues.  Final Exams 
 
Session 2 
February 4 Saturday  Virtual Campus New Student Orientation 
February 6 Monday   Session 1 Virtual Campus courses begin 
February 9 Thursday  Last day to drop Session 2 Virtual Campus courses 
April 7  Wednesday  Last day to withdraw from Session 2Virtual Campus courses 
May 3-9 Wed.-Tues.  Final Exams 
 
 

Summer Term 2006 
May 13  Saturday  Virtual Campus New Student Orientation 
May 15  Monday   Session 1 Virtual Campus courses begin 
May 17  Wednesday  Last day to drop Virtual Campus courses 
July 7  Friday   Last day to withdraw from Session 1 Virtual Campus courses 
August 7-10 Mon.-Wed.  Final Exams 
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BREVARD COMMUNITY COLLEGE 
2005-2006 

Faculty Calendar 
 

Total Faculty Work Days 
 

Term        Number of Days    
Fall, Spring       170 
Fall, Spring, Summer A     200 
Fall, Spring, Summer B     200 
Fall, Spring, Summer A, Summer B   230 
 
 

FALL TERM 2005 
 

MONTH            FACULTY    STUDENTS

AUGUST        16   13 
10 (Wednesday)  Faculty Report 
15  (Monday)  Classes Begin  

SEPTEMBER        21   21 
5    (Monday)  Labor Day Holiday 

OCTOBER        20   18 
 7 (Friday)  Faculty off – Non-workday 
10   (Monday)  Collegewide Inservice 
11 (Tuesday)  Student Support Day – Faculty report – No classes 
 

NOVEMBER        19   19 
11 (Friday)   Veterans Day Holiday  
24 - 25 (Thursday – Friday)   Thanksgiving Holiday 
 

DECEMBER        9   9 
7 - 13 (Wednesday -- Tuesday) Final Exam Week 
17  (Saturday)   Graduation (1:00 PM & 4:00 PM) 
         ____________________________ 

      
TOTAL WORK DAYS  85   80              

 
 

 
 
 
 



2006-2006 Faculty Handbook 
 

 
14 Brevard Community College 

SPRING TERM, 2006 
 

MONTH         FACULTY     STUDENTS
 
JANUARY        18   16 

5 (Thursday)   Faculty Report 
9 (Monday)   Classes start 
16 (Monday)   Martin Luther King Birthday Observance 

 
FEBRUARY        20   20 
 
MARCH        18   18 

27 - 31 (Monday - Friday)  Spring Break 
 

APRIL         20   20 
 

MAY         9   7 
3 - 9 (Wednesday - Tuesday) Final Exam Week 
10 – 11 (Wednesday – Thursday) Faculty Workdays 
11 (Thursday)   Collegewide Inservice  
20  (Saturday)   Graduation (1:00 PM & 4:00 PM) 

         ___________________________ 
             TOTAL WORK DAYS 85   81 
 
 
 

SUMMER TERM A, 2006 
 
MONTH         FACULTY     STUDENTS

MAY         12   12 
15  (Monday)  Summer A Begins 
29  (Monday)  Memorial Day Holiday 

 
JUNE          18   17 

23  (Friday)   Exam Day - Summer A Ends 
26  (Monday)  Faculty Workday 

         ____________________________ 

     TOTAL WORK DAYS 30   29 
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SUMMER TERM B, 2006 

 
MONTH         FACULTY   STUDENTS
 
JUNE         4   4 

27  (Tuesday)  Summer B Begins 

 
JULY          20   20  

4   (Tuesday)  Independence Day Holiday 
 

AUGUST        6   5 
7   (Monday)  Exam Day - Summer B Ends 
8   (Tuesday)  Faculty Workday                __________________________ 

     TOTAL WORK DAYS 30   29 

 

 

 

SUMMARY 

2005/2006 
TOTAL FACULTY AND STUDENT DAYS 

 
Term        Faculty  Students  
Fall, Spring       170   161 
Fall, Spring, Summer A     200   190 
Fall, Spring, Summer B     200   190 
Fall, Spring, Summer A, Summer B   230   219 
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F or Your Safety and Security  
 
The website for the Safety and Security Department is www.brevardcc.edu/security.  The site includes the 
Security Procedure Manual, information on emergency equipment, crime statistics, and the Disaster 
Preparedness Manual (both in its entirety and in an abridged version for public consumption).  However, 
some general information can be found below. 
 
Smoking is not permitted in any BCC facility.  Food and drinks are not to be brought into the classrooms. 

 
All students, faculty and staff at BCC are required to register their motor vehicles with Campus Security 
and obtain a parking decal. This can be done at the information desk, welcome center or security office at 
every campus. There is no charge for parking decals. 
 
All laws governing the use of motor vehicles in the state of Florida apply to BCC parking areas, drives and 
roadways. Local law enforcement regularly patrols all BCC campuses and will enforce traffic laws 
accordingly.  

   BCC Parking Zones are as follows: 
Yellow Faculty and Staff Parking

White Student Parking 

Blue Disabled Parking 

Red No Parking 

Yellow with Visitor Sign No faculty, staff, students 
or College vehicles 

permitted 
 
 
Vehicles parked illegally and without a proper decal are subject to ticketing and a fine may be imposed. 
 
For more information about campus parking regulations, you may obtain a brochure, "Parking Information 
and Rules" at any security office.  
 
Security 
There are campus security officers on each campus 24 hours per day, seven days a week. It is important 
to promptly report all disturbances and missing items and equipment to security and the campus 
provost’s office.  Incoming calls for security on all four BCC Campuses are routed through the main 
switchboard. Once the call is answered, the following extensions can be used to reach security.  If an 
officer is not in the security office, the call will automatically be forwarded to the on-duty officer’s cellular 
telephone. 
 

Telephone Cell Phone Location 
Cocoa 433-7086 403-5907 Building 26 
Melbourne 433-5586 403-5909 Building 1, Lobby 
Palm Bay 433-5286 403-5911 Building 1, Lobby 
Titusville 433-5086 403-4200 Building 4, Room 157 
Director of Collegewide Safety & Security 433-7555 403-5903 Building 16, 2nd Floor 
 
In the event of an emergency, call 911 immediately. 
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Safety 
Instructors maintain primary responsibility for all aspects of safety. Instructors should constantly monitor 
the classroom/laboratory environment to ensure that the facilities and equipment are safe. For example, 
broken or weakened tables and chairs present a serious hazard that could severely injure an unsuspecting 
student. Care should be taken with audio visual equipment to be sure that cords and carts do not pose a 
hazard to students who are entering or leaving the room. Report safety concerns to the department chair 
immediately. Material Safety Data Sheets (MSDS) will be available for emergency care in the event of 
exposure. 
 
 
Faculty and students have a right/responsibility to be protected from exposure to hazardous materials, 
which include wearing safety glasses for eye protection and other appropriate safety apparel. Courses that 
use chemicals or other materials must include a disclosure of information (in advance) to the student as 
well as a complete and thorough explanation of procedures to be followed. 
 
Emergencies (Student) 
In the event a student is injured or is otherwise in need of emergency treatment, take the following steps: 
 

1. Contact campus security immediately, then call 911. Report the specific location of the accident 
and the type of assistance needed. 

2. Security Officer(s) will render first aid, as needed, until emergency services arrive. Students 
should be informed that, in accordance with the Student Handbook, the college is not responsible 
for ambulance or medical expenses incurred. The phone number for Ambulance Services is 911. 

3. As soon as possible (within 24 hours) after the emergency, an Incident Report must be 
completed and a copy forwarded to security and campus provost. These incident report forms are 
available through the department office at each respective campus. 

 
Emergencies Other Than Student 
  1. Injuries to Employees: Same as student except that the Office of Human Resources must be notified 

within 24 hours of injury and a worker’s compensation form must be completed. Blank forms are 
available in the Office of Human Resources and the campus provost’s office. 

  2. Fire: There are fire alarms in all buildings. If the fire alarm rings, evacuate the building. The building 
should be empty within 3 minutes after the alarm rings. 

  3. Disaster: Most of the permanent buildings on each campus are designated as disaster shelter areas. 
In addition, Buildings 1 and 10 (Melbourne) and Buildings 3 and 20 (for local first responder and civil 
officials Cocoa) are designated as Red Cross hurricane shelters. 

 
Accident-Incident Report Filing Procedures 
It is possible that as an instructor, you may be presented with a situation that requires the completion of an 
Accident-Incident Report.  This form is completed under the following condition: 
 

1. Injury to a BCC employee (includes adjuncts, faculty, staff, student aides, and volunteers) 
2. Theft of college property 
3. Injury to a student or other non-BCC employee 

 
The individual responsible for completing this form is dependent upon the circumstances of the incident 
being reported.  Accident-Incident Report forms can be obtained from the security department and 
campus provost’s office.   Instructions for completing this form and the filing procedures are available 
when you obtain the form. 
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F acilities 
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COCOA CAMPUS 
 
Building 1 --- 
Houses the offices of collegewide Financial Aid and the Office of Institutional Effectiveness and Planning. 
 
Building 2---George Washington Carver Administration Building 
Located on the east side of the campus, the Carver Administration Building houses collegewide 
administrative offices for the President, Finance and Administrative Services, EVP for Academic Services, 
VP for Student Services, Human Resources, Resource Development, Community Relations & Marketing, 
the BCC Foundation, the BCC Alumni Association, and several collegewide grant programs. 
 
Building 3---Clark Maxwell, Jr. Lifelong Learning Center 
A cooperative effort of Brevard Community College and University of Central Florida, the Center is the first 
such joint-use facility for two colleges in the state of Florida.  This facility houses the BCC/UCF Joint-Use 
Computer Lab, Child Care Center, the Institute for Business Training and Community Education, Intensive 
English program, WENDI, and the continuing education computer lab.   
 
Building 4---Bernard Simpkins Fine Arts Center 
This building houses classrooms and faculty offices, as well as the department offices for Fine and 
Performing Arts, Liberal Arts and Communications. Additional rooms include theater workshops, costume 
and dressing rooms, art studios, piano studios, a piano/computer lab, music theory classrooms, and 
choral/instrumental rehearsal classrooms with respective libraries and storage facilities. The ground floor 
holds a 547-seat Fine Arts Auditorium and smaller Experimental Theater for college and community use. 
 
Building 5---Rodney S. Ketcham Business Building 
The Business and Education Department and the Technology Department are located in this building 
along with faculty offices, classrooms and computer labs.  The Campus Provost’s office is also located in 
this building (Room 127). 
 
Building 6---Barnes and Noble Bookstore 
T
 

he Bookstore offers a complete line of textbooks, college supplies, snacks and gift items.  

Bookstore Hours (fall and spring): 
Monday - Thursday .............................. 8:30 a.m. -   7:30 p.m. 
Friday ....................................................... 8:30 a.m. - 12 noon 

 
First two weeks of term: 
Monday - Thursday ........................................ 8 a.m. -   8 p.m. 
Friday ............................................................. 8 a.m. -   5 p.m. 
First Saturday ................................................ 10 a.m. – 1 p.m. 

 
Summer Hours: 
Monday - Thursday .......................................... 9 a.m. - 6 p.m. 
Friday ........................................................... 9 a.m. – 12 noon 

 
Building 7---Irene H. Burnett Science Building 
This building houses the Mathematics Department and the Science Department, as well as faculty and 
staff offices, classrooms and laboratories.    
 
Building 9---Dr. Mary Cathryne Park Classroom Building 
This building houses faculty offices, classrooms, the Office for Students with Disabilities, the Foreign 
Language Lab, the Mathematics Lab and the Reading/Writing Lab.  Also available for eligible students is 
Student Support Services (SSS). This program provides financial aid counseling and tutoring for students 
who meet the criteria of SSS. Students should contact Ms. Gail McKinley, Director, at 433-7349 for 
application and information.  In addition, the Cocoa Campus Academic Dean is in this building.   
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Building 10---Gen. George F. Schlatter Veterans Memorial Amphitheater 
 
Building 11---Ralph M. Williams, Jr. Student Center 
This building houses the Admissions and Records Office, the Boardwalk Cafe, the Cashier Office, the 
office of the Cocoa Dean of Student Services, Financial Aid, International Student Services, registration, 
student government offices, student advisors, Testing, UCF admissions, and Veterans Affairs.  The 
Boardwalk Cafe is located on the first floor and is open Monday through Friday from 8:00 a.m. to 2:00 p.m. 
during the Fall and Spring semesters. The Community Dining Room for college/community meetings and 
dinners is located in the north wing of the student center. 
 
Building 12---BCC/UCF Joint-Use Library 
The Cocoa Campus Library is a joint-use facility with the University of Central Florida Brevard Campus.  
The building features an electronic classroom, an Info Lab with computing resources, abundant study 
areas, a conference room, study rooms and exhibit space.  Professional librarians and support personnel 
provide assistance in the use of library materials and services. The registrar’s office is on the second floor. 
 
In addition, two floors of the 121,000 square foot building are devoted to housing various library resources. 
The library’s collection reflects the curriculum of Brevard Community College’s Cocoa Campus as well as 
the Brevard curriculum of the University of Central Florida.  Holdings of the BCC/UCF Joint-Use Library 
include more than 108,000 book volumes, more than 800 periodical subscriptions, videos and DVDs, and 
 large number of research databases available over the Internet, many containing full-text articles.   a

 
Library Hours: 
Monday – Thursday..................................... 7:30 a.m. - 9 p.m. 
Friday .......................................................... 7:30 a.m. - 5 p.m. 
Saturday ........................................................... 9 a.m. - 5 p.m. 
 

 Hours may vary during holidays, between terms, and during the summer 
 

The Cocoa campus Learning Lab is located on the third floor of the joint-use library. The lab is a 
comprehensive academic support unit which is equipped with three integrated learning systems, 
computers, audio and video cassette stations, laser discs, computer software and printed materials to 
ssist students with mathematics, communications, and reading.  a

 
Learning Specialists/Tutors provide one-on-one assistance and are scheduled to work daily. The 
Vocational Preparatory Instruction (VPI) program provides remediation to students enrolled in 

ostsecondary Adult Vocational (PSAV) programs.  No appointment is necessary. P
 
Faculty make-up exams are supervised.  A photo identification is required; no children are allowed in the 
acility.  Students may schedule appointments by calling 433-7330. f
 

Learning Lab Hours: 
Monday – Thursday..................................... 8 a.m. - 8:30 p.m. 
Friday .......................................................... 8 a.m. - 4:30 p.m. 
Saturday ...................................................... 9 a.m. - 4:30 p.m. 

 
Testing Hours: 
Monday – Thursday..................................... 9 a.m. - 6:30 p.m. 
Friday & Saturday............................................. 9 a.m. - 2 p.m. 

 
Building 13---Roger W. Dobson Learning Resources Center 
The Dobson Center houses the WBCC-TV offices and studios, and the Information Technology staff.  This 
building recently underwent renovations for the development of state-of-the-art digital television production 
and broadcast studios. WBCC-TV, Channel 68, operates 18 hours per day, seven days a week from 6 
a.m. - 12 midnight. Educational and general interest programming is provided in addition to credit courses 
via television. Station programming is available to a viewing audience of more than 1.5 million Central 
Florida residents. Cable subscribers may receive programming on cable channel 5 in addition to open 
broadcasting on UHF channel 68.  WBCC-TV is a licensed PBS member, and viewers can access PBS 
programs via WBCC-TV.  WBCC-TV programming is also available on its new digital channel 30.   
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Building 14---Vocational Center 
This building contains general classrooms, faculty offices, specialized equipment and laboratories in 
industry-related programs including graphic design, photography, drafting and the Aerospace Technology 
Program. Collegewide Publications, Collegewide Printing, and Data Services also are located here.  
 
Building 16---Industrial Center 
This building houses classrooms, labs, and faculty offices for industry-related vocational programs 
including automotive technology, fire science, and welding.  The District Safety & Security/Badging office 
is on the second floor.  
 
Building 17---Technical Center 
This building houses the Health Sciences Provost’s office, classrooms, faculty offices and labs for some 
health sciences programs, including medical assisting, surgical technology, emergency medical science, 
and paramedic.  
 
Building 18---Dr. J. Bruce Wilson Gymnasium/YMCA 
This building houses the physical education faculty offices, classrooms, activity facilities, and a large, well-
equipped fitness center.   An Olympic size swimming pool is adjacent.  For information about BCC/YMCA 
facilities, call 433-7286. 
 
Building 19---Astronaut Memorial Hall and Planetarium 
The BCC Planetarium and Observatory contains a multi-media classroom for astronomy courses, the 
largest public access observatory in Florida featuring a 24-inch Cassegrain reflector, a unique 200 seat 
planetarium theater, a 150 seat Iwerks large-format film theater, and two exhibit halls featuring science 
and space-related exhibits. 
 
Planetarium programs, laser shows, and Iwerks movies are presented regularly to the public on evenings 
and weekends and to K-12 school field trips weekday mornings throughout the school year. 
 
The BCC Planetarium is the only planetarium theater in the United States to feature both digital and 
mechanical replications of the night sky. After extensive renovations in 1994, the planetarium was the site 
for the 12th Biennial Conference of the International Planetarium Society. 
 
Building 20---HCVAS Health Sciences Center 
This building houses the Health Sciences administrative offices, faculty offices, classrooms, and 
laboratories.  The dental clinic and cosmetology lab serve patrons from the community. A lecture 
auditorium is also located here. 
 
Building 21---Veterinary Technology Building  
This building contains faculty offices and classrooms for the Veterinary Technology Program. 
 
Building 26---Campus Security and Badging 
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HEALTH SCIENCES CAMPUS 
 
Building 17---Technical Center 
This building houses Health Sciences Provost’s office, classrooms, faculty offices and labs for some 
health sciences programs, including medical assisting, surgical technology, emergency medical science, 
and paramedic.  
 
 
Building 20---HCVAS Health Sciences Center  
This building houses the Health Sciences administrative offices, advisors, faculty offices, classrooms, and 
laboratories.  The dental clinic and cosmetology lab serve patrons from the community.  A lecture 
auditorium is also located here. 
 
 
Building 21---Veterinary Technology 
This building contains faculty offices and classrooms for the Veterinary Technology Program. 
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MELBOURNE CAMPUS 
 
Building 1---Administration and Instructional Building 
Houses the Office of the Campus Provost, Campus Dean of Student Services, business office, cashier, 
business, education, and communications departments, faculty offices, child development department, 
College Reach Out Program (CROP), information desk, office technology Labs, international student 
advising, general classrooms, foreign language lab, switchboard, Melbourne campus security, Office of 
Students with Disabilities, and the Student Services Center, which includes admissions and records, 
advisement, career center, and testing center.   
 
Building 2---Philip F. Nohrr Learning Resources Center 
The library is located on the second floor of Building 2. The library’s collection consists of nearly 50,000 
books, 350 current periodical subscriptions, and videos and other audiovisual materials, available to 
students, faculty, staff and community. Access is also provided via the Internet to a large number of 
research databases, many containing full-text articles. 
 
The library collection supports the curriculum of the Melbourne campus and is especially strong in the 
humanities, social sciences and foreign languages areas.  There are conference rooms and a speech 
room available.  Professional librarians and support personnel are on hand to provide assistance with 
library materials and services.   
 

Library Hours: 
Monday – Thursday..................................... 7:30 a.m. - 9 p.m. 
Friday .......................................................... 7:30 a.m. - 5 p.m. 
Saturday ....................................................... 9 a.m. – 12 noon 
 
Hours may vary during Holidays, between terms, and during the summer 

 
 
Learning Lab 
The Learning Lab and general classrooms are located on the first floor of the Learning Resources Center. 
The learning lab contains computers and software programs designed to assist students in achieving their 
educational goals. Professional assistance and tutoring is available in writing, reading, mathematics, and 
other discipline areas. 
 

CAI Lab Hours: 
Monday – Thursday.......................................... 8 a.m. - 8 p.m. 
Friday ............................................................... 8 a.m. - 5 p.m. 
Saturday ........................................................... 9 a.m. - 1 p.m. 

 
 
Building 3---Barnes and Noble Bookstore 
Located in the Learning Resource Center, offers a complete line of textbooks, college supplies, and gift 
items. 

 
Bookstore Hours: 
Monday – Tuesday...................................... 8:30 a.m. - 6 p.m. 
Wednesday – Thursday .............................. 8:30 a.m. - 5 p.m. 
Friday .......................................................... 8:30 a.m. - 1 p.m. 
 
First week of term: 
Monday – Thursday.......................................... 8 a.m. - 8 p.m. 
Friday ............................................................... 8 a.m. - 5 p.m. 
First Saturday ................................................. 10 a.m. - 1 p.m. 
 
Summer Term: 
Monday – Thursday................................ 8:30 a.m. - 4:30 p.m. 
Friday .......................................................... 8:30 a.m. - 1 p.m. 
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Building 4---Lecture Auditorium 
The auditorium is used as a combination lecture hall and auditorium for both academic and special events. 
 
Building 5---Science Building 
Houses the science department, faculty offices, classrooms, and laboratory facilities for a variety of 
academic courses.   
 
Building 6---Gymnasium 
Faculty and coaches’ offices, general classrooms, a gymnasium, and workout room are located in this 
building, which serves as home court for the BCC men’s and women’s basketball teams.  The BCC 
Baseball team and BCC Volleyball team are also based on the Melbourne campus. 
 
Building 7---Multi-Purpose Classroom Building 
This building contains the department offices for Mathematics and Technologies, faculty offices, general 
classrooms, computer science laboratories, and drafting and design labs.  
 
Building 8---Criminal Justice Center 
This building houses the Brevard Police Testing Program, law enforcement, corrections, and probations 
programs. It includes general classrooms, faculty offices, defensive tactics, criminal justice technology, 
and crime scene technology. 
 
Building 9---Maxwell C. King Center for the Performing Arts 
The Maxwell C. King Center for the Performing Arts offers nationally and internationally acclaimed acts 
including recording artists, Broadway musicals, comedy, and drama presentations, symphony orchestras, 
operas, lectures, and exhibits. It also includes Studio Theater, art studios, music rooms, classrooms, and 
faculty offices.  
 
Building 10---Betty P. Parrish Student Center 
Includes Center for Service Learning, Community Education and Small Business Development Center, the 
Liberal Arts department, Veterans Affairs, the student government office and lounge, and meeting rooms. 
 
Building 12---Montessori School 
 
Building 13---Child Development Center 
 
Building 14---Melissa Prevatt Pavilion 
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PALM BAY CAMPUS 
 
Building 1, Administration/General Instruction Building 
Learning/Language Lab, Room 234 
The Palm Bay Campus Learning/Language Lab provides specialized software, videos, and other materials 
that allow students to fulfill lab requirements for prep classes, vocational programs, CLAST retests, and 
foreign language courses. A number of computer-aided instructional programs in a variety of subjects are 
also available. Communications, science, mathematics, and Spanish tutors are scheduled throughout the 
week to provide one-on-one assistance. Lab staff will proctor tests on a space available basis and by 
appointment only. Students must provide a picture I.D. or the test will not be administered. Students can 
schedule appointments by calling the lab at 433-5252. 
 
 

Learning Lab Hours (fall and spring): 
Monday - Thursday ......................................... 8 a.m. – 8 p.m. 
Friday .............................................................. 8 a.m. – 5 p.m. 
Saturday (Fall Semester) ..................... 8:30 a.m. - 12:30 p.m. 

 
Testing Hours (by appointment only) 

 
Building 2---Library/Science Building 
Building 2 houses the offices of the department chairs in room 156 and faculty offices on the second floor. 
An open computer lab is located in room 235, and the Instructional Technology/Multimedia Center is in 
room 226.   Room 329 is the Office of the Campus Provost. The third floor houses classrooms, offices, 
and labs for chemistry, biology, physics, microbiology, GIS, anatomy and physiology, physical science, 
and astronomy. 
 
 
Library, Room 232 
The library is located on the second floor of building #2 and provides access to a variety of print and 
electronic resources to BCC/UCF students, faculty, staff and the community.  The library’s collection 
includes approximately 20,000 books and videos and 130 periodical subscriptions.  The collection 
supports the curriculum at the Palm Bay campus and is especially strong in the areas of science and 
technology.  The University of Central Florida also adds to the collection in support of their academic 
programs at the Palm Bay campus.  The library’s print collections are also supplemented by a large 
number of research databases available via the Internet, many containing full-text articles.   
 
Professional librarians and support personnel are on hand to provide assistance with library materials and 
services.  In addition, the Library features an electronic classroom, study rooms, conference rooms, and a 
wireless network for use with laptop computers by BCC and UCF patrons. 
 

Library Hours (fall and spring): 
Monday - Thursday ..................................... 7:30 a.m. - 9 p.m. 
Friday .......................................................... 7:30 a.m. - 5 p.m. 
Saturday ......................................................... 9 a.m.- 12 noon 
 
Hours may vary during Holidays, between terms, and during the summer 

 
Institute for Business Training & Community Education, Room 161 
IBT&CE faculty offer students the opportunity to gain from their experience by offering a myriad of non-
credit classes. These classes can include leisure, personal growth, and professional development classes, 
as well as training for business and industries. 
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Building 3---BCC/UCF Joint-Use Classroom Building 
 
Barnes & Noble Bookstore  
The campus bookstore carries a complete line of textbooks and school supplies.  Software priced with an 
educational discount can be purchased with an on-line vendor through the bookstore.  Available in the 
bookstore are reference books such as dictionaries, study guides, best sellers, school spirit clothing, gifts 
and selected food items. Items for use the wellness center are also available.   

 
Bookstore Hours: 
Monday - Thursday ............................... 8:30 a.m. -  7:30 p.m. 
Friday .......................................................... 8:30 a.m. - 1 p.m. 
First week of term: 
Monday - Thursday ..............................   8:30 a.m. - 7:30 p.m. 
Friday ........................................................   8:30 a.m. - 4 p.m. 
Saturday ......................................................... 10 a.m. - 1 p.m. 
 
Summer hours will be posted 

 
Wellness Center 
Fully equipped wellness center with state-of-the-art systems.  Faculty and staff have access during posted 
hours. Students should check with the Wellness Center Coordinator for procedures for access. 
 
UCF 
UCF offers various classes leading to bachelor’s and master’s degrees.  Seven classrooms and offices 
are located on the second floor.  The third floor has two additional multi-media classrooms (35 seats & 65 
seats), a computer lab (30 stations), a communicative disorders Lab (16 stations), 18 staff and faculty 
offices, a 20-seat conference room, a student lounge and a staff lounge. 
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TITUSVILLE/VIRTUAL CAMPUS 
 
Building 1---N. Earl Jones Occupational Building 
Building 1 on the Titusville campus houses the Learning Lab, computer laboratories, faculty offices, 
general classrooms, the Office Technology Center, and the Florida/NASA Business Incubation Center. 
 
An open computer lab for student use is located in Building 1, Room 138.  All computers in the open lab 
have the usual load of software including Microsoft’s Windows 2000 Professional, Office XP, Publisher XP 
and Front Page XP.  Plug-ins for support of Academic.com and the Sam software have been installed.  
Some of the machines have specialized software such as Photoshop, Dream-Weaver MX, and Flash MX. 
There is one computer loaded with Microsoft’s Movie Maker 2 and Pinnacle Studio V.6 software for video 
work.   
 

Computer Lab Hours: 
Monday - Thursday .......................................... 8 a.m. - 7 p.m. 
Friday ............................................................... 8 a.m. - 4 p.m. 
(Times are subject to change) 

 
Learning Laboratory, Room 115 
Staffed by professional personnel, the lab is equipped with computers, teaching machines and 
programmed materials to enable students to meet learning goals. Professional assistance and tutoring are 
available in reading improvement, writing, and mathematics, both preparatory and upper levels. 
 

Learning Lab Hours: 
Monday - Thursday .......................................... 8 a.m. - 8 p.m. 
Friday ................................................................ 8 a.m. - 5p.m. 
 
Testing Hours: 
Monday - Thursday ................................ 8:30 a.m. - 5:30 p.m. 

 Friday .......................................................... 8:30 a.m. - 3 p.m. 
 
 
 
Building 2---Confined Space Simulator 
This unique classroom uses a simulation tank to train individuals on best practices for working in a 
confined space. 
 
Building 3---Student Center 
Open at all hours when classes are offered, the Student Center houses the bookstore, the Community 
Dining Room (CDR), Student Government Association (SGA) offices, and Institute for Business Training 
and Community Education.  Also located in this building is the Student Services Office which houses the 
Campus Dean of Student Services, admissions and records, advising, cashier, minority affairs, financial 
aid, the Office for Students with Disabilities, and the Center for Service Learning.  The Culinary Arts 
Institute and a cyber café called The Study are also located in Building 3. 
 
The Bookstore offers a complete line of textbooks and college supplies. 

 
Bookstore Hours (fall and spring): 
Monday - Thursday ...................................... 8:30 a.m.- 7 p.m. 
Friday ......................................................... 8:30 a.m.-12 noon 
 
First week of fall and spring terms: 
Monday - Thursday .......................................... 8 a.m. - 8 p.m. 
Friday .......................................................... 8:30 a.m. - 5 p.m. 
Saturday ........................................................ 10 a.m. -  1 p.m. 
 
Summer hours will be posted 
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Building 4---John Henry Jones Gymnatorium 
The gymnatorium is designed to serve both as athletic facility and a campus auditorium. The facility 
includes a complete wellness-fitness center, classrooms, and the corrections academy. 
 
The wellness-fitness center is operated as the “Fitstop” and provides open access to students and faculty.  
 
Fitstop Hours vary by term. 
  
In addition to supporting college functions, the gymnatorium is available on a rental basis to the 
community at large. It is used for concerts, sporting events, and community functions seating up to 2,300 
people. 
 
Building 5---Dr. Frank Elbert Williams Learning Resource Center 
The library houses more than 20,000 books, videos, and periodicals subscriptions.  The collection 
supports the curriculum of the Titusville campus and is especially strong in the arts, business, health, 
literature, psychology, and social issues areas.  The library’s print collections are also supplemented by a 
large number of research databases available via the Internet, many containing full-text articles.   
 
Professional librarians and support personnel are on hand to provide assistance with library materials and 
services.  In addition, the library features computing resources, conference rooms, study areas, and an 
electronic instruction room. 
 

Library Hours: 
Monday - Thursday ..................................... 7:30 a.m. - 9 p.m. 
Friday .......................................................... 7:30 a.m. - 5 p.m. 
Saturday ........................................................ 9 a.m. - 12 noon 
 
Hours may vary during holidays, between terms, and during the summer 
 

The library building also contains classrooms, the language lab, faculty offices for the communications, 
behavioral/social sciences, prep writing and prep reading departments, and the campus administrative 
offices. 
 
 
 
Language Laboratory, Room 155 
The Foreign Language Laboratory (also referred to as the Foreign Language Resource Center or 
Language Acquisition Center), as part of the liberal arts and social sciences disciplines, serves students, 
faculty and staff in the Department of Modern Languages and Communications.  It assists students in 
incorporating the new language into their communication skills.  Staffed by a language specialist and 
several students working in positions such as student assistant, work study, TAP program (tuition 
assistance), and service learning program (volunteers), this resource center provides technical, visual, and 
audio instruction to complement the learning that takes place in the classroom.  Students enrolled in 
Spanish, Japanese, German, French, American Sign Language, and English as a Second Language tailor 
the usage of what they discover in class to their individual needs and use the new language in their 
communications.  Students enrolled in a four credit hour foreign language course complete one hour of 
instruction at the foreign language laboratory.  This facility is also available to members of the community 
o receive assistance with limited professional needs regarding foreign languages.   t
 

Language Lab Hours: 
Monday - Thursday .......................................... 8 a.m. - 9 p.m. 
Friday ............................................................... 8 a.m. - 5 p.m. 
Saturday ........................................................ 9 a.m. - 12 noon 
 
Summer hours may vary. 
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SPACEPORT CENTER 
BCC’s Spaceport Center operates at NASA’s John F. Kennedy Space Center Visitor Complex in the 
Center for Space Education Technical Center (M6-306A) in Florida and in Bldg. 60505 at the Cape 
Canaveral Air Force Station.   It provides AS and AAS degree programs in aerospace technology.  It is 
also home to SpaceTEC®, the country’s National Science Foundation Center of Excellence for Aerospace 
Technical Education.   
 
Aerospace Technology Program 
The Aerospace Technology program prepares students for entry-level positions in the aerospace industry. 
 It offers a standardized and industry-endorsed curriculum that provides employers with a well-trained and 
productive technical workforce.  Once accepted as a student through the normal BCC application process, 
aerospace technician candidates must complete a separate, program-specific application and meet 
special workplace requirements, including U.S. citizenship, and they must agree to undergo security 
background checks and random drug testing if hired.  For additional information contact the Spaceport 
Center at 433-7750 or visit the website at www.brevardcc.edu/spaceport. 
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C OLLEGEWIDE INSTITUTES/CENTERS  
 
INSTITUTE FOR BUSINESS TRAINING & COMMUNITY EDUCATION 
As part of the college’s mission to provide educational services to the community, BCC offers continuing 
education programs on a wide variety of subjects designed to upgrade job skills, improve marketability, 
and provide ever-expanding personal and professional enhancement both to staff and the general public. 
Business training and community education at BCC is flexible, providing Continuing Education Units 
(C.E.U.s) for licensed professionals, practical hands-on applications, customized training, and new 
programs on request. Courses are divided into three categories, which are (1) continuing workforce 
education, (2) recreation and leisure, and (3) contract training for employers. 
 
Continuing Workforce Education 
These courses are designed for professional development. CEUs may be awarded. Fees vary. 
 
Recreation and Leisure 
These courses are designed for personal development. Fees vary. 
 
Contract Training 
Contract training is customized and delivered to meet the needs of employers.  Services include both 
instructional design and the delivery of training.   
 
For more information on college non-credit offerings and applications, call the Institute for Business 
Training & Community Education, 433-7500 or visit the Brevard Community College website at  
www.brevardcc.edu 
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 III. Policies and Procedures 
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E mployment Policies and Operational Procedures 
 
 
National, state and local laws, rules, regulations, agreements and contracts provide the guidance and direction 
for employment policies and procedures at BCC. Employment information provided in this handbook is 
summarized and condensed from such authoritative sources; however, it is subordinate to those sources and 
is not intended to replace or supersede any of them. 
 
 
EMPLOYMENT POLICIES 
The BCC Governance Policy Manual contains policies regarding employment as established by the Board of 
Trustees. Some of these are summarized, paraphrased, or reproduced in this section. Highlights of the 
operational procedures used in the implementation of these policies and other matters of employee concern 
re contained in Section II.  a

 
 
OPERATIONAL PROCEDURES 
The BCC Operational Procedures Manual is the official reference for college approved procedures except as 
modified or augmented by the agreement between the college and the UFF/BCC. Highlights and summaries 
from the Operational Procedures Manual presented in this handbook are for convenient reference only and do 
not replace or supersede the manual or other official documents as an authoritative source. The following 
rocedures are addressed: p

   
Office of Human Resources  Employee Developed Materials 
Pre-employment procedures Leave 
Post-employment procedures Salary schedules and staffing changes 
Holidays Benefits 
Travel Community linkages 
Contractual & non-contractual matters Employee evaluation 
Academic rank Professional comportment 
Awarding of continuing contract Employee grievances 
Maintenance of continuing contract Conflict of interest issues 
Outside employment Resignation and separation procedures 
Tuition exemption Voluntary Incentive Program (VIP) 

 
 
Office of Human Resources (HR): Records & Responsibilities 
 
The Office of Human Resources serves all employees of the college through a uniform system of personnel 
management. The office is responsible for administering areas such as employment procedures, salaries, 
contracts, benefits, records, transfers, leave, termination, retirement, equity programs, employee relations, and 
telephone / reception services (Procedure 300). 
 
 
College Procedure directs HR to maintain individual personnel files for each college employee containing such 
documents as application, official transcripts, emergency data, medical and insurance benefit information, 
payroll forms and transactions, the employment job description, leave records, performance reports and other 
documentation as required. Medical and insurance benefits information for individual employees is maintained 
in a separate file in the benefits office (Procedure 304.4.1). 
 
 
Individual personnel records are open for inspection by the employee, the employee’s supervisor, and by 
officials of the college who are responsible for the supervision of employee records. Under the Florida Public 
Records statute and other state and federal laws pertaining to public records, the college may be required to 
release non-exempt information from personnel files (Procedure 304.4.2). 
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Criteria for College Employment 
 
Full-time faculty normally hold annual or continuing (tenure) contracts. Part-time faculty (adjuncts) are hired on 
a term by term basis based on need and are employed to teach up to 80% of a full-time faculty load. 
 
 Minimum qualifications: 
 
a. Faculty employed in one of the university parallel (AA degree) programs must hold an earned master’s 

degree from accredited institution, with 18 graduate semester hours in the primary teaching area to which 
assigned (Procedure 303.5.1). 

 
b. Faculty employed in one of the technical (AS degree) programs at the college must: 

(1) hold an earned masters degree from an accredited institution, with specialization related to the 
subject matter to be taught and have acquired a minimum of 2 years of successful, full-time 
employment experience at the technical, mid-management or professional level, directly related to 
the instructional area; 

 -OR- 
 (2) hold a bachelors degree from an accredited institution with specialization related to the subject 

matter to be taught; have acquired a minimum of 3 years of successful, full-time employment 
experience at the technical, mid-management or professional level, directly related to the 
instructional area (Procedure 303.5.2). 

 
c. Faculty employed in one of the technical/vocational (certificate) programs at the College must: 

(1) hold an earned masters degree from an accredited institution, with specialization related to the 
subject matter to be taught and have acquired a minimum of 2 years of successful employment 
experience, at the skilled-employee level, related to the instructional area; 

 -OR- 
(2) hold a bachelors degree from an accredited institution with specialization related to the subject 

matter to be taught and have acquired a minimum of 3 years of successful employment experience, 
related to the instructional area; 

 -OR- 
(3) hold a high school diploma (or its equivalent) and have acquired a minimum of 6 years of successful 

employment experience related to the instructional area, 2 years of which are in the skilled or 
journeyman level (Procedure 303.5.3). 

 
d. Librarians must hold a Master’s degree in library science or equivalent from an accredited institution. 

(Procedure 303.5.5) 
 
e. Instructors of non-credit courses must have appropriate degrees, experience, or demonstrated expertise 

for courses they are to teach.  Instructors of continuing education courses must have appropriate 
documentation of their training or experience in the teaching field. (Procedure 303.5.6) 

 
f. All faculty must hold a valid license or certificate (Florida or national) if such is required in order to 

practice the licensed or certified occupation which the faculty member is employed to teach. 
 
F
 

actors in addition to the above criteria which may enter into selection for employment are: 

· Type and extent of educational preparation; 
· Previous experience in field; 
· Recognized achievements in the field; 
· Personal recommendations; 
· Personal interviews by college employees; 
· Professional knowledge relevant to position; 
· Knowledge of and commitment to the community college philosophy of education (Procedure 303.8). 

 
*Note: The employment of a member of the family of a college employee may be authorized except in a 
position where one employee, directly or indirectly, is supervised by a family member (Procedure 302.2). 
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Pre-Employment Procedures 
 
The full-time faculty recruiting process begins with the campus provost furnishing the Office of Human 
Resources with a request to announce a position vacancy. Positions may be posted internally only or to the 
general public, or both. 
 
If approved for filling, the position vacancy may be posted by the Office of Human Resources in a college 
publication and on a personnel announcement form for institutional dissemination. Current employees 
interested in being considered for the position must respond in person, by telephone, or by written 
communication either postmarked or received in the Office of Human Resources by 5 p.m. on the closing date 
or before finalists have been selected. A copy of the notice of a new faculty position or vacancy will be given  
to the UFF-BCC. 
 
If not filled internally, the opening will be publicized to the public through some or all of the following: 

· Newspapers and journals; 
· Online; 
· State employment agencies; 
· Collegewide electronic media; 
· State employment agencies; 
· University placement offices; 
· Minority personnel resource agencies; 
· Other appropriate educational and business entities (Procedure 303.2). 

 
The Office of Human Resources will forward all applications to the appropriate supervisor of the open position. 
The supervisor will: 

· Check credentials and references; 
· Interview all finalists (complete interview forms); faculty input may be solicited, but will be advisory only; 
· Submit completed SACS Credentialing Application Forms and pertinent documents  
· Refer applications of 3 finalists, whenever practicable, along with recommendation(s) through the 

appropriate channels to the Office of Human Resources Department (Procedure 303.3.1). 
 
Before the recommendation is forwarded to the President for approval, the Associate Vice President for 
Human Resources will check the application for completeness, ensuring that at least two acceptable 
references have been checked and that transcripts and other credentialing documentation have been received 
as applicable (Procedure 303.3.2).  
 
To determine entry-level salary to be recommended to the president, verification of previous experience in 
other colleges and universities is necessary. Potential employees may be required to attest to their years of 
experience with a properly notarized affidavit. Verifiable work experience is creditable for technical and 
ocational faculty. Credit for the following experience will not be granted: v

 
· Employment as a graduate assistant; 
· More than 10 years of eligible experience; 
· A year in which one-half (or fewer) days were worked in a normal contract period or teaching field; 
· Part-time teaching experience (Procedure 304.1.1). 

 
After the President has acted upon the recommendation, the Associate Vice President for Human Resources 

ill: w
 

· Notify supervisors of the decision; 
· Include appointment in Personnel Actions for the President; 
· Notify unsuccessful candidates who were interviewed (Procedure 303.3.2). 

 
Part-time faculty (adjuncts) recruiting is usually initiated by department chairs or other immediate supervisors 
with the coordination and approval of campus provosts for the purpose of hiring the appropriate quantity of 
qualified and credentialed part-time faculty.  For advertised adjunct vacancies, the Office of Human Resources 
will forward all applications to the appropriate campus provost, department chair, or immediate supervisor. 
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The Department Chair, Campus Provost, and/or immediate supervisor will: 

 Review applications and select applicants for interviews; 
 Convey the appropriate salary information to the adjunct in accordance with the Instructional Survey 

Schedule for Adjunct Instructors and librarians in accordance with the approved Master Grade/Salary 
Schedule; 

 Complete interviews, review applicant credentials, and make preliminary reference checks;  
 Submit completed SACS Credentialing Application Forms and pertinent documents; 
 Recommend finalist(s) through channels to the Associate Vice President for Human Resources. 

 
Prior to the start of the semester, the Office of Human Resources Department will: 

 Check the application for completeness; 
 Ensure that official transcripts are on file or have been requested; 
 Ensure that E.E.O. and SACS standards have been fulfilled (Procedure 303.4.1-1). 

 
Part-time faculty shall not be assigned more than 80% of a full teaching load (Procedure 303.4.1-2). 
 
It is the responsibility of each faculty member on approved leave, not only to arrange through the 
department chair/program coordinator to handle the classroom absence, but also to notify the assigned 
substitute of the impending absence.  The department chair/program coordinator will be responsible for 
the final choice of credentialed substitute faculty, subject to approval by the Provost/Associate Vice 
President of Human Resources.  In order to avoid inconvenience to the students, a faculty member will 
provide timely notification of an impending absence (Procedure 303.4.2-1). 
 
When the absence of a faculty member is projected for more than ten days, a recommendation must be 
submitted for approval to the Office of Human Resources concerning: 

· How the individual’s duties will be covered; 
· The appointment of a credentialed temporary replacement. 

 
The faculty member’s absence may be covered in one of the following ways: 

· The absent faculty member’s teaching load can be distributed among credentialed college faculty at 
the substitute pay rate; 

· A credentialed temporary replacement may be hired in the same manner in which faculty positions are 
normally filled; 

· One or more credentialed instructors may be employed as replacements at the pay rate for substitute 
faculty  (Procedure 303.4.2.2). 

 
The term of employment for all externally-funded positions is dependent on the availability of funds. The Office 
of Human Resources will inform each employee (in writing) at the initiation of such employment agreement. 
Years of service in an externally-funded or full-time temporary faculty position will not be counted in 
determining eligibility for a continuing contract (Procedure 303.7.1). 
 
Post-Employment Procedures 
 
All new full-time faculty members shall be processed in by the Office of Human Resources before or during the 
first day of work. Each new full-time and part-time faculty member will be given an initial orientation and 
nformation including but not limited to the following: i
 

· List (and explanation) of required and optional payroll deductions; 
· Description of college health and life insurance plans (if applicable); 
· Florida State Retirement plan information (if applicable); 
· College brochures reviewing benefits, drug policy, and harassment policy (Procedure 304.1). 

 
E
 

ach new full-time and part-time employee will fulfill the following requirements: 

· Application form; 
· Complete an I-9 form; 
· Submit documentation to verify identity and /or right to work; 
· Submit official transcripts; 
· Complete form for Florida State Retirement System (if applicable); 
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· View required training videos; 
· Sign a loyalty oath (notarized); sign a drug-free certification; 
· Choose a health-care option (if applicable); 
· Complete a W-4 form; 
· Complete an emergency form; 
· Complete outside employment form; 
· Complete worker’s compensation managed care form; 
· Complete Preventing Sexual Harassment Training and submit signed certificate of completion; 
· Signature of approval on reference forms. 
· Driver’s Approval Request Form (if use of college vehicle is anticipated); 
· Verification of experience (if required) (Procedure 304.4.1). 

 
Salary, Benefits, and Payroll Matters 
Guidance for establishing salary and other contractual arrangements for full-time instructional personnel is 
found in the collective bargaining agreement between the College and the UFF-BCC union. 
Internal-use-only forms will be generated for Part-time instructional personnel covering the days, the clock 
hours, or the term for which they have been employed to teach (Procedure 307.1.1-1).  
 
Part-time faculty will be paid at the established credit-hour rates when teaching credit-hour courses and at 
non-credit rates when teaching or facilitating non-credit courses, seminars, and workshops. Part-time faculty 
salaries are based on level of education (degree) and other relevant factors. 
 
When authorized by the supervisor, qualified full or part-time employees may be temporarily assigned 
significant responsibilities outside of the duties covered by their regular employment.  In such cases, the 
employee may receive a supplement to teach on an adjunct basis (Procedure 307.1.2-2). 
 
Compensation of full-time faculty members includes eligibility for a variety of benefits in addition to salary. 
These include but are not limited to participation in medical and insurance plans, retirement programs, paid 
holidays, and leaves of absence. 
 
Full-time faculty members will be paid in 26 equal bi-weekly installments per year (See Appendix A for a list of 
payroll dates). Any faculty member may choose a lump sum payoff of his/her contract balance upon 
completion of all assigned duties relating to the member’s base contract. If the employee elects to receive the 
lump-sum payment, appropriate adjustments will be made at that time to ensure that coverage of insurance 
and other authorized deductions or reductions are maintained (Procedure 304.2.1-1). 
 
Part-time faculty will be paid in equal increments on a bi-weekly basis during the period of the teaching 
assignment once the recommendation has been received and approved by the Office of Human Resources 
(Procedure 304.2.2-1). 
 
Paychecks for instructors will be mailed to an address specified by the instructor. For your convenience, direct 
deposit can be arranged through the Collegewide Payroll Office. 
 
Employee checks or deposits are subject to a variety of federal, state and local adjustments. Each full-time 
college employee will be informed of which payroll adjustments are mandated and which are available 
optionally. Some of those adjustments will occur prior to federal tax and social security adjustments and some 
will occur subsequent to such withdrawals (Procedure 304.3). 
For example: 
 

Approved pre-tax payroll reductions may include, but are not limited to, the following: 
 

· Group health insurance premiums; 
· Group term-life insurance premiums (to a maximum amount); 
· Optional medical and/or dependent care accounts (through B-FLEX); 
· Tax-sheltered annuities (to a maximum amount) (Procedure 304.3.1). 
 
Approved post-tax payroll deductions may include, but are not limited to, the following: 

 
· Group term-life insurance premiums (above maximum amount eligible for pre-tax payroll reductions 

with the college’s carrier); 
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· Long-term disability premiums; 
· United Way; 
· U.S. Government Savings Bonds; 
· Each or any direct support organization of BCC; 
· Florida Association of Community Colleges, and the United Faculty of Florida at BCC (an employee 

may request deductions for no more than 2 eligible organizations);* 
· Work-uniform allotments; 
· Direct deposit.  

 
* An eligible organization is one for which not less than 20 employees request to be included on the list 

for deductions (Procedure 304.3.1-2).  
 
Contractual and Non-Contractual Requirements 
Faculty contract information is provided in both the Procedures Manual and the UFF/BCC agreement. Where 
duplication of information or inconsistency appears, the Agreement takes precedence for full-time faculty 
personnel (Procedure 307.1). 
 
Contracts for full-time instructional personnel will be issued in accordance with Florida statutes, State Board of 
Education Rules, and Board policies.  Part-time faculty are normally employed on a term-by-term basis.  
Forms for part-time instructional personnel may provide for employment by the day, by the semester hour, or 
by the clock hour (Procedure 307.1.1-1). 
 
Full-time faculty members’ schedules and contractual obligations are set forth in the UFF/BCC agreement.  
Faculty members are required to maintain their schedules and contractual obligations throughout the contract 
period.  Any reductions in teaching load or other schedule changes shall require prior approval of the campus 
provost.  
 
Academic Rank – Procedure 307.1.3 
Academic rank has no relationship to the establishment of instructional salaries. 
 
A full-time faculty member wishing his or her assignment of rank to be reviewed for potential change should 
submit all relevant materials to the campus provost by September 10. Not later than September 15 of each 
year, the campus provosts will evaluate all candidates for assignment of faculty rank or for promotion in rank.  
Any exceptions to the regularly established procedure or criteria for assigning faculty rank must be approved 
by the president. 
 
Recommendations will be made by October 1 to the Associate Vice President for Human Resources. Any 
exceptions to the regularly-established procedure or criteria for assigning faculty rank must be approved by the 
president. 
 
All full-time faculty will be assigned rank according to the established standards for preparation and 
experience. The following definitions are used in evaluating faculty rank: 
 

· Experience 
Full-time college teaching and, in the case of vocational and technical faculty, other work experience 
relevant to the person’s position at the college; 

 
· Educational preparation beyond the master’s degree 

Courses taken for credit subsequent to receiving the master’s degree (criteria for M+30 and M+60 
salary steps are not the same as for faculty rank); 

 
· Preparation equivalent to the bachelor’s degree 

A standard certificate (vocational-technical); 
 

· Preparation equivalent to the master’s degree 
A post-standard certificate (vocational-technical). 
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FACULTY RANK 

 
EDUCATIONAL 
PREPARATION 

 
MINIMAL EXPERIENCE 

 
Instructor 

 
bachelor’s degree 
master’s degree 
equivalent of above 

 
None 
   “ 
   ” 

 
Assistant Professor 

 
bachelor’s degree 
master’s degree 
master’s + 30 or 60* hours 
equivalent + 30 or 60* hours 
doctoral degree 

 
10 Years 
3 Years 
None 
   “ 
   ” 

 
Associate Professor 

 
master’s degree + 15 hours 
equivalent + 15 hours 
master’s degree + 30* hours 
equivalent + 30* hours 
master’s degree + 60* hours 
equivalent + 60* hours 
doctoral degree 

 
10 Years 
  “    ” 
  6 Years 
  “    ” 
  3 Years 
  “    ” 
  ”    “ 

 
Professor 

 
master’s degree + 60 hours 
doctoral degree 

 
9 Years 
6 Years 

 
Lecturer 

 
(All adjunct faculty) 

 
 

*graduate semester hours 
Awarding of Continuing Contract 
Full-time faculty members who have completed 3 to 4 years of successful service and who have demonstrated 
a satisfactory professional competence, and whose official transcripts have been received in the Office of 
Human Resources will be considered for a continuing contract recommendation. Faculty continuing contract 
recommendations are to be received in the Office of Human Resources no later than March 1 for inclusion in 
the Board personnel actions at the March meeting (Procedure 307.1.4).   
 
Maintenance of Continuing Contract 
During each six-year period of employment, beginning with the awarding of a continuing contract and ending 
on June 30 of the sixth year of that contract, each faculty member may choose to enroll either in approved 
college-credit courses or a combination of approved college-credit courses and approved non-credit learning 
experiences in order to demonstrate continuing acquisition of current knowledge in the field of education.  One 
half of the six-hour requirement must be met through college-credit courses; this requirement may be satisfied 
by a three-hour course or by three one-hour Staff and Program Development (S&PD) courses (Procedure 
307.1.5).  For detailed information on permissible activities and procedures for approval of activities, see the 
Procedures Manual 307.1.5, Article 23 of the UFF/BCC Agreement, and the S&PD Handbook.  
 
Resignation and Separation Procedures 
Instructional personnel who desire to be released from contract during the academic year should secure such 
permission from the President (Procedure 314.1). Separation (termination) of employment which may be 
initiated by the college and the details of disciplinary options that may result from failure to maintain acceptable 
comportment and productive work standards are found in Section 312 of the Brevard Community College 
Procedures Manual. 
 
Full-time faculty personnel on annual contract are employed for one academic year at a time. As stated in 
Chapter 6A-14.041 FAC, “A contract shall not create the expectancy of employment beyond the term of the 
contract. Non-renewal of a contract shall not entitle the person to the reasons for non-renewal or to a hearing” 
(Procedure 307.1.1-1).  Faculty will be notified in writing prior to April 1 of termination or non-renewal of 
probationary appointment  (Procedure 307.1.1-1). 
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When an employee leaves college employment, he or she must turn in all keys, BCC ID badge, and BCC 
property to campus security and visit the Office of Human Resources on the last day physically present on the 
college campus in order to: 
 

· Submit a completed Clearance Form; 
· Sign forms indicating disposition of benefits; 
· Complete an exit interview with Employee Relations. 

 
The Office of Human Resources will then release the employee’s final paycheck. If the employee remains on 
he payroll after his/her last day on campus, the final paycheck may be mailed (Procedure 314.3). t
  
Transfer, Termination, and Reduction in Force (RIF) 
College administration is responsible for determining the required number and type of faculty positions in each 
discipline area on each campus and center. Transfer, Termination, and RIF procedures are found in the 
collective bargaining agreement between the Board of Trustees and the UFF-BCC (Procedure 308.6.1-1). 
 
Leaves of Absence 
Employee absences must be duly authorized by the appropriate supervisor and subsequently reported and 
recorded (see Appendix A for samples of leave forms). An employee whose absence does not meet this 
criteria or an employee who fails to return to the assigned work place in a timely fashion will forfeit 
compensation for the time away from duty and may be subject to disciplinary action, including termination 
(Procedure 305). 
 
The various types of leave which are available to full-time faculty are discussed below and are more fully 
xplained in the college Operational Procedures Manual. e

 
SICK LEAVE: Covers employee (and family) sickness and emergencies; 

WORKERS’ COMPENSATION SICK LEAVE: Sick leave for job-related illness or injury; 

PERSONAL LEAVE FOR FULL-TIME FACULTY: Four days a year with pay (charged to sick leave) and up to 
0 days a year without pay. Leave must be requested by leave form at least 10 days in advance; 9

 
CHILDBIRTH/ADOPTION OF INFANT LEAVE: Employee may make use of accumulated sick leave and 
ersonal leave without pay; p

 
PROFESSIONAL LEAVE: With or without pay, for personal educational goals; 

EXTENDED PROFESSIONAL LEAVE: With (partial) pay for educational benefits accruing to the College; 

LINE-OF-DUTY LEAVE: Off-site duty assignment; 

ADMINISTRATIVE LEAVE: For faculty, with no change in contract status, temporarily serving in an 
administrative role; 
 
MILITARY LEAVE: For mandatory military, National Guard or reserve duty; 

COURT DUTY: Jury duty or subpoenaed as a witness; 

FAMILY & MEDICAL LEAVE: Covers employee (and family) for serious health condition or childbirth/adoption 
(Procedure 305.1.1). 
 
Holidays 
T
 

he following holidays are observed by Brevard Community College: 

· Martin Luther King Day (3rd Monday in January); 
· Spring Break Week (as designated by the BCC calendar) 
· Memorial Day (last Monday in May); 
· Independence Day (July 4th); 
· Labor Day (1st Monday in September); 
· Veterans Day (November 11); 
· Thanksgiving (4th Thursday and Friday in November); 
· Winter Break (Christmas Eve Day, December 24, through New Year’s Day, January 1). 
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When a holiday falls on a Saturday or Sunday, the preceding Friday or following Monday (respectively) shall 
be observed as a holiday (Procedure 305.1). 
 
 
Travel 
College employees and members of the Brevard Community College Board of Trustees may be reimbursed 
for travel expenses when on college business (Procedure 306.1). 
 
An instructor will not be paid travel to and from the place of instruction. Instructors may be paid travel/per diem 
to attend workshops out of county if the travel is directly related to the subject being taught, and would be of 
benefit to the college. Such travel must have the campus provost’s prior approval. 
 
For out-of-county travel, a Request for Leave of Absence Form must be supported by a timely submitted and 
approved Out-of-District Travel Authorization Request & Reimbursement Form, indicating the estimated 
expenses to be incurred, the departure and return dates of the travel, and the destination and purpose of the 
trip. 
 
The supervisor of several employees traveling to a common destination should determine the most 
economical mode of transportation (i.e., car pool, college-owned vehicles, etc.). The supervisor may base 
approval for travel reimbursement on the stipulated use of the car pool or the college vehicle.  
 
Sharing of college resources is encouraged in order to reduce lodging expenses to the college (Procedure 
306.2.3). 
 
Sample leave forms and travel request/reimbursement forms are presented in Appendix A. 
 
Details of ticket purchase procedures and authorized reimbursement information is contained in Section 
306.2.2 of the Procedures Manual. 
 
 
Ethics and Comportment 
Employees of the college will adhere to the statutory code of ethics, which includes, but is not limited to, the 
following behavioral guidelines: 
 
  1. No college employee shall accept any items, services, which might influence the individual’s 

independence of judgment toward the discharge of official college duties; 
 
 
 
 2. No college employee shall attempt to use his/her official college position to secure special privileges; 

  3. No college employee shall disclose or use confidential college information for personal benefit or engage 
in any business which might require the employee to do so. 

 
  4. No college employee shall have a significant business relationship with a person or firm engaging in, or 

seeking to engage in, business with the College or with any direct support organization of the College. 
 
No college employee shall solicit support for a political candidate (including self), during regular college work 
hours or on college property. 
 
A college employee who becomes a candidate for public office shall notify the president upon qualifying for the 
election, and shall adhere to statutory guidelines regarding acceptable political activity for public employees. A 
successful candidate for an office which requires part-time responsibilities away from the college campus shall 
report to the president immediately after the election in order to evaluate the compatibility of the dual 
responsibilities. 
 
Every employee of the college will maintain a productive work attitude which will include promptness, 
efficiency, cooperation with colleagues, self-control, acceptance of new tasks and supervisory direction. 
Examples of unacceptable behavior constituting grounds for disciplinary sanctions are outlined in the BCC 
Policy Governance Manual (Policy 200.7). 
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Outside Employment 
Any employee of the college engaged in outside employment must submit an Outside Employment form to the 
immediate supervisor, and to the Office of Human Resources describing the nature of that employment.  No 
Brevard Community College employee may engage in selling any goods or materials to students, parents, or 
other college employees on college property, unless such sales are a regular part of the employee's assigned 
duties. No Brevard Community College employee is permitted to do business with the Board, faculty, or 
administrative personnel involving the sale of any product or service to the college except with specific prior 
approval of the president.   
 
The college administration may question the propriety of any employee’s outside employment activities and 
may require the employee to confer with the appropriate college officials to determine a proper course of 
action. When an individual's outside employment reduces work performance at the college, brings discredit to 
the college, or is deemed inappropriate, the individual will be offered an opportunity to give up either the 
outside employment or the position at the college (Procedure 310.1). 
 
Faculty members who receive compensation for private tutoring will not use college facilities for such 
purposes, nor will they do such tutoring during scheduled hours of service to the college. Compensation may 
not be received for tutoring students enrolled in one’s own class (Procedure 310.1.1). 
 
College employees will not endorse a product in a manner which implies an endorsement by the college 
(Procedure 310.1.2). 
 
Performance Appraisal of Personnel 
The objective of the employee evaluation process is to assist personnel in professional development and in 
the achievement of stated college goals. An evaluation is conducted in accordance with the Performance 
Enhancement Program (Procedure 311). 
 
For instructional personnel, a major purpose of the performance enhancement program is to assess faculty 
performance and suggest professional development strategies which should facilitate student learning. Non-
teaching instructional personnel are evaluated in ways which relate to their job descriptions and the objectives 
of the division served (Procedure 311.1).  
 
Details of the performance enhancement plan for teaching faculty are found in Article 13 of the collective 
bargaining agreement between the College and the UFF-BCC and a copy is included in Appendix F of this 
handbook. 
 
Each adjunct faculty will receive a classroom visit during the first semester and at least once annually 
thereafter.  A copy of the Adjunct Faculty Classroom Evaluation Form is included in Section VI Adjunct 
Faculty in this handbook.   
 
G rievance/Complaint Resolution 
  1. Grievance: A grievance is a circumstance which is believed to be a misapplication of, a deviation from, or 

a violation of law, regulations, college policy, or an existing contract. 
 
  2. Complaint: A complaint is a claim or charge stating facts which constitutes a misapplication of, deviation 

from, or violation of law, regulations, college policy, or existing contract. 
 
Grievance/complaint resolution procedures are published in the Operational Procedures Manual (Procedure 
313.2). Grievance procedures for instructional personnel who allege that a specific provision of the UFF/BCC 
Agreement has been violated will be processed according to the procedure established in the collective 
bargaining agreement (Procedure 313.1). 
 
Employee-Developed Materials 
 
The college acknowledges the need to define ownership rights to copyrightable or patentable property, thereby 
protecting the rights of those who create intellectual or artistic property and those who support that creation. 

he following are examples of creative and intellectual works: T
 

· Written materials 
· Lectures 
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· Visual materials or aids 
· Musical or dramatic works 
· Film, video, audio, or broadcast materials 
· Computer software and hardware 
· Sound recordings 
· Inventions 
· Pictorial or sculptural items (Procedure 315.1) 

 
In order to determine the respective rights of the college and of college employees with regard to copyrights, 
patents, or royalties arising from employee-developed materials, the college must distinguish between 
employee-initiated and supported work and work supported by the college or by external funding. 
 
S
 

upport may take the form of, but is not limited to: 

· Salaries; 
· Release time for college-assigned duties; 
· Graphics, printing, secretarial or media services; 
· Supplies or equipment usage. 

 
To distinguish between the various types of work, the following guidelines apply: 
 
INDEPENDENT WORK: A college employee owns all rights to copyrights, patents or royalties arising from 
non-college-assigned work which has involved only insignificant use of college resources or facilities and 
which was primarily created while the individual was not on duty for the college. 
 
COLLEGE-INITIATED AND SUPPORTED WORK: The college owns all rights to college-initiated and college-
supported work developed by employees as a result of specific college assignments or tasks involving 
significant use of college resources, time and facilities. 
 
COLLEGE-ASSISTED WORK: The college and an employee shall enter into a written agreement which 
equires either: r

 
a) A reimbursement to the college for institutional time or resources used in developing the creative work, or 
 
b) Joint ownership of all royalties, copyrights, patents, and their disposition. 
 
Failure to execute a written agreement will not deprive the college of its right to an equitable percentage of 
royalties, copyrights or patents or to require equitable reimbursement for college support. 
 
SPONSOR-SUPPORTED WORK: The rights to all copyrights and patents developed by an employee whose 
salary is partially or totally supported by external funding are assigned per the written agreement between the 
employee and the supporting agency. 
 
College employees will inform the college of the development of copyrighted or patented work and of royalties 
received for the work. Additional information on Copyright/Patent is presented in Appendix B (Procedure 
315.1.1). 
 
Equal Access/Equal Opportunity 
 
Brevard Community College, in accordance with federal and state laws as well as college policy, does not 
discriminate in any of its policies, procedures or practices on the basis of age, color, sex/sexual 
orientation, religion, national origin, race, political affiliation, marital status, veteran status, or physical or 
mental disability.  Inquiries regarding the college’s Equal Opportunity policies including Title IX (sex 
discrimination) and Section 504 of the Americans with Disabilities Act (disabled discrimination) may be 
directed to Joni F. Oglesby, Equity Coordinator - Administration, Bldg. #2 Cocoa Campus, (321) 433-7084 
or alternate contact, Janet L. Madden, Director of Employee Relations, Bldg. #2 Cocoa Campus, (321) 
433-7389.  Inquiries regarding veterans programs may be directed to the Office of Veterans Affairs, Bldg. 
#11 – Room 209, Melbourne Campus, (321) 433-7333. 
 
 
Harassment/Discrimination Policy 
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Policy statement: It is the policy of the District Board of Trustees that each employee and student be allowed 
to work and attend Brevard Community College in an environment free from any form of improper 
discrimination. Harassment of any nature is prohibited whether it is sexual, racial, or based on national origin. 
Harassment is a form of discrimination and is conduct unbecoming of a college employee or student. (This 
policy also applies to employment applicants and prospective students.)  
 
Notification requirements: This document shall be included in all future publications of Student Handbooks, 
Full-time and Adjunct Faculty Handbooks and similar handbooks issued for other employees and will provide 
basic steps of due process available to the complainant. 
 
Definition of harassment: Harassment includes unwelcome sexual conduct or request for sexual favors and 
verbal or physical conduct reflecting on an individual’s race, ethnic background, national origin, gender or 
disabling condition which has the purpose or effect of creating an intimidating, hostile or offensive educational 
or work environment, has the purpose or effect of unreasonably interfering with the individual’s work or school 
performance or participation; or otherwise adversely effects an individual’s employment or educational 
opportunities. 
 
Definition of complaint: Complaints consist of disagreements between employees and/or students concerning 
the following: (1) Sexual harassment, (2)Discrimination. 
 
Procedures for filing a complaint: Any employee or student having a complaint concerning sexual harassment 
may discuss it with the Collegewide Dean of Student Services, Department Chair, Campus Provost, Director of 
Employee Relations, or the Associate Vice President for Human Resources. Due to the nature of the 
allegation and information received, confidentiality will be preserved wherever possible. Any employee or 
student having a complaint concerning harassment or discrimination may discuss it with the Collegewide  
Dean of Student Services, department chair, campus provost, Director of Employee Relations, or with the 
Associate Vice President for Human Resources who will attempt to resolve the differences between the parties 
involved. Such a discussion should occur within sixty (60) days of the allegation and should include as much 
specific information as possible, including names and positions of persons involved, identification of witnesses, 
if any; and the time, place and details of the incident leading to the allegation. 
 
A written statement of the complaint may be necessary for any action to be taken. Confidentiality will be 
kept to the extent possible to complete the investigation. 
 
Retaliation against an individual for reporting any type of harassment or for participating in an investigation is 
prohibited by the college policy and state and federal laws.  Retaliation is a serious violation, which can subject 
the offender to discipline independent of the merits of the harassment allegation. 
 
Action: Once a written complaint has been filed with any of the offices designated to receive a complaint, it will 
be investigated by the office who received the complaint, the Director of Employee Relations or the Associate 
Vice President for Human Resources. He/she will forward a recommendation to the President for 
determination of action to be taken. The president will render a decision and advise the appropriate parties. 
 
Disciplinary actions: Any employee or student of this institution, who is found to have harassed another 
employee or student, or to have filed a false claim, will be subject to disciplinary action up to and including 
termination, suspension, and or expulsion; within the provisions of applicable current Board rules. 
 
Notification: Further information on equity and/or harassment is available from Ms. Joni Oglesby, Associate 
Vice President for Human Resources, Building 2, Room 113, Cocoa Campus at extension 7084, or Ms. Janet 
Madden Director of Employee Relations, Building 2, Room 122, ext. 7389 (Policy Governance Policies 100.3 
and 200.2 and Procedure 313.2). 
 
Faculty Payroll Certification 
All adjuncts as well as full-time faculty on overload or supplemental assignment will receive certification forms 
which are to be signed to certify compliance with all the requisites of the job. The form is to be returned 
immediately to the supervisor’s office (for his or her signature) after which it will be submitted to the payroll 
office.  
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Tuition Exemption 
All full-time and regular part-time employees are eligible to take advantage of full tuition exemption for 
BCC “credit-bearing” on-campus, on-line, or telecourses on a space-available basis.  This benefit covers 
full tuition cost for up to seven (7) semester hours of coursework each term. 
Employees taking advantage of tuition exemption must adhere to the following guidelines: 

1. Tuition exemption for BCC courses is available to all full-time employees and regular part-
time employee of the college (must be used by eligible employee, not family member). 

2. Campus Provosts may exempt selected high-demand classes from this benefit until 
add/drop week.  Check with your campus admission supervisors. 

3. Participation is for tuition only.  Textbooks, lab fees and supplies are not included. 
4. Employees may take advantage of tuition exemption for “lunch hour” classes, weekend 

classes, distance learning classes (on-line or TV), or evening classes.  The employee’s 
class schedule must be approved by the employee’s supervisor to verify that the class 
time does not interfere with scheduled work hours. 

5. Tuition exempted registration is limited to one attempt per course.  Courses in which an 
employee has a “W” will be exempted for a second term, only with documentation of 
extenuating circumstances, recommendation of their supervisor and the approval of the 
appropriate district cabinet member.  

6. Registration is limited to 7 semester hours per term. 
7. Registration must be done on a walk-in basis.   
8. If employment with BCC terminates within the first half of the term, the employee is 

responsible for tuition costs.  If employment with the college terminates within the last half 
of the term, the college may be responsible for tuition costs. 

9. The Office of Human Resources must verify employee eligibility status prior to an 
employee being registered for tuition exemption (Procedure 309.6). 

 
 
Voluntary Incentive Program (VIP) 
The Voluntary Incentive Program is a monetary award program for eligible full-time faculty, full-time staff 
and regular part-time staff to encourage and reward outstanding and exemplary work performance.  The 
VIP is completely voluntary.  Employees may apply for the award and/or nominate another employee.  
These performance incentive awards are added to a recipient’s base pay.  All annual awards are 
contingent upon the college Board of Trustees approving sufficient funding (Procedure 308.2.2). For more 
detailed information on the VIP, please refer to the collective bargaining agreement between the Board of 
Trustees and the UFF-BCC  
 
Toward A Drug-Free Campus and Community 
It is the intent of Brevard Community College to provide a drug-free college environment for all of its students 
and employees.  Consistent with the Drug Free Workplace of 1989, the Drug Free Schools and Communities 
Act Amendments of 1989, and related Florida Statutes, it shall be college policy that employees and students 
of the college will not unlawfully possess, purchase, use, sell, manufacture, or deliver (or possess with intent to 
unlawfully purchase, use, sell, manufacture, or deliver) drugs or alcohol on any College campus, at any 
function sponsored by the college, or while conducting college business (Procedure 302.5).  For more 
information regarding the Drug Free Campus and Community, refer to Procedures 302.5, 312, and 408.   
 
BCC/Health Sciences OSHA Bloodborne Pathogen Exposure Training 
The college recognizes that having informed employees is important when attempting to prevent or 
minimize occupational exposure to bloodborne pathogens.  Employees who have a potential for exposure 
to bloodborne pathogens are presented a comprehensive training program and furnished with information 
on a variety of subjects dealing with bloodborne pathogens.  Employees will be trained at least annually to 
keep their knowledge current.  Any new employees or any employee who is changing tasks or job 
classifications will be given the additional training the new position requires at the time of the new job 
assignment. 
 
Human Resources (Darla Ferguson, Building 2, ext. 7080) shall maintain employee training records which 
include: 
 

 Dates of training sessions 
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 Material covered 
 Names and job titles of the trainers 
 Names and social security numbers of the employees in attendance 

 
The employee must attend the full session.  No partial attendance of a session will be permitted.  Training 
records shall be on file for three years from the date of the training program.  Training records are 
available upon request of the employee or if requested by an OSHA officer.    
 
Brevard Community College Property Control 
There are proper procedures for all activity involving the surplus, transfer, cannibalization, charge out, stolen 
or missing property belonging to the college.  Appropriate forms should be signed by the correct property 
custodian of that piece of equipment or the Campus Provost.  The property custodian can designate someone 
who can sign on their behalf, but the letter must be on file in Property Control.  If your status as a custodian 
changes, please notify Property Control at ext. 7034 to have your name added or removed from the list.  
Before out processing from BCC as a property custodian, an inventory of your equipment must be completed 
by property control and the account turned over to a new property custodian who will assume responsibility. 
 
Surplus of Brevard Community College Property  
How to surplus or dispose of items no longer required by your department depends on what type of item it is. 
For non-equipment items such as paper, books, pens, etc., it is up to the property custodian of each 
department to determine how they would like to dispose of such items.  The property custodian should take 
steps to have it removed by maintenance.  If the item is minor equipment that is not tagged or major 
equipment that is tagged (bar-coded) a surplus form must be completed.  After the custodian signs the form a 
copy is sent to property control, a duplicate copy is attached to the equipment and the custodian submits a 
work order to have maintenance remove it and send it to property control.    All computers must be sent to 
Data first so the hard drive may be cleaned and all information removed.   If any surplus equipment is removed 
from your department you are still responsible for it unless a form is received by property control.  No surplus 
equipment can be accepted by property control without signed documentation by the property custodian or 
acting representative. 
 
Transfer of Brevard Community College Property 
Before any equipment is moved from one location to another property control must be notified.   If you transfer 
equipment without notifying property control, you are still responsible for it if it cannot be located, is damaged, 
stolen, etc.  The transfer form can be used when changing location or when changing custodian.  If the 
custodian is not changing and it is only the location, an e-mail will suffice. 
 
Cannibalization of Brevard Community College Property 
Before a piece of equipment has parts removed or it is changed or reconfigured into a different item approval 
must be obtained from property control. The completed form must give details on what is removed and what is 
done with it.  The remainder of the item along with the barcode tag, should be surplused 
 
Charge Out of Brevard Community College Property  

• STEP 1:  The custodian of the property signs a Charge Out form.  This letter authorizes the 
requestor to remove the item from campus.  The only ones authorized to sign this form are the 
equipment custodian (see the list below) and cabinet level administrators.  The requestor is 
responsible for getting the correct signature on the charge out form.  The signature must 
correspond to the name on file in property control.  A custodian can not authorize the charge out 
of another custodian’s property.   

 
• STEP 2:  The requestor forwards the form to property control.   

 
• STEP 3:  When the charge out form is received in property control, they will verify the correct 

custodian has signed the form and the letter will be kept on file until the property is returned.  An 
authorization card is sent to the requestor.  Property control must be made aware of all items 
taken from campuses. 

 
• STEP 4:  The requestor should keep the authorization card or a copy of the charge out form with 

them, in case they are stopped by security.  All charge outs must be in writing.  
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  IV. ACADEMIC AFFAIRS 
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Academic Affairs 
 
 
 
INSTRUCTIONAL SERVICES INFORMATION 
  
For information and/or assistance from 8 a.m. to 5 p.m. daily, contact your department chair, dean or 
campus provost. After 5 p.m. contact the evening coordinator or the campus switchboard. 
 
During summer sessions, daytime hours are from 8 a.m. to 4:30 p.m. 
 
Telephone numbers for the Evening Coordinators or Evening Contacts are: 

Campus or Center Telephone Number Evening Coordinator / Contact 
Cocoa 433-7312  Admissions  
Melbourne 433-5550  Admissions  
Titusville/Virtual 433-5100 or 433-5050 Admissions/Operator 
Palm Bay 433-5175  Admissions 
Health Sciences 433-7577  Admissions 

 
 
ID NUMBERS 
BCC is committed to protecting the privacy of the college community which includes students, faculty, 
staff, and affiliates of all kinds. Faculty, staff and students are issued randomly generated identification 
numbers by the Banner system. The number begins with an upper case letter “B” followed by eight 
numbers. Be sure to use the upper case “B” and the number zero when logging into the Banner Web 
(secure online system). 
 
Faculty and staff are provided their numbers by the Office of Human Resources. New students receive 
their numbers by mail from the admissions and records office. 
 
The student ID numbers will appear on your printed and web class rosters. These numbers must be 
protected and cannot be released or placed in areas where others can see them.  
 
PHOTO ID CARDS 
All students, faculty and staff will be issued photo ID cards.  Faculty and staff (including student aides) 
cards will be worn as badges and will be issued through security. 
 
Students must obtain their cards through the campus library. This ID card is not a badge; it is designed to 
be carried in a wallet. Students should be encouraged to obtain an ID card as soon as possible. There is 
no charge for the initial card, but replacements are $10. Students must take a copy of their registration and 
driver’s license to any campus library to obtain an ID card.  
 
ACADEMIC POLICIES 
 
Academic Freedom 
The concept of academic freedom provides students and faculty the right to pursue knowledge, to conduct 
research, to publish, to seek truth, to probe, to examine, to question, to disagree and to state opinions 
without fear of condemnation or reprisal. 
 
Academic Responsibility 
The concept of academic freedom must be accompanied by an equally demanding concept of academic 
responsibility which properly includes activities both within the classroom and outside the educational 
environment. 
 
As a representative of an educational institution and a person of learning, a faculty member occupies a 
special place in the community, yet such community status imposes special obligations. Faculty (and other 
employees of an educational institution) must realize that the public may judge the institution by the 
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behavior of those associated with it. Hence, at all times, the educator must adhere to the following 
guidelines, among others: 
 

· An educator should be accurate when making assertions, exercise appropriate restraint, and show 
respect for the opinions of others as well as for the law. 

 
· An educator who enjoys a tenured status must maintain competence as a teacher and scholar; 

 
· A faculty member must be careful to allow responsible freedom of expression and dissent from 

students within the classroom, encouraging the presentation of both sides of controversial issues 
which are presented as a proper part of the course content; 

 
· A faculty member should refrain from introducing controversial material into the classroom when 

the material has no direct relevance to the curriculum being taught in that classroom; 
 

· Disruptive acts which interfere with or deny the freedom of speech or the freedom to be heard in a 
college classroom or on the campus are the antithesis of academic freedom and responsibility and 
must not be tolerated; 

 
· In the event that an educator is asked for an opinion about an issue, it should be made clear that 

the individual is not a spokesperson for the institution, unless so designated by an appropriate 
college official. 

 
College Learning Council 
The College Learning Council is a standing committee comprised of the following individuals: 
 

 Executive Vice President/Chief Learning Officer 
 Campus provosts (Cocoa, Melbourne, Palm Bay, Health Sciences, Titusville/Virtual) 

 
The College Learning Council primarily deals with academic affairs and related issues.  These include, but 
are not limited to, the following: 
 

 Approval of new courses and/or programs 
 Recommendations for the elimination of courses and/or programs 
 Creation of policy and/or procedures relating to academic and student affairs. 
 Coordination of academic affairs collegewide 

 
 
Academic Affairs Decision Making Process 
The organization of BCC’s academic affairs encourages decision making at the lowest level of the 
organization possible, while at the same time providing for collegewide consistency and coordination of 
academic offerings. An organizational structure has been developed which provides for both “campus-
based” as well as “collegewide-based” decisions. Three positions that are key to the operation and 
communication at the campus/center level are the faculty, department chair and the campus provost. Two 
positions are key to collegewide coordination and communication: the curriculum coordinator and the 
curriculum chair.   See Appendix C for the curriculum change process organizational structure.   
 
 
Campus-Based Decisions 
The process by which decisions are made at the campus level is depicted in Figure 1. Resolutions of 
issues and concerns regarding the operation and delivery of programs are handled at the campus level. 
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Figure 1 
 

  
 

Campus-Based Decisions 
 

CAMPUS PROVOST 
| 

CURRICULUM CHAIR 
| 

CURRICULUM COORDINATOR 
| 

ACADEMIC DEAN/DIRECTOR, WORKFORCE PROGRAMS 
| 

DEPARTMENT CHAIR 
| 

FACULTY  
 
 
The academic dean/director of workforce programs provides administrative leadership, planning, and 
coordination of campus academic initiatives in assigned area(s).  These positions report directly to the 
appropriate campus provost to support and promote the quality of student learning collegewide. 
 

Figure 2 
 

Role Definition:  Academic Dean/Director, Workforce Programs 
Academic Disciplines 

Academic Dean 
Technical Programs 

Director, Workforce Programs 
  1.   Serves as Curriculum Coordinator or Chair for 

their selected area(s) and provides leadership 
in policies, procedures, and curriculum which 
promote optimal student success collegewide. 

 1.   Serves as Curriculum Coordinator or Chair for 
their selected area(s) and provides leadership 
in policies, procedures, and curriculum which 
promote optimal student success collegewide. 

  2.   Serves on various curriculum related 
committees. 

 2.   Serves on various curriculum related 
committees. 

  3.   Coordinates class scheduling for their 
designated discipline area(s) collegewide. 

 3.   Serves on all campuses in the planning, 
implementation, evaluation, and budget 
planning for selected areas. 

  4.   Works with Deans and Department Chairs to 
prepare college academic and administrative 
calendars as well as the college catalog. 

 4.   Recommends instructional policies and 
procedures as needed to improve instructional 
services for designated programs. 

  5.   Works with appropriate Department Chairs to 
coordinate schedule building, and campus 
facility use.   

 5.   Locates and analyzes labor market information 
and other data to verify need for programs 
assigned. 

  6.   Provides support and leadership for full and 
part-time faculty evaluation, hiring, 
credentialing, and recruitment. 

 6.   Analyzes facility, faculty, and enrollment data 
for assigned programs periodically for program 
review purposes. 

  7.   Works with Executive Vice President and 
Campus Provost in support of collegewide 
instructional initiatives. 

 7.   Approves supplemental technical course 
offerings for designated programs and 
manages the supplemental technical database 
(WIDS). 

  8.   Performs other duties as assigned by the 
Campus Provost. 

 8.   Provides coordination of technical dual-
enrollment activities associated with assigned 
programs; monitors data; recommends policy, 
and procedure changes. 

  9.   Coordinates with Learning Labs to provide 
support for campus testing initiatives. 

 9.   Provides leadership and coordination of  
technical curriculum changes of assigned 
programs and the curriculum development of 
new programs. 
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10.   Analyzes facility, faculty, and enrollment data 
for assigned programs periodically for program 
review purposes. 

10.   Represents the college in providing liaison 
service to local, state, regional, and national 
agencies relating to selected areas. 

11.   Provides coordination of dual-enrollment 
activities associated with assigned programs; 
monitors data; recommends policy, and 
procedure changes. 

11.   Supports class scheduling activities. 

12.   Approves supplemental course offerings for 
designated programs and manages the 
supplemental database (WIDS). 

12.   Evaluate and select adjunct faculty. 

 13.   Performs other duties as assigned by the 
Campus Provost. 

 
 
The department chair provides support for the faculty in the process of program and curriculum 
development, delivery and evaluation. The department chair is a full-time faculty member designated to 
serve as coordinator of a specific program(s) or area(s) and instruction at the campus level, and reports to 
the appropriate campus provost. The specific duties and responsibilities of the department chair are given 
in Figure 3. 
 
 

Figure 3 
 

  
 

Role Definition: Department Chair 
1. Coordinates class scheduling within the department. 

2
 
. Assists faculty in the securing and maintaining equipment, supplies, facilities and information. 

3
 
. Coordinates tasks that lead to implementation of department goals and objectives. 

4. Works with the campus provost in identifying needs for faculty development and 
recommends programs to serve those needs. 

 
5. Works with the appropriate Academic Dean to conduct performance reviews of adjuncts and 

may assist with the scheduling of performance reviews of full-time faculty. 
 
6. Maintains liaisons with other areas of the college and external agencies.  Participates in 

articulation with state universities, area high schools, and pertinent professional 
organizations in their disciplines as directed by the campus provost and in coordination with 
the Executive Vice President and Chief Learning Officer. 

 
7. Performs other duties as assigned by the campus provost. 
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Collegewide Curricula Decision Making 
As depicted in Figure 4, central to the coordination of academic affairs across the campuses and centers 
of BCC and the process by which collegewide curricula decisions are made, are the curriculum 
coordinators and curriculum chairs. Curricula ideas, issues and concerns raised at the campus level are 
discussed in collegewide discipline-related meetings convened by the curriculum chair/coordinator. These 
meetings facilitate communication among faculty across the college, encourage exchange of content 
expertise and successful teaching and learning strategies, and address other issues such as textbook 
selection and prerequisites. 
 
 

Figure 4 
 

 
COLLEGEWIDE-BASED DECISIONS 

 
STATE COMMON COURSE NUMBERING AGENCY (if warranted) 

| 
PRESIDENT 

| 
COLLEGE CURRICULUM COMMITTEE 

| 
COLLEGE LEARNING COUNCIL 

| 
LEARNING CENTERED CURRICULUM COMMITTEE 

| 
DISCIPLINE LEARNING TEAM 

| 
CURRICULUM CHAIR/CAMPUS PROVOST 

| 
CURRICULUM CHAIR 

| 
CURRICULUM COORDINATOR 

| 
ACEDEMIC DEAN/DIRECTOR, WORKFORCE PROGRAMS 

| 
DEPARTMENT CHAIR 

| 
FACULTY* 

*Advisory Committees provide input to Faculty for all AS, AAS degrees  
and each Technical and Vocational Certificate. 
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The curriculum coordinator is the initial person with whom faculty makes contact when they wish to 
change a course plan or add/delete a course from the curriculum. The curriculum coordinator provides 
assistance in course revisions, textbook approval/changes, and mediation of issues relating to curriculum 
content. (See Appendix C for the curriculum change process and accompanying forms.) Figure 5 
provides the role definition for the curriculum coordinator.  

 
 

Figure 5 

 

Role Definition:  Curriculum Coordinator 
 

The curriculum coordinator is the person who: 
 

1. Convenes meetings of faculty within the discipline to discuss collegewide discipline-related 
items; 

 
2. Deals with all faculty who want to discuss or work through topics related to their curriculum 

or to a specific course within their curriculum; 
 

3. Is the initial person with whom faculty make contact when they wish to change a course 
plan or add/delete a course to/from the curriculum; 

 
4. Provides help to faculty in the organization of and writing of proposed courses and 

programs; 
 

5. Spearheads textbook approval/changes, etc. 
 

6. Mediates among faculty who hold opposing viewpoints as to curriculum content or 
equipment; 

 
7. Reviews all new course plans for content-related and signs off on course plans; 

 
8. Coordinates the effort to: 

• Enumerate courses in a specific discipline (collegewide) for which credit will be 
• available through Institutional Examinations; 
• Help in the effort to compile collegewide information on CLAST competencies 

taught in BCC’s curriculum; 
• Spearhead curriculum review in designated disciplines; 
• Advise and review curriculum for telecourses and online courses 
 

9. Coordinates advisory committee membership and meetings;  
 

 

See Appendix J for Summary of Coordination Activities and Job Descriptions for Curriculum Coordinators 
and Program Coordinators I, II, and III. 
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The Curriculum Chair may be responsible for clusters of disciplines, providing leadership to the Curriculum 
Coordinators and the second review for proposed courses, course changes, and other curriculum-related 
matters. The role definition for Curriculum Chair is provided in Figure 6. 
    

Figure 6 

 

 
 

Role Definition:  Curriculum Chair 
 

The curriculum chair is the person who: 
 

1. Typically is responsible for clusters of disciplines, giving oversight to the work of the 
curriculum coordinators; 

 
2. Provides a second collegewide viewpoint for proposed courses, course changes, and 

other curriculum-related matters; 
 

3. Provides leadership for and information to curriculum coordinators when pertinent; 
 

4. Advises and reviews production of telecourses; 
 

5. Provides the final signature to a proposed course plan or program, providing a second 
collegewide perspective to the proposal; serves as liaison and co-chair to the college 
curriculum committee. 

 
 
 

 
 
 
Faculty members, Academic Deans or Workforce Directors are mainly selected for collegewide curriculum 
coordinating assignments, while campus provosts and other academic administrators are selected for 
curriculum chair assignments. These assignments are listed in Appendix C. 
 
 
 
Textbooks 
Required texts for sequential courses shall be selected by all full-time college-wide faculty teaching those 
courses during a meeting convened by the curriculum coordinator.  Signatures of originator, the 
department chair, curriculum coordinator, and the curriculum chairperson are required. See Appendix J. 
 
If alternate materials better support the mode of delivery, required texts for sequential distance learning or 
hybrid courses shall be jointly selected by faculty teaching those courses.  Signatures of the originator, 
department chair, curriculum coordinator and the curriculum chairperson are required. A copy of the 
completed form should be sent to the Coordinator of Special Projects, Virtual Campus. 
 
Campus-wide faculty teaching non-sequential courses shall select required texts for those courses.  
Signatures of the originator, department chairperson, curriculum coordinator, and campus provost are 
required. 
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Faculty teaching non-sequential distance learning or hybrid courses shall select required texts for those 
courses.  Signatures of the originator, department chairperson, curriculum coordinator, and campus 
provost are required.  A copy of the completed form should be sent to the Coordinator of Special Projects, 
Virtual Campus. 
 
Once texts are adopted, they will be reviewed every three years or as editions change.  Supplemental 
texts can be reviewed as necessary. 
 
Desk Copies of Adopted Textbooks 
Instructor desk copies can be obtained through your department chair from the bookstore. Faculty 
secretaries may also order complimentary desk copies from publishing companies. 
 
Grading Policies 
Students will be awarded letter grades for work undertaken at BCC. Used in GPA computation are: 
 

A  Excellent  4 points   F  Failure  0 point 
 B  Good  3 points    

C  Fair  2 points 
    * D  Poor  1 point 
 
    * A “D” grade earned in English, math, humanities, social or behavioral science course work will not 

satisfy general education requirements for the Associate in Arts degree.  Furthermore, a “D” grade 
earned in course work for most Health Sciences programs will not satisfy program requirements. Re-
registration is required if a grade of “N” or “U” is earned in ENCV 0001, ENCV 0010, REAV 0001, 
REAV 0002, MATV 0012, MATV 0024, or MATV 0020. Students with a grade of “S” at the end of the 
term of any highest level prep course may “sit” for the State Exit Exam and must pass this test to 
progress to college-level coursework. 

 
N
 

ot used in GPA computation are: 

AU Audit 
I  Incomplete 
N  Progressed but did not achieve course objectives. Student must re-enroll. 
S  Satisfactory 
U  Unsatisfactory 
W  Withdrew 
W6 Withdrew – called to active military duty 
 
• Re-registration is required if a grade of “N” or “U” is earned in ENCV 0001, ENCV 0010, REAV 

0001, REAV 0002, MATV 0012, MATV 0024, or MATV 0020 
 
Grades of “S” or “U” may only be awarded for College or Vocational Credit courses if specified in the 
course objectives; otherwise those courses must be graded with a traditional letter grade. 
 

Course Level College Credit Vocational Credit Prep Course 
Included in GPA A, B, C, D, F A, B, C, D, F  

Not included in GPA AU, I, W, W6   AU, I, W, W6 S, U, N, I, W, W6 

 
Grade Point Computation 
A student may determine the grade points for each course by multiplying the number of quality points the 
grade is worth times the number of credit hours the course carries. For example a “B” in a 3-credit course 
is worth 9 points and an “A” in the same course carries 12 points. To compute the grade point average, 
add the total point values for all courses and divide by the total number of credit hours attempted during 
he same period of time. t
 

Quality Point: A = 4 B = 3 C = 2 D = 1 F = 0 
 

For example: 
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ENC 1101: Grade A (4) Credits (3) 4 X 3 = 12 
MGF 1113: Grade F (0) Credits (3) 0 X 3 =   0 
SPN 1100: Grade C (2) Credits (4) 2 X 4 =   8 

 
Points (20) divided by attempted credits (10) = 2.0 grade point average. 

 
For graduation, students must earn a cumulative GPA of 2.0 or higher in all college work attempted, 
including transfer courses. While a student may earn a cumulative average of 2.0 which includes grades of 
“D” or “F,” grades below “C” may not be acceptable for transfer at some colleges and universities.  Gordon 
Rule courses require a final grade of “C” to satisfy AA requirements and most Health Sciences degree 
programs require grades of “C” in all major coursework.   
 
Withdraw – Called to Active Military Duty (W6) 
Students who are called to active military at any time during the course of the term may be given a non-
punitive grade of “W6.”  To exercise this option, the student must complete a Course Withdrawal Form and 
attach a copy of their orders.  Upon receipt of the form, Accounting will issue a total tuition refund to the 
student.  When the student returns from duty, he or she will re-register and pay for the class.  The student 
and instructor may decide to issue a grade of “I – Incomplete” if the student only has a minimal amount of 
work to complete the course and will return within the incomplete time period.  However, if the student 
receives an “I” grade, he or she will not be issued a tuition refund and should not submit a withdrawal 
form.     
 
Withdrawal (W), Forgiveness, and Maximum Attempts Policy 
A student may choose to withdraw from a course without a grade penalty up to an officially announced 
date during each semester. Withdrawal forms are available from campus admissions and records and 
student services offices or can be submitted by the instructor online (see Appendix D).  Tuition refunds 
are not awarded for withdrawals (except through the appeals process). Any student receiving federal 
financial aid who withdraws or is administratively withdrawn from all courses within the first 60% of the 
term may be required to repay grant disbursements. 
 
The student, instructor, or proper college official can initiate withdrawals.  Upon written request to the 
campus admissions and records office, the grade of “W” will be assigned.  Instructors will inform students 
in writing of their grading and attendance policy at the beginning of the term and must notify students 
immediately upon the determination that absenteeism (usually more than 15% of class hours) is excessive 
and that satisfactory progress cannot be achieved. A withdrawal may affect one’s scholarship, financial aid 
and/or veteran’s benefits; therefore, the student should contact the financial aid office in the event of 
withdrawal. After the last date to withdraw, the instructor may assign a grade of “F”; however, students 
may appeal to the instructor based upon extenuating circumstances. 
 
Course Withdrawal Form Online 
A faculty member may submit a withdrawal either by using the paper form or online form by the prescribed 
withdrawal date. Instructions for accessing this form online can be found in Appendix D.  Once the 
prescribed withdrawal deadline for a course is past, the instructor must follow normal campus channels for 
an approval for late withdrawal. 
 
Repeating Courses/Grade Forgiveness 
Students who repeat a course for which they have received a “D” or “F” must notify the campus 
admissions and records office for grade forgiveness and recalculation of their cumulative GPA.  A course 
initially taken prior to graduation may not be repeated for grade point purposes after graduation.  Some 
senior institutions count all hours attempted and all quality points earned.  A grade of “C” may not be 
repeated for GPA or CLAST exemption purposes. 
 
A course may be counted only once toward meeting graduation requirements except where permitted by 
course description. Note: VA benefits may not be received for repeat courses assigned a “D” grade unless 
a grade of “C” or higher is required by SBE Rule 6A-10.30 (Gordon Rule). 

NOTE:  It is the student’s responsibility to notify the admissions and records office that a course 
was repeated for grade forgiveness purposes. 

 
SUMMARY:  MAXIMUM ATTEMPTS PER COURSE 
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A student may have only three attempts per course including the original grade, repeat grades and all 
withdrawals (“counting” begins with courses taken fall 1997.) A fourth attempt may be allowed only with 
approval of the Dean of Student Services based upon an academic appeals process that requires 
documenting major extenuating circumstances. In addition, students may be required to pay 100% of the 
direct instructional cost per semester hour for course repeats upon the third attempt for both college prep 
and college credit courses.  Refer to the online catalog for most current rate.  Students who want to 
pursue an appeal should consult an advisor.  Attempts include courses in which a grade or withdrawal was 
received. Audits do not count as attempts. 
 

Per State Board Rule: 
(1) Withdrawal Policy 

a. The student may withdraw without academic penalty from any course by the published 
withdrawal deadline in the semester. It is the student’s responsibility to complete a 
withdrawal form although an instructor may initiate a withdrawal for non-attendance.  
Withdrawals after that date would be granted through established institutional procedures. 

b. The student will be permitted a maximum of two (2) withdrawals per course. Upon the 
third attempt, the student will not be permitted to withdraw and will receive an earned 
grade for that course.    

 
(2) Forgiveness Policy 

a.  Allows repeats of courses where “D” and “F” grades were earned. 
 Limits to two (2) the number of repeated attempts per course. 

Students transferring to other institutions either public or private should contact that 
institution regarding transfer policy for “forgiven” courses. Also, retaking a course may 
impact a student’s specific financial aid package. Contact the financial aid office. 

 
 
Audit (AU) 
Students who have been admitted to BCC and who wish to take courses without receiving credit may 
register as audit students. The following guidelines apply:  

 Student must be a high school graduate to audit classes. 
 Student must make the choice to audit when they register for the class, and must submit a 

Request to Audit form to the admissions and records office. 
 Student may change from audit to credit or credit to audit only during the drop/add period. 
 Fees for audited courses are the same as graded courses. 
 Students should confirm their audit status with the instructor at the first class meeting. 
 Courses taken on an audit basis will not be counted when calculating eligibility for veteran’s 

benefits, financial assistance or certification of enrollment by outside agencies. 
 Students auditing classes must meet all course prerequisites including appropriate test scores. 
 Students may not audit college preparatory courses, per BOE Rule 6A-14.0301. Other limited-

access courses also may not be available for audit. 
 Student will receive a grade of “AU” for audited courses. Audit courses will not affect the grade 

point average or academic standing and will not award credits.  
 Audited courses do not count as “attempts” toward full-cost tuition. 
 Class tests or examinations are not required of the student auditing a course; however, class 

attendance is expected. 
 
 
Incomplete (I) 
At the instructor’s discretion, a grade of I – Incomplete may be given when a student is unable to complete 
the required coursework because of clearly documented extenuating circumstances and if the student has 
demonstrated through successful completion of a significant portion of the course requirement that he/she 
has a reasonable chance of making a passing grade.  The instructor must file with the department chair, 
and with the student concerned, an outline of the work that must be completed, including an estimate of 
the student’s grade standing for work already completed during the term.  This is done on the Incomplete 
Grade Form available in paper and online versions. 

 Work for the removal of the “I” must be completed prior to the last class day in the next 16-week 
term immediately following the initial course attempt.  Summer term is excluded. 
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 Instructor will submit a Grade Change Form through appropriate channels prior to the last class 
day of the next 16-week term to have the grade changed.  

 The “I” grade will revert to an “F” on the student’s record if not removed by the last class day of the 
next 16-week term immediately following the initial course attempt.   

 Instructor may not submit a Grade Change Form to change the reverted “F” after the deadline for 
completion of work. 

 Students completing coursework to remove the “I” must do so outside the regular classroom 
setting.   

 Student will not be permitted to re-enroll in a course in which he/she has an outstanding grade of 
“I.” Once the “I” has reverted to an “F,” the student must re-enroll in the course and use the grade 
forgiveness procedure. 

 Students with an outstanding grade of “I” will not be permitted to enroll in the subsequent course 
until the appropriate grade is achieved and posted. 

 Students receiving financial aid must complete coursework to have the “I” grade changed in 
accordance with financial aid standards. 

 A grade of “I” cannot be assigned to a course if the student does not meet the attendance 
requirements of the course, drops or withdraws from the course. 

 An “I” received in the term of graduation will be calculated as an “F” for purposes of computing the 
student’s GPA for graduation.  
o Students who receive an “I” grade in the term they apply to graduate have three weeks from 

the beginning of the next term to have the grade changed to be able to graduate in that term. 
After that time, student must reapply for graduation and pay the reapplication fee in the term 
they complete the work. 

 
Dual Enrollment students are not permitted to receive a grade assignment of an “incomplete” 
unless extenuating circumstances are such that the high school principal and the campus dean of 
student services give approval. Questions should be addressed to the campus admissions and 
records office. 
 
Note: Students who receive Pell Grants must arrange for grade change within three weeks of the 
beginning of the following term. See Appendix D.  
  
Scholastic Honors 
Dean’s List: published at the end of each term (fall and spring) lists students who have earned six or more 
credits having a grade point average of 3.25 to 3.74. Honors List: published at the end of each term (fall 
and spring) lists all students who have earned at least six credit hours with a grade point average of 3.75 - 
3.99. President’s List: published at the end of each term (fall and spring) lists all students who have 
earned at least six credit hours with a grade point average of 4.0. An “F” or “I” in any course precludes a 
student from being listed on the Dean’s, Honors, or President’s list.  Students who have requested their 
records be flagged as “confidential” will not be mailed the scholastic honors letters.   
 
Graduating with Honors 
Students must earn a cumulative GPA of 3.5 to graduate with honors. This designation appears on their 
final transcript. 
 
Academic Warning/Suspension 
Under federal regulations, VA educational benefits will be discontinued for those veteran benefit students 
whose GPA falls below 2.0 in two consecutive terms. Students in this situation should contact the campus 
VA office immediately for assistance in applying for reinstatement benefits. 
 
STUDENT CLASSIFICATIONS/REGULATIONS 
 
Regular Student 
A student who has provided the college with all required admission credentials and is officially working 
toward a degree or program certificate. 
 
Non-Degree Student 
A student who is not a candidate for a degree or certificate but is taking credit courses for other purposes; 
admissions credentials are required. Students holding bachelor’s degrees need to provide only their 
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college transcript confirming their degree. Full-time teachers presently employed by the Brevard County 
School Board need to provide only verification of employment. Transient students must submit a 
statement from their resident college indicating approval of their course selection. 
 
Non-Credit Student 
Enrolled in college non-credit courses or for credit courses on an audit basis. 
 
 
Full-Time Student 
Registered for 12 or more semester hours of credit.  This is for fall, spring or summer terms. 
 
 
Part-Time Student 
Registered for less than 12 semester hours of credit.  This is for fall, spring or summer terms. 
 
Freshman or Sophomore Status 
A student completing less than 30 hours of acceptable credit is classified as a freshman while a student 
completing 30 or more semester hours of acceptable credit is classified as sophomore. 
 
Alumnus 
An alumnus is any Brevard Community College, Brevard Junior College, or Carver Junior College student 
who has successfully completed at least one course and whose current contact information is on file with 
the BCC Alumni Association.  To update your information with the association call (321) 433-7147 or go to 
the website www.brevardcc.edu/alumni. 
 
Schedule Change 
Students whose classes have been cancelled and students having schedule errors will be given schedule 
change assistance in the campus admissions and records office during the drop/add period. 
 
Course Waiver/Substitution  
Course(s) may be waived or substituted upon recommendation of the respective department chair and 
approval of the campus provost. The appropriate documents must be filed with the campus admissions 
and records office, and the substitution or waiver is processed through Collegewide Admissions and 
Records. Copies of the Petition for Course Waiver and Course Substitution forms are included in 
Appendix D. Note that waivers and substitutions are for degree completion purposes only, and are 
specific to the student’s degree, i.e. student must request the substitution or waiver for each program 
he/she is pursuing. Substitutions and waivers do not appear on the student’s transcript; they appear in the 
degree-audit process only. 
 
Veteran Students Attendance 
The Office of Veteran Affairs will receive notification from Collegewide Admissions and Records after each 
faculty attendance-reporting period. It is the policy of the Veterans Administration that veteran students 
who withdraw from a class after the normal add/drop period or are administratively withdrawn will be 
required to repay all benefits received for those classes unless mitigating circumstances are determined 
as excusable by the Veterans Administration. The only exception to this policy is that VA will allow 
students to withdraw one time for a maximum of six credit hours without having to furnish mitigating 
circumstances and/or repay benefits. Veteran students may be readmitted to class and benefits restored if 
extenuating circumstances were involved, documented, and accepted by the instructor. 
 
Final Examinations 
At the end of each term, a special final examination schedule is followed. Students attend all classes in 
accordance with the schedule for that period. Students may not be excused from taking a final 
examination which is required as part of a course. 
 
Prep Exit Tests 
Since fall Term 99-4, the State of Florida has required that all prep students pass a standardized exit 
exam in their highest level of prep courses in order to earn an “S” grade and progress to the college-level 
course. Contact your department chair for information. 
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College Level Academic Skills Test (CLAST) 
The CLAST is part of Florida's system of educational accountability that satisfies the mandates of Section 
1008.29, F.S. The CLAST is an achievement test that measures students' attainment of the college-level 
communication and mathematics skills.  
Per HB 1325, first-time test takers must have earned a minimum of 18 semester hours of college credit 
coursework prior to registering for the CLAST. Student must have completed all required preparatory 
courses. It is strongly recommended that student complete communications and mathematics prior to 
taking the CLAST.  

The CLAST consists of four subtests: essay, English language skills (ELS), reading, and mathematics. 
Each subtest yields a single score that is reported to the student and to the institution needing the scores. 
Students and institutions also receive broad skill information that is useful in identifying areas of possible 
strength or weakness. 

The CLAST is administered at institutions only three times a year: February, June and October. Students 
do have the option to take a computerized version, the Computer-Adaptive Test, but the essay subtest is 
not available on this version.  
Students must present scores meeting the minimum standards in effect at the time they initially took the 
test. Students meeting certain criteria may be exempt from taking the CLAST. Students need to see their 
advisor for specific information.  
 
*Passing scores for the award of A.A. degrees and for admission to upper division status have been 
stablished by the State Board of Education as follows: e

 
Reading Writing Computation Essay 

08/01/84 - 07/31/86  260  265  260  4 
08/01/86 - 03/31/89  270  270  275  4 
10/01/89 - 03/30/91  295  295  285  4 
10/01/91 - 09/30/92  295  295  290  5 
10/01/92 & thereafter  295  295  295  6 

 
*Acceptable scores subject to change. 
 

 
Guidelines for Awarding Credits for Credit by Exam, Licensure or Prior Learning 
A student may request transfer credits from Brevard Community College for previous learning experience 
through avenues such as Credit by Exam or the CAEL program. In approved instances, credit will be 
awarded for documented current Florida licensure or previous experience. Students may earn a total of 45 
credits through Credit by Exam processes. Student must meet the 25% residency requirement for the 
degree/certificate he is pursuing.    
 
Credit by Exam includes CLEP, Advanced Placement, International Baccalaureate (IB), DANTES, and 
Credit by Institutional Exam.  
 
CAEL – Credit for Adult Experiential Learning – is a formal process for recognition of prior learning.  
 
Credit based on previous experience/licensure: BCC will award credits to students based on previous 
experience or licensure only after specific criteria is met. Students must provide applicable documentation. 
Once the award of credits has been approved, the credits will become part of the student’s official 
transcript. Students who do not qualify for transfer credits based on credit by exam or approved, 
documented previous learning experience/licensure can pursue credits through the CAEL program. 

CREDIT BY INSTITUTIONAL EXAM (Course Challenge Exam) 
Eligible students may earn credit in designated vocational and college credit courses through successful 
completion of an institutional course challenge exam.  The comprehensive examination is intended to 
verify skills and knowledge acquired through prior learning experiences and is available for designated 
courses.  This examination is not available for credit in courses for which CLEP or other examination is 
available or that have been identified on the course objectives as “no acceleration mechanism available.” 
The challenge exam option is not available for college preparatory courses.   
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To be eligible for a course challenge exam, the student: 

• Must be currently enrolled and in good academic standing at BCC; 
• Must have completed the residency requirement of 25% of credits for the applicable BCC 

degree/certificate 
• Must be otherwise eligible for enrollment in the course (e.g. have met placement and prerequisite 

standards, be within the allowable number of course attempts); 
• Must not be currently enrolled in the course; 
• Must not previously have received a grade in the course (except “W”); 
• Must not have been enrolled in the course for at least one full term previous to the request term; 
• Must not previously have attempted to challenge the course; 
• Must have completed the appropriate request form, obtained the appropriate approvals, and paid 

the established $50.00 fee. 
 

If the student passes the examination with a grade of “A,” “B” or “C,” he/she will receive full credit for the 
course with the appropriate grade posted on the transcript. No grade will be recorded on the transcript If 
the student does not achieve a satisfactory grade of “C” or higher. 
 
Credits received through Institutional Course Challenge Exams do not apply toward the 25% residency 
requirement for BCC degrees and/or certificates. 
 
 
Procedure: Student contacts appropriate department chair to request examination. Student completes 
section 1 of the Institutional Course Challenge Exam form. 
1. Department chair verifies that course is eligible for examination and that student is eligible to take the 

exam. Department chair completes Section 2 of Institutional Course Challenge Exam form and 
coordinates with instructor to administer the exam. 

2. Student takes form to cashier and pays exam fee.  
3. Cashier processes fee payment, retains a copy and returns form to student.  
4. Instructor verifies course number and title, administers exam to student, completes the form by signing 

and assigning grade, and submits the exam and form to Department chair. 
5. Department chair approves completed form, provides a copy to student and submits original form to 

Registrar for inclusion on student record, whether or not student successfully passes the exam. Exam 
is housed in department office with a copy of the form. 

6. Registrar’s office will post credits and grade to student record. Exams not successfully passed will be 
noted by comment in student’s file. Registrar’s office will send an updated transcript to student. (Note: 
Graded forms cannot be hand carried to registrar’s office by the student; they must be delivered via 
courier or BCC staff personnel only.) 

 
A complete listing of the procedure with student application form can be found in Appendix D. 
 
F \ ACULTY SUPPORT SERVICES 
 
Instructional Technology and Multimedia Services (ITMS)  
Technology can help faculty reach a greater diversity of learning styles in the classroom.  Each campus 
has an ITMS office that can provide equipment resources and technology training opportunities. The staff 
can assist faculty with their instructional needs.   
 
Equipment available – Overhead projectors, slide projectors, TV’s, VCR’s, laptop computers, data 
projectors, DVD and CD players, and many other types of equipment to enhance your instruction.    
 
For more information, contact ITMS under Faculty/Staff on the BCC homepage www.brevardcc.edu or 
contact the individuals listed below: 
 
Cocoa Campus:   Lois Shock Broyles; Bldg. 11-121, 433-7258; broylesL@brevardcc.edu
   Aixa Knudson; Bldg. 12-124, 433-7259; knudsona@brevardcc.edu
 
Melbourne Campus: Erica Heck; Bldg. 7-311; 433-5843; hecke@brevardcc.edu
   Jim Johannsen, Bldg. 2-137; 433-5535; johannsenj@brevardcc.edu

mailto:broylesL@brevardcc.edu
mailto:knudsona@brevardcc.edu
mailto:hecke@brevardcc.edu
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Palm Bay Campus: Jayne Gorham; Bldg. 2-226; 433-5282; gorhamj@brevardcc.edu

Dayla Hilliard; Bldg. 2-226; 433-5280; hilliardd@brevardcc.edu
 
Titusville Campus: Nancy Barker; Bldg. 1-142; 433-5053; barkern@brevardcc.edu 
 
 
Libraries 
The mission of the Brevard Community College Libraries is to provide access to comprehensive 
educational resources and to promote lifelong learning through information literacy instruction. There are 
libraries at four campus locations – Cocoa, Melbourne, Palm Bay and Titusville. In addition to combined 
collections of nearly 200,000 books, videos and periodicals subscriptions, the libraries offer access to a 
large number of research databases which are accessible from the Internet with a BCC library card 
number. The libraries’ homepage, http://www.brevardcc.edu/library, serves as a gateway to the full range 
of library resources and services. The web site provides links to LINCC, the Florida community college 
libraries online catalog, Florida university system libraries, research databases, interlibrary loan, research 
assistance, and links to other useful web sites. A library staff directory and the latest information about 
libraries’ hours, services, and policies are also available. 
For faculty, the libraries provide a wide range of support services including: 

 
• Ask-A-Librarian – email/chat access to a reference librarian 
• Audiovisuals – videos, DVD’s, and other audiovisual materials which faculty may check out 

for use in the classroom 
• BILT (Brevard Information Literacy Tutorial) – online modules designed by BCC librarians 

to help students learn basic information literacy skills necessary to effectively find, retrieve 
and valuate information 

• Collection Development – BCC faculty members are encouraged to take an active part in 
materials selection and deselection (weeding) for their academic disciplines. Requests for 
books, periodicals, audio-visual or electronic materials should be submitted to their respective 
campus librarians via email or phone. For more information, the libraries’ Collection 
Development Policy may be viewed online from the BCC library webpage. 

• Interlibrary Loan– access to materials not held by the BCC libraries that faculty may need for 
professional development or course enhancement 

• Library Instruction – librarians provide instruction on library resources and information 
literacy for classes at the request of any faculty member 

• Reserves – the libraries will keep selected materials on reserve to ensure that all students 
have equal access. 

 
Learning Labs  
Each campus has a learning lab that provides individualized tutorial and computer-assisted drill and 
practice instruction to Brevard Community College students, with a special emphasis on those at risk. 
Each Learning/Computer Assisted Instructional (CAI) Lab serves students by offering a diversity of 
instruction in a variety of subject areas, emphasizing a combination of computer software and personal 
tutoring assistance. In addition to remedial and tutorial services for all BCC students, some of the labs 
offer Internet access, enabling students in a variety of classes to conduct research.  
Some campuses offer computer-assisted classes in prep writing, reading, and mathematics. Students 
enrolled in these classes use the lab facilities to sharpen the skills needed to be successful in upper level 
college courses. These classes feature software lessons with overviews, practices, and quizzes, as well 
as one-on-one assistance from instructors and tutors.  

The learning labs host the Vocational Preparatory Instruction (VPI) program, which is a federally funded 
program specifically designed to prepare vocational students academically and professionally.  The VPI 
program assists vocational students with basic skills review. Review for the Test of Adult Basic Education 
(TABE) is one of the primary focuses of the VPI program. VPI provisions for vocational students also 
include: workshops in employability skills, study skills, and time management; basic skills tutoring, and 
career assessments/job placement. 

Remediation and study materials are also available for students preparing for the CLAST (College Level 
Academic Skills Test), FELPT (Florida College Entry Level Placement Test), and CPT (College Placement 

mailto:gorhamj@brevardcc.edu
mailto:hilliardd@brevardcc.edu
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Test). For the convenience of students and instructors, the Learning Lab also provides test proctoring 
services for all disciplines including telecourses. See Appendix G for a description of testing guidelines.   

Center for Service-Learning 
Service-Learning, the integration of community service and academic study, is a powerful teaching 
methodology that is immersed throughout the college’s curriculum. More than 110 instructors offer service-
learning course components in about 350 course sections each semester at Brevard Community College. 
The Center for Service-Learning recruits, places, and supports thousands of students annually in these 
meaningful and often life-changing experiences. The center has established working relationships and 
partnerships with 375 community organizations or projects. Faculty can enrich courses and student 
earning through helping the community. l
 
F
 

or faculty, the Center for Service-Learning: 

· Provides technical resources, including faculty guides, syllabi examples, workshops, peer  
 mentoring, and materials on how to incorporate service-learning into regular courses. 
· Does the routine of student recruitment, placement, service documentation, and follow-up to allow  
 instructors to concentrate on assessing learning. 
· Acts as a liaison, connecting faculty and students with community agencies. 
· Tailors student placements to course content and requirements. 
· Delivers classroom presentations about service-learning. 
· Provides recognition and incentives for service-learning course development and effective  
 utilization. 
· Coordinates Community Service-Learning courses. 

 
If you wish more information or want to use service-learning as a pedagogy, contact the service-learning 
ffice on your campus:  o

 
Cocoa Building 12, 3rd Floor 433-7610 
Melbourne Building 10, Room 213 433-5610 
Titusville Building 3,   Room 125C 433-5016 
Palm Bay Building 1,   Room 129A 433-5253 

 
Collegewide Publications and Collegewide Printing Services 
Collegewide Publications and Collegewide Printing Services provide complete graphic design and printing 
services collegewide. Faculty requests for services should be initiated on the Collegewide Printing 
Services & Publications Work Order Form. See Appendix E for copies of this form. 
 
The Publications Office offers graphic design, copy editing, and typesetting services for producing 
brochures, booklets, newsletters, flyers, posters and other publications. Limited word processing service is 
also available for faculty/staff. Office hours are 8 a.m.- 5 p.m. (summer hours: 8 a.m. – 4:30 p.m.). For 
information and assistance, please call ext. 7495. 
 
Collegewide Printing Services is a full-service print shop featuring a large assortment of colored papers 
and binding options. Extended office hours: fall 7 a.m.- 5 p.m. (summer hours 7 a.m. - 4:30 p.m.). After 
receipt of camera copy, a 12-hour or less turn-around time for simple xerographic reproduction is available 
for all campuses. All tests are safely sealed for security. Special requests are always welcome from 
instructional staff. Also available is a print-on-demand system, enabling users to send files via the college 
network directly to Collegewide Printing Services for a variety of print options. For information call ext. 
7486. 
 
Office for Students with Disabilities   
The Office for Students with Disabilities (OSD) assists faculty in the teaching/learning process by providing 
reasonable accommodations for students with documented disabilities. Section 504 of the Rehabilitation 
Act of 1973 defines an individual with a disability as a person who “has a physical or mental impairment 
which substantially limits one or more major life activities, has a record of such an impairment, or is 
regarded as having such an impairment.” The Section 504 Compliance Handbook states that physical 
impairments include such things as physiological disorders, contagious diseases, cosmetic disfigurements 
or anatomical losses in one or more of the following systems: neurological, musculoskeletal, respiratory, 
cardiovascular, reproductive, digestive, genito-urinary, hemic, lymphatic, skin, or endocrine. Mental or 
physiological disorders include conditions such as mental retardation, organic brain syndrome, emotional 
or mental illness, and learning disabilities. Major life activities include self-care, manual tasks, walking, 
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seeing, hearing, speaking, breathing, sitting, standing, reaching, thinking, concentrating, reading, 
interacting with others, learning, reproducing, sleeping, and working. 
 
Students are responsible for providing documentation of their disabilities to the OSD from a qualified 
diagnostician or health professional in the appropriate field. Accommodations are then determined by OSD 
personnel and approved by the director. Support services include proctoring and administration of 
classroom and placement tests, academic advisement, services of a learning disabilities specialist, use of 
adaptive furniture and software, services of a sign language interpreter, assistance with course 
substitution and test waivers, and other services as needed. All services are free, and information is kept 
confidential and cannot be released without permission from the student. 
 
The second major service that the OSD provides is that it serves as a resource for faculty and staff. 
Personnel from the office will speak in Student Life Skills (SLS) classes and others as requested, and will 
also speak at department meetings. If faculty members have concerns about a particular student and they 
believe that the student might have a disability, they should not hesitate to contact the OSD for 
suggestions. Additionally, if a faculty member has a question regarding the accommodations approved for 
a student, or if he/she would like information as to how to better serve a student with a specific disability, 
that professor should contact the director of the OSD or the disability services specialist on his/her 
campus:  Titusville, ext. 5017; Cocoa, ext. 7295; Melbourne, ext. 5650; Palm Bay, ext. 5172. 
 
For further information on the subject of disabilities, a handbook is available from the OSD or online at 
http://www.brevardcc.edu/osd
 
 
The Resource Development Office 
Since 1991, the Resource Development Office has assisted the college in receiving over $122 million for 
grant projects. Development is a district-wide partner with BCC faculty and staff and assists with 
identifying funding sources, proposal preparation, addressing community needs, and procuring funds for 
college projects.   
 
The Resource Development Office staff offers comprehensive services and is ready to assist the BCC 
faculty and staff in creating and reviewing drafts, ensuring compliance with college and agency guidelines, 
preparing proposals, and writing contracts.  Notifications of funding opportunities are provided by email, 
funding bulletins, or campus memos. Everyone has access to funding links at the Gateway to the Grants 
and basic grantwriting instruction at the Grant Writing page on the Resource Development Office web 
page at www.brevardcc.edu/grantsdev 
 
Interested BCC faculty are encouraged to involve the Resource Development Office early in the project 
design. Call ext. 7135 or visit the office in Cocoa, Building 2, Room 204. 
 
 
BCC Foundation 
The Brevard Community College Foundation was established in 1971 as a separate, not for profit, IRS-
approved 501(c)(3) corporation.  It was chartered to provide for financial needs of the college which 
cannot be met through state aid or student tuition.  The foundation is the vehicle by which individuals and 
corporations contribute to the college’s educational programs and student scholarships.   
 
The foundation annually awards an average of $500,000 in scholarships to BCC students.  In addition, the 
foundation has established five Endowed Faculty Chairs; in the Academic Year ’04-’05 the Foundation 
Board of Governors Endowed Faculty Chair of Academic Excellence was awarded to Kris Hardy of Health 
Sciences. 
 
The foundation is guided by a board of governors composed of outstanding community leaders.  The 
governors volunteer generously of their time, talent and resources to support Brevard and its students.  
Board members also facilitate partnerships with the community that benefit our students and strengthen 
the workforce in Brevard County.   
 
For more information regarding scholarships, endowed chairs, upcoming events, and our newsletter, 
please visit the foundation website at www.brevardcc.edu/foundation or, call us at 433-7055. The 
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foundation office is located on the Cocoa Campus, Building 2, Room 225.  
 
The Alumni Association Office 
Established in 2000, the Brevard Community College Alumni Association is an inclusive association which 
strives to advance the cause of education at BCC through ‘friend-raising’ efforts.  Located on the Cocoa 
Campus, Building 2, Room 220, the association welcomes alumni visitors.  
 
An alumnus is: 

• Any graduate of BCC, Brevard Junior College (BJC), or Carver Junior College (CJC) or a 
person who has successfully completed one course at BCC, BJC, or CJC and whose current 
contact information is on file with the association or 

• Any faculty or staff member (current or retired) of the college 
 
To register with the association call (321) 433-7147 or go to the BCC website www.brevardcc.edu/alumni, 
and complete the alumni survey.  Additional association information, including upcoming events, 
scholarship, and distinguished alumni, is available on the website. 
 
 
 
FACULTY ADMINISTRATIVE RESPONSIBILITIES 
  
Each campus will have specific instructions for faculty for various tasks, such as obtaining keys, 
duplicating procedures, etc.  If you are an adjunct or new faculty member, contact your department chair 
or campus provost to inquire about an additional handbook with campus instructions.    
 
B efore class begins, you will need to respond to the following: 

Employment Forms 
Official college transcripts MUST be on file. 

Once hired, you must complete employment forms. Completed forms may be submitted through your 
supervisor to the Office of Human Resources. Information will include employment application, IRS 
withholding form, personal data sheet, loyalty oath, and sexual harassment test. For more information 
regarding this, contact the Office of Human Resources. See Appendix E for Instructional Personnel 
Checklists. 
 
Instructional Material 
Textbooks, instructor’s manuals and course plans are available from your department chair and/or faculty 
secretary. 
 
Library Cards 
Library cards are issued by the library and can be used for checking out books and resource materials.  
 
Keys 
Keys for your classroom are obtained from the department chair or the campus provost’s office. 
 
Parking Decals 
Parking decals may be obtained from the security office at each campus. Vehicle information, including 
license number, will be required before decals can be issued. 
 
Animals On Campus 
BCC Policy 102.03 states, “The only animals which are permitted in any of the college facilities are service 
animals or animals which are part of an approved presentation.” 
 
Approval is granted by the Institutional Animal Care and Use Committee (IACUC), a college wide committee 
under the auspices of the President.  Any and all faculty and staff who anticipate the use of animals in any 
manner (including cadavers and one time “show and tell” presentations) on the BCC campus, must submit 
(by electronic mail) a completed Animal Use Approval Form (see Appendix E) for review by the Institutional 
Animal Care and Use Committee (IACUC). The IACUC meets at regular intervals three times a year PRIOR to 
the semester in which the animals are to be utilized to review ALL campus animal activities. There will be a 
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BCC Mail announcement approximately one month prior to the deadline for submission. 
 
The forms can be obtained from Ms. Michelle Earltinez, Clinical Coordinator, Veterinary Technology Program, 
earltinezm@brevardcc.edu or ext. 7596.    The forms will be forwarded to you via e-mail.   
 
 
Submit completed protocols via e-mail to Ms. Earltinez. The completed protocol will be forwarded and 
reviewed by the members of the committee in accordance to the Animal Welfare Act and USDA guidelines.   
 
Requests for the presence of animals on campus in conjunction with special events must be submitted and 
reviewed prior to the event date.  A General Statement about Animals on Campus will be required.  This 
includes: 

 
• A statement as to why animal is on campus 
• A statement as to where animal is on campus 
• A description of animal:  name, species/breed, age, etc 
• The name and address of Responsible*party/Owner 
        *responsible includes liability and accidental 
• A statement as to how animal needs will be met, i.e.: food, water, shelter 

 
The above information can be submitted via e-mail to Ms. Michelle Earltinez, earltinezm@brevardcc.edu. 
 

• Current documentation of Health and Rabies immunization (hard copy sent to Ms. Michelle 
Earltinez, Health Sciences Center, Veterinary Technology Program, Cocoa 21-101. 

 
Contact Dr. Janice Grumbles, Program Coordinator, Veterinary Technology Program, ext.7594 or 
grumblesj@brevardcc.edu if you have any questions or problems concerning the use of animals in the 
classroom or on campus, or the completion of the form. 
 
Work Schedules 
Work schedules are to be reviewed by department chairs and then posted. Appendix E provides an 
example of a work schedule for a full-time faculty member carrying a regular load of 15 credit hours per 
term. 
 
Several guidelines should be adhered to when completing your work schedule: 
 
  1. On-campus hours should designate the time when the instructor arrives on campus and when he/she 

leaves each day. If the instructor leaves campus during the day (example: for lunch), he/she must 
exclude that time and indicate return to campus -- for example, 7:30 to 12:00; 1:00 to 3:30. 

 
The on-campus hours totaled for each day should add up to 35 hours for the week. 

 
  2. Advisement time should be indicated in 60 minute increments. Advisement time for a regular load 

should total 10 hours, with at least one hour scheduled per day. 
 
  3. The line at the end of the advising hour blanks is for the room number where the advisement takes 

place -- either the instructor’s office or a place where there is telephone access to the instructor (a 
lab, or shop for instance). 

 
  4. If the instructor carries an overload, his/her teaching total at the bottom will increase as well as 

his/her advisement total. He/she must add 1/2 hour of advisement a week for each overload class. 
 
An example of a work schedule is provided in Appendix E for an adjunct teaching one 3-credit hour 
ourse during a regular term. c

 
  1. The adjunct is required to show 1/2 hour of advisement a week for each course that he/she teaches. 

On the line at the end of the advising hour blanks, indicate the number of the adjunct office or the 
place where the advisement will be done. If other than an office, there must be telephone access to 
the instructor. 

 
2. Adjunct instructors need not indicate on-campus hours. 
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Teaching Faculty Workload Criteria 
FULL-TIME: 
  1. 35 hours per week total 

  2. Minimum of 25 hours per week in student contact. “Student contact” means “in class” or “posted in 
office.” 

 
  3. Minimum of 1 hour daily in the office. 

  4. Minimum of 5 hours weekly in the office. 

  5. No supplemental contract will be written for an overload which exceeds 6 credit hours per regular 
semester or 3 credit hours per summer term. 

 
P
 

ART-TIME: 
  1. Minimum of 30 minutes of scheduled time (in addition to class time) per week, per course, of 

availability to help any student who needs help. 
 

2. Adjunct faculty will normally be assigned no more than 80% of a full teaching load. Only in extreme 
circumstances will the Campus Provost authorize a teaching load of over 80%. 

 
Note:  Part-time (Adjunct) Faculty members should refer to Appendix I for additional information. 
 
Performance Review of Faculty 
The BCC Performance Enhancement Program (PEP) is used for faculty evaluation and includes student 
appraisal of instruction. Components include a self-appraisal, student evaluation, observation by the 
supervisor or mutually agreed upon peer, setting of future goals, and summary of progress toward 
previous goals. All components are prepared in writing and discussed with campus provosts. During the 
first semester and periodically thereafter, faculty performance is reviewed on administrative and 
nstructional procedures by their supervisors, which includes: i
 

· Following college policies and procedures. 
· Distributing course outlines, course objectives, and attendance/grading policy statements to students 

at the beginning of the term. 
· Explaining policy statements to students at the beginning of the term. 
· Beginning and ending classes on time. 
· Using the departmentally approved text(s). 
· Maintaining control of class and/or discussion. 
· Contacting the department chairperson and/or the appropriate director/dean for the resolution of 

questions or problems. 
· Being consistently prepared for class with appropriate materials. Communicating course content 

clearly and effectively to students. 
· Demonstrating mastery of subject matter. 
· Using appropriate methods of instruction. 
· Making effective presentations. 
· Using proper grammar. 
· Encouraging student participation. 
· Being available for questions from students. 
· Covering course content as prescribed by college course plan. 
· Treating students fairly. 
· Administering standard student appraisals of instruction in a professional manner. 
· Turning in grades on time. 

 
As stated in the Policies and Procedures section of this handbook, each adjunct faculty will receive a 
classroom visit during the first semester and at least once annually thereafter.  A copy of the Adjunct 
Faculty Performance and Evaluation Review is included in Section VI Adjunct Faculty.  
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Internet Ethics & Acceptable Use Policy 
This policy is currently under committee revision.  Any questions can be directed to Tim Marshall at ext. 
7401.  
 
In support of Brevard Community College's mission to provide accessible, affordable, high-quality 
education through various delivery modes, the college provides Internet access. The college recognizes 
that the Internet is an evolving information and reference tool. As such, the Internet has not yet reached 
the level of other more mature and reliable resources. Regardless of that fact, the Internet can help meet 
some users' research needs as well as provide valuable experience with electronic information retrieval. 
Assistance with the use of the Internet is intended to support the research, instructional, and information 
needs of students, faculty, staff, and the community in order to facilitate the intellectual growth and lifelong 
learning needs of all users. 
Access to the Internet by faculty, staff, and students through the college’s network is a privilege extended 
for the purpose of academic research, completion of class assignments, and other pursuits related to the 
mission of Brevard Community College.  

• Employees of the college may be provided Internet access using an account name assigned to 
them by the systems department. Account name owners shall be responsible for unauthorized 
access made through their username and password.  

• Users shall not tamper with account names, passwords, or computer hardware and software. All 
applicable laws and regulations will be enforced under the authority of Chapter 815, Florida 
Statutes, Computer Crimes Act, and Title 18, United States Code, Electronic Communications 
Privacy Act of 1986.  

• The systems department shall obtain all software, hardware, documentation, and licenses 
necessary to provide Internet access to patrons.  

The use of the college’s network to access the Internet shall be consistent with the mission, goals, 
policies, procedures, and priorities of Brevard Community College. Successful participation in the use of 
the Internet requires that its users regard it as a shared resource and that they conduct themselves in a 
responsible, ethical, and legal manner while using the network. Any use of Brevard Community College 
Internet computers for illegal, inappropriate, or obscene purposes, or in support of such activities, is 
prohibited.  The college recognizes that defining immoral or unethical uses of the Internet is highly 
subjective. The college also recognizes that BCC students may access sites as listed below in pursuit of 
academic projects. In such cases where Internet use is questionable, the director of data and information 
systems or campus provost will refer the matter to the campus dean to determine if the use exceeds the 
intention of the AUP. 
Examples of illegal, immoral, or unethical uses of the college Internet computers include, but are not 
limited to: 

 Deliberately using or accessing profanity or obscenity.  

 Using inflammatory or derogatory language.  

 Libeling or slandering remarks.  

 Activities connected with any attempt to overthrow the government of the United States.  

 Any actions that can be interpreted as sexual harassment or that contribute to a hostile work 
environment.  

 Any actions of malicious intent.  

 Violating the conditions of the Education Code dealing with student's rights or privacy.  

 Reposting personal communications without the author's consent.  

 Other actions that are not in accordance with The Code of Ethics and Principles of Professional 
Conduct of the Education Profession of Florida.  
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Policy Monitoring 

In the interest of protecting free speech and privacy as well as the articles contained in observance of 
Florida Statute 1004.01 and State Board of Education Rule: 6A-14.0261 regarding academic freedom and 
responsibility, library staff will not routinely monitor an individual's use of the Internet. However, content 
and activity on the college’s network is not private and may be monitored at the discretion of the college 
staff. Such monitoring may be a consequence of complaints regarding a patron's use of the network. 

The college has no control over the information accessed through the Internet and is not responsible for 
the Internet's content. The Internet is an uncontrolled information resource with a highly diverse user 
population and should be used with discretion. 

The following parameters and point of use guidelines will be observed when accessing the Internet via the 
colleges' network. 

• BCC students, staff, and faculty will have priority over community users.  

• All Internet access is provided on a first-come, first-served basis.  

• Users may not misrepresent themselves on the Internet.  

• Internet computers designated for research only may not be used for other purposes such as chat 
rooms or personal interests.  

• Internet usage is limited to one hour per day per user.  

• Patrons using the Internet for personal e-mail, chatrooms, or other recreational purposes may be 
asked to vacate a workstation if necessary to permit access by a student with research or 
educational needs. Specific workstations may be designated for e-mail use.  

Unacceptable use includes: 

• Wastefully using finite network resources including consuming large amounts of bandwidth for 
prolonged periods of time (i.e. game-playing from any Internet site including MOOs, MUDs, etc.)  

• Displaying images, sounds, or text containing nudity, obscenity, or graphic violence.  

• Commercial, political, or private business excluding scholarly pursuits.  

• Downloading any programs or files to the hard-drive.  

• Knowingly downloading or uploading a virus.  

Implementation 

Internet ethics and acceptable use policies and procedures will be implemented as follows:  

• A full version of the Internet ethics and acceptable use policy and procedures will be placed in the 
Brevard Community College policy and procedures manual. A copy of this manual will be 
maintained at the reference area of each library.  

• An abbreviated version of the Internet ethics and acceptable use policy will be placed in the 
faculty and student handbooks. A notice will also be placed in these handbooks indicating where a 
complete copy of the Internet ethics and acceptable use policies and procedures may be 
obtained.  

• A summary of the Internet ethics and acceptable use procedures will be prominently displayed 
near each Internet computer.  

• A statement regarding Internet privileges and responsibilities will be placed in all paper-based 
documents related to computer and Internet services provided by the college.  
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Dissemination 
In order to insure that the policies and procedures regarding the use of the Internet by faculty, staff, and 
students represent a contemporary application of this technology, and to accommodate the change 
process, the college will provide the following; 

• A committee composed of the primary stakeholders (faculty, staff, and students) will review these 
policies and procedures every year.  

• Continued bibliographic training to patrons in the use of the technology and existence of 
established Internet policies and procedures.  

 
Copyright Law Guidelines 
As you prepare for your class, you may want to develop handouts, supplemental resources, audio-visual 
materials and items to enrich your instruction. This is encouraged, but you must be aware of the copyright 
limitations. 
 
As an educator, you must know about the copyright law and how it applies to the work that you perform. At 
some point all educators are likely to be faced with an event or activity that bears directly on the copyright 
law. The law limits what you may copy, under what conditions, and for what purposes. Authors and 
producers have specific rights under the law that cannot be denied. The law was also designed, however, 
to enable educators and students to have access to information and to reproduce copyrighted materials 
under clearly defined limitations for educational purposes. An understanding of the concept of “fair use” is 
a key factor in determining what may or may not be copied. 
 
The federal copyright statute governs the reproduction of works of authorship. In general, works governed 
by copyright law include such traditional works of authorship as books, photographs, music, drama, video 
and sculpture, and also software, multimedia, and databases. Copyrighted works are protected regardless 
of the medium in which they are created or reproduced; thus, copyright extends to digital works and works 
transformed into a digital format. Copyrighted works are not limited to those that bear a copyright notice. 
As a result of changes in copyright law, works published since March 1, 1989, need not bear a copyright 
notice to be protected under the statute. Consequently, you should assume that whatever material you 
wish to copy is protected under copyright law. 
 
These conditions only hint at the complex and vague nature of “fair use” and your ability as an educator to 
use materials in your classroom. Additionally, the conditions of “fair use” are in a constant state of change.  
 
After the class starts, you need to know the following: 
 
Cancelled Classes 
Sometimes a class that has been scheduled does not have sufficient enrollment. However, faculty may be 
asked to meet the class on the first day in case enrollment increases. In any event, your supervisor will 
notify you by the end of the student refund period if your class has been cancelled. 
 
Class Rolls 
Paper copies of class rolls are available through your department secretary, and full time instructors can 
print their class lists using XFRSLST in Banner. All instructors can view and print their class roll on the 
web at any time. While grading sites on the web will be opened for specific reporting activities only at 
designated dates, the class lists and instructor schedules can be viewed at any time. The web reflects 
changes as they are made, so the web information is your most current listing of students and personal 
information.  No student should be sitting in your class if his/her name is not on your class list.  Student 
must be sent to the campus Admissions and Records Office and not permitted to return without a paid 
registration receipt.   
 

1. Sign on to web: www.brevardcc.edu, click on BANNER WEB 
2. Click on: Login to Secure Area 
3. Enter User ID: Your faculty identification number: B00xxxxxx 
4. PIN: Your PIN number.  

If you have forgotten your PIN, contact Human Resources 
5. Click on: Faculty & Advisors 
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6. Select term 
7. Click on: Summary Class List or Detail Class List. Select the CRN to view your class lists.  
8. Click on: Faculty Detail Schedule or Faculty Schedule by Day and Time to view your 

 teaching schedule 
 
Attendance Reporting, Early Alert and Final Grades 
Federal regulations make it mandatory that attendance reporting is done accurately on a routine basis.  At 
the beginning of each term, you will be given the dates the web will be open for attendance reporting, early 
alert, checking class lists and entering final grades. A reminder and instructions will be sent to each 
instructor via e-mail prior to those dates. It is important to read the instructions and note the dates for 
reporting. Due to the required administrative processing time for students who are reported as not 
attending or in academic jeopardy for early alert, the web is only available for short periods. 
 
Class lists on the web reflect current registrations. As a transaction is done in the Banner system, it is 
immediately visible on the web. In accordance with the federal mandate, you must report the last date of 
attendance for students who never attend or stop attending your class. Students who never attend should 
be annotated on the mid-term class list with a mid-term grade of ZN—Never Attended and Last Attend 
Date of the first day of the term. Students who stop attending class must be identified with a mid-term 
grade of ZS – Stopped Attending.  
 
Faculty can refer to Appendix G for explicit instructions to log into Banner Web for attendance and 
grade reporting.    
 
INSTRUCTIONS FOR LAST ATTEND DATE AND EARLY ALERT NOTIFICATION ON THE WEB: 

1. Sign on to web: www.brevardcc.edu, click on BANNER WEB 
2. Click on: Login to Secure Area 
3. Enter User ID: Your faculty identification number: B00xxxxxx 
4. PIN: Your PIN number.  

If you have forgotten your PIN, contact Human Resources 
5. Click on: Faculty & Advisors 
6. Click on: Mid-Term Grades 
7. Term: Select appropriate term. Submit term. 
8. Select CRN. Submit CRN. (Note: If you are teaching a course that does not appear on your list, 

notify your department secretary immediately.) 
9. Under Grade, enter NA for a student who has never attended your class. During the Early Alert 

notification period only, enter an “X” for a student who may be in academic jeopardy 
10. Under Last Attend Date, this is only for students who never attended or have stopped attending 

your class. For a student who stopped attending, enter the last date he did attend. For a student 
who never attended, enter the first day of the term. 

11. When you are finished, click on Submit Changes 
12. If you have additional courses, at the bottom of current class list, click on CRN Selection. Select 

another CRN and repeat process 
13. When all of your courses are complete, click on Exit in upper right corner. 

 
Reinstating a Student 
If students are dropped or withdrawn by mistake or come to you with a valid excuse for reinstatement, you 
may submit a memo to your department chair requesting reinstatement of the student. The department 
chair should forward the request through the campus dean of student services or the admissions and 
records office. 
 
Attendance 
Regular class attendance is expected. However, in an emergency causing the student to be absent, it is 
the student’s responsibility to initiate arrangements with the instructor to complete missed work. The 
instructor decides if the student should be permitted to make up work missed or, in case of excessive 
absences, if he or she should be administratively withdrawn. Normally, “excessive absences” is defined as 
being absent more than 15% of class hours. Faculty members may establish more rigorous attendance 
standards for their individual classes. 
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Instructors will inform students in writing of their grading and attendance policy at the beginning of the term 
and must notify students immediately upon the determination that absenteeism (usually more than 15% of 
class hours) is excessive and that satisfactory progress cannot be achieved. Extenuating circumstances 
must be documented and last day of attendance and reason for withdrawal must be indicated on the 
withdrawal form. After the last date to withdraw, the instructor should assign the grade of “F” to those 
students who exceed the established attendance standards for the class. However, if a student who is 
assigned an “F” due to excessive absences appeals to the instructor for a grade change based on 
extenuating circumstances, the instructor may elect to pursue an exception to college policy. 
 
 
RETURN OF TITLE IV 
Title IV aid requirements were added to the Higher Education Act (HEA) by the Higher Education 
Amendments of 1998 (Public Law 105-244, enacted October 7, 1998).  These requirements prescribe how 
Title IV funds must be treated when a Title IV recipient withdraws or never attends an institution without 
completing the payment period or period of enrollment. 

  
As a result, the United States Department of Education is requiring students to attend classes in order to 
continue receiving financial aid.  Students who stop attending or never attend the institution must repay a 
portion of the funds received according to a federal formula based on a documented last date of 
attendance. 

  
Instructors are being asked to assist the institution in complying with this new law by providing attendance 
reporting.  Each semester, following the drop/add dates, faculty will be instructed to report if a student 
never attended.  This information will be reported via the Web. Prior to each reporting period, every faculty 
member will receive instructions from Collegewide Admissions and Records regarding the reporting 
format and dates. After this initial reporting, the Web will be opened approximately every 30 days to report 
those students who stop attending throughout the semester.  Attendance reporting dates are determined 
in accordance with federally imposed deadline dates to the financial aid and accounting offices.  Due to 
the quick turnaround required to process financial aid checks and refunds, the initial reporting period is 
very early in the term. Instructors should use their best judgment to determine whether or not a student 
has attended the class. 

  
The attendance date that the instructors provide will be the basis for the repayment calculation.  The 
portion that was considered as unearned financial aid funds will be billed to the student by the institution.  
Students failing to return the unearned portion of financial aid funds within 45 days will be subsequently 
turned over to the United States Department of Education for further collection efforts. 
 
Financial Aid & Withdrawal 
Per federal regulations, students receiving Title IV Federal Financial Aid who withdraw from all courses 
during the first 60% of the term may be required to repay funds disbursed. Students should contact the 
Financial Aid Office for clarification of their repayment responsibilities. 
 
All withdrawals must be submitted by the established withdrawal deadline for each term. Courses taught in 
sessions other than the full term will have specific withdrawal deadlines. Instructors may withdraw a 
student by the deadline using either the paper withdrawal form or via email using the online withdrawal 
form. 
 
Early Alert 
Designed to improve student retention, the Early Alert program is an academic intervention system that 
“alerts” students who are having academic difficulty. Instructors identify students who are having academic 
difficulty in a particular class. A letter is sent to these students to inform them of their possible academic 
trouble and to recommend that they meet with their respective instructor(s) and/or student advisor. This 
process should not preclude the instructor from speaking with the student on an individual basis at any 
time during the term to identify and assist the student in his or her problem areas. 
 
Religious Holidays 
Upon submitting an advance written request to the instructor, a student will be granted an excused 
absence for religious holidays. Instructors are to provide assignments and/or exams without penalty for 
those students who request to be excused for religious observances as mandated by federal and state 
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statutes. Students excused for religious observances are responsible for material covered during their 
absences and are expected to meet the class requirements for those days without undue delay. 
 
Online Learning PASS (Pathway to Academic Student Success) 
PASS is a new tool available for students at Brevard Community College.  The Online Learning PASS is a 
web-based advising tool that is created for students to map-out their academic plan at Brevard Community 
College.  Advisors create this plan with the students’ intended transfer degree requirements in mind.  
Once created, advisors from any campus can add to and modify the PASS, and students can access it via 
the Internet using their student ID and PIN.   
 
CLAST Skills Verification/Gordon Rule 
The state of Florida requires that students meet certain competencies in math, reading, English language 
skills, and writing, to receive their Associate in Arts degree. Talk with your supervisor to be sure you are 
meeting the state mandated requirements if you are teaching courses that meet the general education 
requirements. 
 
Department Meetings 
Full-time faculty are required to attend department meetings unless they have class duty. Part-time 
instructors are not required to attend but are encouraged to do so. 
 
Legal Assistance 
Legal services at college expense may be provided for employees who may be sued for action that occurs 
in performance of their assigned duties, as set forth in State Board of Education (SBE) regulations. 
 
Schedule Changes and Substitute Teachers 
Contact your department chair before making any changes in your schedule. Arranging for substitutes for 
classes is done during pre-planning. A copy of designated substitutes is kept in the department chairs’ 
office. If in an emergency you cannot make a class and you do not have time to find a substitute, contact 
your department chair if the hours are between 8 a.m. and 5 p.m. After 5 p.m., Monday through Thursday, 
notify the evening coordinator or contact the campus switchboard. Someone must meet the class. 
 
If for any reason an adjunct misses teaching a class, his/her pay will be reduced by the proportionate 
number of hours missed teaching times the hourly rate. 
 
Class Hours and Breaks 
Each instructor is obligated to maintain the hours for which the class is committed. 
 
Scantron Machines 
Scantron machines are located on each campus. Ask your department chair for the location of the 
machines. Scantron machines will quickly scan tests as well as provide an item analysis. 
 
Mail Messages 
Each department has its own location for mail delivery and messages. Your students may leave messages 
with your department or on voicemail. Check with your supervisor for procedures. 
 
Office Hours 
It is important for the classroom instructor to be available for student conferences. The students depend 
on being able to contact faculty during posted times. These hours are part of the state-mandated minimum 
for student contact. 
 
Your supervisor will distribute faculty work schedule forms. Please indicate your class schedule and 
advisement hours. Submit your schedule to your department chair for approval. Your department chair will 
initial the faculty work schedule and return it to you for posting. Schedules must be posted where 
accessible to students. 
 
Photocopier Machines 
Photocopies are available in department offices for faculty only. Collegewide Printing Services, located on 
the Cocoa campus, is available for your additional printing needs.  Check with your department chairman 
for recommendations for printing a large volume of material.  
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Student Discipline/Academic Dishonesty 
See the college catalog or student handbook for Student Rights and Responsibilities and Student Code of 
Conduct. 
 
 
Student Withdrawal 
Students have the option to withdraw from class by the published withdrawal date (consistent with the 
Maximum Attempts Policy). You should note this date on the college calendar, notify students of its 
significance, and be prepared to answer questions students may have about their grades. Be sure to 
clarify your attendance policy. 
 
Ending the Class: 
Final Examination 
Final examinations must be given during the scheduled exam days. Exams may be given early to 
individuals with special needs; however, they are not to be given early to an entire class. Faculty are 
obligated to teach a full term and should not release their classes prior to the scheduled final exams. 
 
As stated earlier, faculty can refer to Appendix G for explicit instructions to log into Banner Web 
for attendance and grade reporting.    
 
Grade Rolls 
Printed copies of your grade rolls are available only through the web or by request to your department 
secretary.  Full time instructors can print their grade roll using XFRSLST in Banner.  You must enter your 
grades through the web, using the instructions at the end of this section. Dates and times the web will be 
available for grade input will be published through the BCC Mail. You can enter your grades through any 
computer that has web access.   
 
You will need to know your User ID and Personal Identification Number (PIN).  Your PIN is your personal 
certification to the accuracy of your grade roll. You should be the only person who knows your number, as 
you will use it to access all information pertinent to you on the Faculty Web Server.  Allowing anyone else 
to use your PIN is a violation of policy and could jeopardize the security of your personal records. 
 
When entering grades through the web: 
· You must enter a grade for every name on the class list.  Use the pull-down menu to select grade. 
· You may not enter a grade of “W” or “AU” on the final grade roll.  Students who have been withdrawn 

will be indicated on your roll. 
· If you have a student in your class whose name does not appear on your roll, prepare a Grade Change 

Form and send it through your department chair to the admissions and records office. Contact the 
student to make him/her aware of the problem. 

· If a student is on the class list and has never attended or stopped attending the class, enter the last date 
the student attended the class and give him a grade of “F.” 

· If you are giving the student a grade of F, I, N, U, or W, you must enter a Last Attend Date. If the student 
attended your entire class, you will use the last date of the term as the last date of attendance. This 
information is required by financial aid for their reporting purposes and must be reported for each of 
these grades. 

· Do not post or publicly announce grades or discuss a student’s academic records with anyone other 
than the student (including parents).  At your discretion, you may accept self-addressed, stamped 
envelopes from the students so that they can receive their grades prior to mailed reports.  You may wish 
to refer to the Family Education Rights & Privacy Act information (see handbook index).  Students can 
view their grades on the web the next morning after the deadline for grade input.   

 
INSTRUCTIONS FOR ENTERING FINAL GRADES ON THE WEB: 
  1. Sign on to web: www.brevardcc.edu, click on banner web 
  2. Click on: Login to Secure Area 
  3. Enter User ID: (your faculty identification number) 
  4. PIN: Enter your PIN number.  If you have forgotten your PIN, contact Human 

Resources 
  5. Click on: Login 
  6. Click on: Faculty & Advisors 
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  7. Click on: Final Grades 
  8. Term: Select appropriate term. Submit term 
  9. Select CRN Submit CRN. (Note: If you are teaching a course that does not appear on your 

list, notify your department secretary immediately.) 
10. Under Grade enter appropriate grade.  If student stopped attending your class, enter last date of 

attendance. If student never attended class, enter first day of term date. 
11. When you are finished, click on Submit Changes 
12. If you have additional courses, at the bottom of current class list, click on CRN Selection. Select 

another CRN and repeat process 
13. When all of your courses are complete, click on Exit in upper right corner 
14. If you discover you have made a mistake, you can go back onto the web and make changes until the 

grades are rolled to history, which will be immediately following the final deadline for inputting grades. 
 
Student Grades 
Grade mailers are not sent to students. Students can view their grades on the web the day after the 
deadline date for entering final grades.  
 

Instructions for students to view final grades on the web: 
 

1. Sign on to web: www.brevardcc.edu, click on banner web 
2. Click on: Login to Secure Area 
3. Enter user ID and PIN 
4. Click on Student Services & Financial Aid 
5. Click on Student Records 
6. Click on Final Grades 
 

After classes end: 
Grade Appeals 
You need to leave a phone number and address with your supervisor, indicating how and when you can 
be reached to answer grade appeal questions. Grade appeals, related to extenuating circumstances 
beyond the student’s control, are processed through the Student Academic Appeals Committee process 
described in the college catalog. 
 
GRADE CHANGE PROCEDURES  
All grade changes must be initiated by the instructor and approved by the appropriate department chair 
and campus provost. If the instructor is no longer a member of the faculty, the department chair may 
initiate the grade change. Changes must be submitted on a Grade Change Form.  

• Grade changes are processed on the campus where the course was taken. 
• An instructor’s change of grade for a course taught in the fall term should be completed before the 

end of the following spring term.  Any grade changes for classes taught in the spring term or any 
of the summer sessions should be completed before the end of the following fall term. 

• Grade changes or alterations to the student’s academic record cannot be made after a student 
has graduated. 

• Students who do not agree with an instructor’s final grade decision must file an academic appeal 
through the dean of student services.  

o Preliminary Action: If a student thinks that he/she has been unfairly graded in a course, 
the student should meet or communicate no later than the second week of the next term 
with the Faculty member in an attempt to settle the disputed grade and avoid the formal 
appeal process. 

• Each faculty member shall communicate in clear, detailed written form his/her grading policy 
within the first week of the course.  The policy shall be included in the course syllabus.   

• The appeal procedure can be found in the Student Handbook and in the Catalog.   
 
Incomplete Grades 
It is your responsibility to complete an Incomplete Grade Form, give a copy to the student and file a copy 
with your department chair. Students should be told how they can contact you once an incomplete grade 
has been contracted. After the assignments or tests are completed by the student and graded by you, file 
a grade change form (see above). Make sure to consult the catalog for a deadline. After the deadline, the 



2005-2006 Faculty Handbook 
 

 
 Brevard Community College 81 

“I” grade will automatically be changed to an “F” if not completed.  At that point, student must re-register 
and pay for the course. 
 
Family Educational Rights and Privacy Act, FERPA 
Enacted by Congress in 1974, the FERPA (also known as the Buckley Amendment) conditions federal 
educational funding on providing student access to, as well as maintaining the privacy of, educational 
records. 
 
The BCC catalog describes procedures and practices in compliance with this law, such as access, review, 
and challenge of records; release of student records; and designation of “directory information.” The BCC 
web site includes a FERPA tutorial and information specific to faculty. Go to www.brevardcc.edu, click on 
Faculty & Staff, click on Faculty Information. 
 
The following information is offered as a guideline and is not intended to be comprehensive. 
 
G uidelines for Faculty: 
  1. DO keep only those individual student records necessary for the fulfillment of your teaching or 

advising responsibilities. Private notes of a faculty member concerning a student and intended for the 
faculty member’s own use are not part of the student’s educational records. 

 
  2. DO keep any personal professional records relating to individual students separate from their 

educational records. Private records of instructional or other educational personnel are to be kept in 
the sole possession of the maker and are not to be accessible or revealed to any other person, 
except a substitute. 

 
  3. DO NOT distribute/pass around a list of students for them to indicate their attendance if the list has 

any information other than names. 
 
4. DO NOT keep purely personal notes (for example, from a committee meeting recommending 

students for a particular program) in the student’s file, as they will become accessible to the student. 
Official committee minutes are likely to be considered accessible. 

 
  5. DO NOT display student scores or grades publicly in association with names, student ID numbers, 

social security numbers, or other personal identifiers. If scores or grades are posted, use some code 
known only to you and the individual student. In no case should the list be posted in alphabetic 
sequence by student name. 

 
  6. DO NOT put papers, graded exam books, or lab reports containing student names and grades in 

publicly accessible places. Students are not to have access to the scores and grades of others in 
class in ways that allow other students to be identified. 

 
  7. DO NOT request information or access a student’s file by computer unless you have a “legitimate 

educational interest” and are authorized to access the information. Records that are annotated 
“confidential” indicate that the student has requested no directory information be released. These 
records require extreme precaution in the access or release of information. 

 
  8. DO NOT share student educational record information, including grades or grade point averages, 

with other faculty or staff members unless their official responsibilities identify their “legitimate 
educational interest” in that information for that student. 

 
  9. DO NOT share information from student educational records, including grades or grade point 

averages, with parents or others outside the institution without written permission from the student. 
 
10. When in doubt, DO err on the side of caution and DO NOT release student educational information. 

Contact the Collegewide Registrar at 433-7284 for guidance. 
 
Sharing E-mail Addresses or Other Personally Identifiable Information among Students in the 
Same Class 
Faculty who utilize electronic teaching tools such as Blackboard may wish to share students’ e-mail 
addresses or other personally identifiable information in a class with others in the same class. BCC has 
designated e-mail addresses as directory information; however, the faculty member should not share the 
e-mail address of any student who has requested non-disclosure. 
 

http://www.brevardcc.edu/


2005-2006 Faculty Handbook 
 

 
82 Brevard Community College 

Students who have requested non-disclosure of their records at BCC will be notified by the Virtual 
Campus that disclosure of names and email addresses is necessary to conduct distance education 
classes and that the student should drop or withdraw from the class if they do not agree with this release. 
 
Posting Grades on the Class Website and Sending Grades via E-mail 
Even though students use their login IDs and passwords to sign in to a class website, it is a violation of 
FERPA if students in the class can see one another’s grades, unless written consent is given by all 
students for their grades to be posted. Since there is no guarantee of confidentiality in transmitting 
information electronically via campus e-mail or through the Internet, faculty who wish to send grades to 
students via e-mail need to understand that if there is an unauthorized release of grades to someone who 
is not a school official, the institution would be in violation of FERPA.  
 
INSTRUCTIONAL RESPONSIBILITIES 
Understanding Your Students 
BCC Student Characteristics 
Brevard Community College students span a wide variety of ages and interests from the dually enrolled 
high school student who aspires to a baccalaureate degree to the mature, retired adult who has always 
wanted to learn more. In addition, some students come to upgrade their job skills while others retrain to 
seek new employment. The average age of community college students is now 29, and most attend 
college part-time. These students are trying to balance the demands of a family, job, and college, and 
some are single parents with childcare issues. Therefore, these college students need your guidance, 
support, and interest to help them achieve their goals. 
 
Characteristics of the Adult Learner 
Community college students generally are nontraditional students, as they tend to be older (over 30), to be 
first-generation learners, to work 30 hours or more per week, to have more life experiences and family 
responsibilities than the younger traditional students. Of these students, 40-50% are under-prepared, or 
at-risk academically. Therefore, it is important to consider under what conditions and how adults tend to 
learn best. In addition, more than in the universities, the community college population tends to reflect the 
ethnic composition of the institution’s locale. Minority students constitute over 25 percent of the nation’s 
community college enrollments. Meeting the needs of diverse populations and issues concerning diversity 
are faculty concerns that demand to be addressed in planning curriculum and in instruction. 
 
· Adult learners have more work experience than traditional students. Thus, they expect to be respected 

as adults, and they function best when their self-concept is not threatened. It is important to make the 
adult learner feel accepted and comfortable in a learner-centered classroom. Faculty who function as 
mentors and as facilitators of learning meet student success more readily. 

 
· Adult learners are experienced in living, thus often have a rich reservoir of life experiences on which to 

draw. They may also possess techniques that they have developed throughout life, which may be 
drawn from and which may contribute to their educational successes. It is not uncommon that some of 
these outside experiences may be quite different from those of the instructor. Yet, the composite of 
these student life experiences, if shared, may enrich the learning environment and may enhance the 
instructor’s role as a facilitator of learning. 

 
· Adult learners seek to learn things they believe that they need to know, rather than information that they 

ought to know. It is important to help direct them towards the learning objectives of the course by 
permitting them to focus on what they need to know, while not overlooking what they ought to know. At 
times, this may be frustrating, but when placed in the proper perspective it can be a very effective 
motivator in helping the adult learner to achieve the objectives of a course. 

 
· Adult learners have a problem-centered orientation to learning. Thus, the most effective teaching 

strategy is one that encourages discussion and other activities where the students are actively involved 
and the instructor is a facilitator of learning, rather than an authority figure. If learning is placed first, the 
role of the student will change from a passive receptor to an active participant. The challenge for the 
faculty is to meet the course objectives with activities that encourage learners to become active 
participants. 

 
The community-college instructor of adult students is responsible for organization of the learning 
experiences that must meet the course objectives, while at the same time respecting the diversity of the 
students and their life experiences and facilitating as they become actively involved in their own learning. 



2005-2006 Faculty Handbook 
 

 
 Brevard Community College 83 

By understanding the characteristics of the adult learner, a faculty member can allow for a variety of 
activities that coincide with these characteristics and enhance the student’s ability to meet the course’s 
learning objectives. Instruction in a community college that is a learning-centered college is challenging, 
yet immensely rewarding for both the student and the instructor. 
 
The Learning-Centered College Initiative 
The Learning Centered Leadership Team (LCLT), composed of faculty, staff, administrators, and students 
from each campus, provides guidance and assistance to the faculty by providing a forum for ongoing 
discussions on learning-centered issues and concepts by sharing experiential classroom activities, 
providing methods of authentic assessment of learning, and involving all employees in this 
transformational process. 
 
In 1999, Brevard Community College began its journey to become a more learning-centered college that 
extends beyond semantics into a major philosophical shift for the college. In simple terms, it means 
holding a common value of placing learning first and providing educational experiences for learners any 
way, anyplace, anytime. A learning-centered college focuses on the learner, which for the faculty means 
helping students to make passionate connections to learning, and accurately assessing that the learning 
has taken place. This concept will require an educational delivery system design that meets the needs of 
the society in which we work and live, for the kinds of students who attend the college, and by utilizing and 
applying new learning research. 
 
To further assist the faculty and staff in making this transformation to a more learning-centered college, 
materials are available for distribution college-wide. The LCLT initiative offers training and workshops 
throughout the year. For more information or to become involved with this initiative, please call Susan 
Lamm-Merritt at ext. 5738 or Barbara Baird at ext. 5612. 
 
Preparing for Class 
Before the First Class 
The most satisfactory teaching and learning experiences come when both instructor and student are 
prepared. Your preparedness will set you apart as a professional and provide the direction needed by 
students to obtain the skills and knowledge required of your course. 
 
You may begin by reading the course description in the college catalog and determining if the course is 
part of a sequence or prerequisite to other courses. Review the objectives listed on the official college 
course plan. (This can be obtained from your department chair). Research available supplements, such as 
computer software or periodicals. Then, discuss the course with a full-time faculty member or assigned 
mentor to gather hints for lectures, assignments, and organizational techniques. 
 
Developing a Syllabus 
REQUIRED SYLLABUS CONTENT   The College requires certain basic information for a course syllabus. 
At the instructor’s discretion, additional course information considered helpful to the student may also be 
included. The required information includes: 
 
 Term and Year: If the same syllabus is used in a following term, term and year must be 

updated. 
 Course Number: e.g., ENC 1101 
 Course Title: e.g., Communications I 
 Pre-requisite Course Number: Included only if applicable 
 Instructor’s Name: 
 Office Room Number: 
 College Telephone Number: College number and extension 
 E-mail Address: 
 Advisement Hours:  
 Text (s): Author/Title/Edition 
 Course Description: See course plan provided by department chair 
 Course Objectives: See course plan 
 Course Competencies: See course plan. If course includes specific CLAST skills, note that fact 

and asterisk each of those competencies on syllabus. 
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 Outline of Course Work: Outline daily or weekly reading, writing, project, test assignments; or 
generally outline a list of major writing, project, test assignments that 
will be used as basis for student’s final grade. 

 Late Work or Make-up Work:    
 Grading Procedure: Explain in exact terms procedures used in calculating student’s final 

average. Having this information in print is vital if grade is questioned or 
appealed. 

 Grading Scale: Although instructor may establish his/her grading scale, the college has 
specific grading policies. See current term’s catalog. 

 Attendance Policy: Establish a clear policy concerning absences and tardies which reflects 
college and VA attendance guidelines. See current term’s catalog. 

 Withdrawal Policy: State the college withdrawal date for the term and if student must carry 
responsibility for his/her withdrawal. Include the college policy 
governing students not withdrawn by that date. See current term’s 
catalog. 

 Gordon Rule Courses: A statement specifying that the course is a Gordon Rule course and 
what that means. 

 CLAST Skills: A list of CLAST skills taught or reinforced in the course. 
 
Gordon Rule courses must have a specific statement regarding number of words required. The instructor 
must also specify how the requirement will be met i.e., research paper, reaction paper, etc. These are 
some of the things the department chair will be noting when he/she receives your handouts. A list of 
CLAST Skills can be obtained from your department chair. 
 
Detailed calendar of lessons, session-by-session or week-by-week, may be helpful in structuring the class. 
To prepare your detailed course calendar, begin by listing specific dates of the class meetings. Using the 
college catalog, note holidays, exam times, withdrawal dates, and any other important dates. After you 
have surveyed the required course objectives, decide what you want to have accomplished at certain 
points in the term. Then schedule projects, reports, tests, special assignments, review sessions, textbook 
pages, and discussions, either by unit or content study.  Balance the reading and assignments over the 
term so you and the students do not feel burdened or rushed at the end. 
 
Detailing such a syllabus will help students plan their work accordingly and emphasize that organization is 
part of quality. If possible, have your syllabus duplicated to hand out during the first class session. A copy 
is to be deposited in the department office for student inquiries. 
 
FACULTY E-MAIL  
Full-time faculty is automatically set up in Outlook within a day of completing the new hire process.  The 
department chair will have the username and password.  To access Outlook from your desktop, click on 
the Microsoft Outlook icon.  To access Outlook through the web, go to the BCC webpage 
www.brevardcc.edu, click on Faculty & Staff, then Outlook Web. 
 
Adjuncts are automatically set up in IMail within 24 hours after being assigned to a class.  To find your 
IMail address, go to Banner Web, Login to Secure Area, click on Personal Information, then click on View 
E-Mail Address(es). Your IMail address is the Adjunct e-mail address. Your UserID is your Network ID, 
which is the first part of your IMail address. 
 

 Example: UserID =  n12345678         IMail address = n12345678@imail.brevardcc.edu 
 

If you elect to forward IMail messages to your personal e-mail provider and you later change providers, 
you must manually go to IMail and update your account information. Your IMail will not be automatically 
forwarded. 

“IMail” for Students  
The college has designated IMail as the official means of communication for college business for 
registered students. This includes communication from instructors. IMail accounts are normally available 
within 24 hours after registration. 
 
All current students have been assigned accounts and each new student, both credit-seeking and 
continuing education will receive accounts when they register.   The account will remain active while a 
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student is enrolled, and if the student has an Incomplete grade, through the subsequent term. IMail 
accounts are deleted if the student is dropped for non-payment.  For more information, go to 
http://imail.brevard.cc.fl.us and click on “Help.”    
 
Students may access their accounts through on-campus computers with student Internet access or from 
their home computers if they have an Internet service provider.  
• Requests for campus-wide messaging via IMail should be directed to your campus dean of student 

services.  
• Requests for collegewide messaging via IMail should be directed to Dr. Jim Heck, Collegewide Dean of 

Student Services.    
 

IMAIL -- E-MAIL FOR BCC STUDENTS 
Go to: www.brevardcc.edu. Click on I-MAIL 

Your IMail address is the STUDENT Email Address.  
Your USERID is the first part of your IMail address (your Network ID.) 

  Example: USERID =   n12345678          IMail address = n12345678@imail.brevardcc.edu  
  
TO ACCESS YOUR MAIL THROUGH YOUR IMAIL ACCOUNT: 
START BY GOING TO....http://imail.brevard.cc.fl.us/ 
(link will open in new window)  
• Enter your USER ID (lower case n followed by 8 numbers)  
• Enter your PASSWORD: Your initial Password is your birthdate in the format MMDDYY  
• Click on Logon  
• If the Logon information is correct, your mailbox summary appears.  

 
TO CHANGE YOUR PASSWORD  
Click on Change Password (the college recommends that you change your password frequently.) If you reset 
your password and then forget it, you must call the Helpdesk  at (321) 433-7600 for assistance. 
 

TO FORWARD IMAIL MESSAGES TO EXISTING E-MAIL ACCOUNT: 
    Check the website for instructions based on specific providers. 

 
 
SMARTHINKING – ONLINE TUTORING 
Smarthinking is one of the leading providers of live, online tutoring and academic support solutions for 
students. BCC has provided students with free access to Smarthinking.  See Appendix H for student 
instructions.    
 
TURNITIN – Web-Based Plagiarism Detection Service 
Turnitin.com is an entirely web-based service, endorsed by the Florida Distance Learning Consortium as 
the best plagiarism detection product on the market.  Although many plagiarism services perform 
contextual matches on the Internet, they do not have the capability to search documents on a historical 
basis.  Turnitin’s database is so massive it has every document that was ever placed on the Internet from 
1998, and saves a “picture” of whatever is on the internet to this database daily.  Turnitin also pays for 
access to proprietary databases which include journal articles and reference materials; these are 
unsearchable by other services.  It is a full-service program; besides plagiarism detection, they are 
concerned with providing resources to students on how to avoid plagiarism.   
 
Brevard Community College has recently renewed its license with Turnitin.    Many faculty members have 
been using it extensively.  Faculty are encouraged to visit http://www.turnitin.com/static/home.html.  You 
may contact Stephanie Lubno at x7151 for more information. 
 
First Class Session 
Your first class meeting should be carefully planned since it sets the tone for the entire term. You are the 
role model after which students will pattern their behavior. 
 
· Arrive before the scheduled beginning of class since this action will inform your students that you 

expect punctuality. 
 
· Write the course name, number and section on the board. Make sure students are in the right class. 
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· If they are not, take a copy of the class schedule with you, and assist students in finding the correct 
room. If you are not sure of the location, send them to Student Services. 

 
· Introduce yourself, write your name on the board, give your background, and describe something 

interesting about yourself or your course. 
 
·
 
 Hand out the course syllabus.  Ensure that late arrivals receive a copy. 

· Introduce the textbook(s) to the class. Literally, show the students the text so they know specifically 
what they are to purchase. Note where text information is on the syllabus. For an evening class, allow 
students to go to the bookstore before it closes. 

 
· Review every item on the syllabus, especially noting policies regarding attendance (excused and 

unexcused absences), tardiness, and late assignments. Remember that the syllabus is your contract 
with students. Highlight your availability, grading criteria, course objectives, and special assignments or 
tests. Since many students are grade conscious, carefully explain your grading system and the criteria 
for earning an “A.” 

 
· If your course is part of a sequence or follows a prerequisite, explain how the courses are related. Then 

review what the students have learned and what they are going to learn. Discuss the purpose of the 
course. 

 
· Inform students of learning resources (e.g., Learning Resource Center, Smarthinking, tutoring, etc.) 

available to them outside of class and how they can use them. 
 
· Take attendance. Check each name on the class roll carefully; ask if any names were not called. 

Examine the students’ registration schedules, and add their names and student numbers to your roll if 
they belong in the class. If a roster is not available, have students sign an attendance sheet. Make sure 
to ask students what they prefer to be called. Discipline is easier and students relate better when they 
are called by name, so learn students’ names as quickly as possible. 

 
· Review college rules and emergency procedures. Note that smoking is not allowed in buildings; neither 

are cellular phones, and audible pagers; eating and drinking are not permitted in the classrooms. 
 
·
 
 Assure students that the class will use standard English in oral and written communications. 

·
 
 If applicable, give diagnostic exams or writing samples. 

· If time permits, learn a little about your students by (1) asking them to complete a student fact sheet or 
list of questions prepared by you, (2) having them individually share information about themselves, or 
(3) pairing students and having them introduce their partners. Information might include name, major, 
present job, related courses, expectations of the class or college, and unique characteristics of the 
individual. This activity may also be completed at the next class session. 

 
· You might want to organize a phone tree or buddy system for your class. In case of an emergency 

when a class might be cancelled, each student would be responsible for calling one other student in the 
class who, in turn, would pass the information along to the next student on the phone tree list. In a 
buddy system, each student shares his/her name and phone number with two other classmates, 
whereby they can check on assignments, form study groups or answer questions about homework. 

 
· At the end of the session, assign the lesson for the next class period, highlighting key points in the 

reading and outlining any written work. 
 
 
The Teaching / Learning Process 
Instructional Tips 
Following are some suggestions to enhance classroom instruction. 

• Set a good example; be punctual and be organized. Begin and end class on time. 
• Be excited about course content and students’ reaction to it. Be confident and enthusiastic. 
• Make assignments explicit; prepare handouts for complex assignments. 
• Increase reading comprehension by noting major points to be studied and key definitions. 
• Review previous class content before discussing new ideas. 
• Assist students in reviewing materials to be covered on quizzes and exams. 
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• Allow ample time for communication. 
• Use a variety of learning strategies, such as the following: 

Audio-visual materials Guest speakers 
Brainstorming Tools 
Case studies Library instruction (schedule classes in advance) 
Computer simulation Oral reports 
Constructivism Panel discussions 
Cooperative or collaborative learning Primary research 
Critiques by students Problem solving 
Cultural presentations Role playing 
Debates Service-learning option 
Dramatic reenactment Shared experiences 
Field trips (see supervisor for forms) Videotaping 
Group projects Web-based presentations 

 
Tips for Student-Faculty Interaction and Student Retention 
Positive interaction builds students’ self-confidence and reinforces learning. Following are some 
suggestions to enhance interaction and increase retention.  
 

• Use positive language. Tell students that you want them to succeed: “I’m on your side. I’m not here 
to flunk you.” Stress a positive “you can handle it” attitude. Avoid negative pronouncements:  
“Only five students out of twenty will pass this class.” 

• Give students oral compliments when they are doing well, especially on a one-to-one basis. Some 
• students are embarrassed by praise within a group. 
• Try to say a few friendly words to each student during the term. Show interest in all students and do  
• not neglect less-skilled students. 
• Write a personal note or call students who miss class. 
• Respond to student ideas so students know that their contributions are valuable. Well-timed 
• encouragement can make the difference between persevering and dropping out. 
• Emphasize your willingness to answer questions and explain problems at the students’ 

convenience. 
• Urge students to talk with you about problems and work conflicts before dropping out. Often your  
• supervisor can suggest alternatives so students can complete the course. 
• Correct plagiarism by using the following comments: “You haven’t given credit here. I’m glad you 

took the time to look up the information, but you must give credit. I’ll accept the paper after you 
document it correctly.” 

• Treat the students as mature adults, letting them know that you expect them to act responsibly.   
• Create a non-threatening classroom environment where students feel free to respond, ask 

questions, and engage in learning activities without intimidation. 
• Be honest and direct in your opinions and attitudes toward students and the subject matter. Do not 

be afraid to admit a mistake or that you do not know all the answers. 
 
Tips for Student Evaluation 
Grades are a form of motivation. Therefore, it is important that the students know how they will be 
evaluated and be shown ways to improve their work. Miscommunication between you and your students 
about grades often results in hard feelings and appeals. Following are some suggestions to improve 
tudent evaluation. s

 
• Tests give feedback to you as well as the students about comprehension of material. If test results  

are not what you expected, see if the test content corresponds to the objectives, lectures, and 
reading assignments. 

• Give specific and timely feedback concerning test results. Allow time in class to verbally critique 
results, identify areas that need improvement, and respond to students’ questions. 

• Return written assignments promptly; the next class period is ideal, and no longer than a week on 
most assignments. Extensive papers may take a couple of weeks. Do not have research projects 
due the last day of class. 

• Collect and respond to all work (not necessarily with a grade). 
• Personalize responses to student essays, exams, and homework. Note areas that need  
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improvement so students can correct their errors on future assignments. 
• Find something positive to say about every written assignment. Students are sensitive; they often 

feel you are judging them rather than their work. 
• Frequently provide feedback concerning students’ progress in the class, including attendance. Take 

initiative to talk with students who are doing poorly and advise them of available services. 
• In college prep classes, such as English, reading, and math, the term grade may be based on 

improvement or final exams rather than an average of all work. 
 

Disruptive Behavior 
Faculty should consult the student handbook and the college catalog for a description of the Students’ 
Rights and Responsibilities, Student Code of Conduct, Disciplinary Sanctions, and Student Disciplinary 
Procedures. When an instructor determines that a student is disrupting a class, the following steps may be 
taken: 

1. The instructor may tell the student to leave the class and to wait in the unit area until the instructor 
joins him/her there to determine the appropriate course of action. When the instructor meets the 
student, actions taken could include: 

• Securing assurance from the student that he/she will refrain from further disruptive 
behavior. 

• Directing the disruptive student to the campus dean of student services, where the 
 instructor will join the student and the dean at a pre-arranged time. At this meeting, the 
situation will be reviewed and appropriate action will be taken. 

• Should the student refuse to leave the classroom, the instructor may request that security 
 remove the student and accompany him/her to the office of the Dean of Student Services. 
The instructor should then join the student and security officer in the office of Student 
Services as soon as possible. 

2. Depending on the nature of the disruption and the agreement reached by the instructor, student 
and dean, disposition could include: 

• Conditional return of the student to the classroom. 
• Expulsion of the student from the class involved. 
• Expulsion of the student from BCC. 

 
The campus provost must be informed if any of the above steps are taken. 
 
Students with Psychological Disabilities 
There are many types of mental illnesses including anxiety disorders (Panic Disorder, Post-Traumatic 
Stress Disorder, Obsessive-Compulsive Disorder, Social Phobia), personality disorders, bipolar disorders, 
schizophrenia, and others; therefore, it is difficult to generalize behaviors resulting from them.  Considered 
to be physical brain afflictions, they disrupt a student’s ability to think, feel, and relate to others. According 
to the National Alliance for the Mentally Ill, mental illness is more common than cancer, heart disease, or 
diabetes, and more than five million Americans suffer from an acute episode of mental illness each year. 
 
Students with psychological difficulties are often a challenge to faculty because the disability itself may be 
invisible and because their behavior may range from disruptiveness to indifference. Some conditions may 
be temporary while others are chronic, and the behaviors that are manifested in class can be quite varied. 
Symptoms that mental illness might be present are: delusions, hallucinations, cognitive deficits, blunted 
affect, poverty of speech, anhedonia, apathy, increased motor activity, or elevated mood. Depression is 
one of the most common mental disorders in which a student may present the following: an appearance of 
apathy, disinterest, inattention, impaired concentration, irritability, or fatigue. Anxiety is also a prevalent 
condition on the college campus and may fall within normal limits and actually assist in the learning 
process. However, in its severe form, it can adversely affect learning by reducing the ability to concentrate 
and by distorting perceptions. It may be manifested by constant talking, complaining, joking, crying, 
extreme fear, panic, or withdrawal, and the student may experience lightheadedness, heart palpitations, 
and/or hyperventilation. In addition to the many psychological disorders from which students may suffer, 
they may also be affected by side effects from the medications that are prescribed for these conditions.  A 
result of mental illnesses in the college setting may be inadequate performance of class assignments and 
inappropriate classroom behavior. It is important to remember that students with these disorders have little 
control over their disabilities. 
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The rules, laws, and responsibilities for students with psychological disabilities are the same as those that 
pertain to students with other types of disabilities. However, if a student is manifesting behavior that is 
ffecting classroom management, the following suggestions may be considered: a

 
1. Speak with the student privately about his/her inappropriate conduct. Clearly state the 

boundaries of acceptable behavior in your class. It may be appropriate to have a witness 
to your conversation. 

2. Only speak about the student’s behavior in your class. Do not attempt to counsel, treat, or 
diagnose. 

3. If threatening behavior occurs, depending upon the severity, refer the student to your 
campus dean of student services, call security, or dial 911 

4. If the student is registered with the Office for Students with Disabilities (OSD), the student 
may be sent to that office. If it is not known if the student is registered with the OSD, that 
office may be called, and if the student has signed a release, the personnel there might be 
able to discuss the case and provide suggestions.  

5. According to Circles of Care, one should use the following strategies for managing 
conflict: 

A. Avoid blaming 
B. Speak in a calm voice 
C. Use clear, short statements to highlight the main points 
D. Elicit the student’s point of view 
E. Focus on specific behaviors 

6. Utilize the attached tips by Circles of Care for Responding to a Crisis, and Effective 
Communications in Crises.  

7. If the student is requesting assistance, he/she may be referred to one of the following 
community resources: 

A. Circles of Care Intake Services (24 hours) - 722-5257 
B. Crisis Services of Brevard (24 hours) 211 

 
Responding to a Crisis 
During an intervention, your safety is a major consideration. The possibility of injury exists regardless of 
your background, experience, and relationship with the parties in crisis. For that reason, remember the 
following safety procedures: 
 

1. If possible, always intervene with a partner. This is especially true when there is more than one 
person in crisis. 

2. Approach the crisis or potential crisis slowly and carefully. Take time to survey the surroundings 
for clues that night help later. Although time is critical, the precautions you take at the outset may 
prevent problems later. 

3. Observe the person(s) in crisis. What is he/she doing? What must you do immediately to stabilize 
the situation? Do it! 

4. Note any objects in the room that could be used in a violent way. A heavy ashtray or an innocent 
pencil could become a lethal weapon in the hands of a violent person. 

5. Be aware of all other persons in the room, and note all persons who enter after you arrive. 
Assume nothing. Observe both the verbal and nonverbal behavior of everyone in the room. 

6. Be prepared for unexpected behavior of significant others in the immediate area. 
7. Initially step into the area or room only a few feet at a time. Proceed only as far as it seems safe. 
8. If possible have the person sit down. The potential for violence seems to be lower when everyone 

is seated. 
9. Know where the entrances and exits are. Select an appropriate place to sit so you can be safe. 
10. Sit in the following manner: feet solidly on the floor with heels and toes touching the floor; hands 

unfolded on your lap; your body leaning slightly forward toward the person. This position 
accomplishes two important functions: 

• It gives the person the feeling that you are attentive to what is being said and 
experienced. 

• It permits you to respond immediately should you be physically threatened. Although a  
crossed-leg, folded-arm position, or a similarly relaxed position, may be comfortable, it 
can reduce your ability to respond quickly should an immediate response be needed. 

11. Attempt to speak with the person at eye level. 
12. Avoid standing above the person in an authoritarian or parental manner. If the person chooses to 
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remain standing, you should remain standing too. 
13. Do not turn your back on the person or allow the person to walk behind you. 
14. Do not position yourself in a corner from which you cannot exit. 
15. Stand in the following manner: feet placed shoulder-width apart; one foot slightly behind the other; 

weight on the rear leg; knees slightly bent; hands folded, but not interlocked, on the upper 
abdomen or lower chest; arms unfolded. This unrestricted stance permits instant response to a 
physical threat. Hands placed in one’s pockets are suspect, and having to remove your hands 
increases your response time. Folded arms can be threatening and can also impede your 
response. Maintaining your weight on the rear leg with knees slightly bent permits quick 
movement in almost any direction without affecting balance. 

 
  Guidelines for Effective Communication in Crises 
  1. Listen effectively 

· Fully hear what the other person is saying. 
· Maintain eye contact if at all possible. 
· Let the other person talk freely. 
· Try to comprehend what the other person is saying. 
· Listen for both feelings and content. 
· Paraphrase the other’s statements to gain clarification. 
· Ask for clarification when necessary. 
· Don’t let your own feelings get in the way of understanding what the other person is trying to say. 

 
  2. Respond descriptively 

· Don’t be evaluative in your response; evaluative statements tend to elicit defensiveness. 
· Keep in mind that “rightness” or “wrongness” may not be the issue. 
· Remember, effective communication is not a contest; a “win or lose” mentality is inappropriate. 
· Learn all you can about the other person’s thoughts and feelings. 
· Use descriptive statements and reveal your reactions to the other person. 

 
  3. Use your own feelings. 

· Remember that feelings are important in communicating and that they are always present. 
· Practice expressing your feelings. 
· Take responsibility for your feelings. 
· Use “I” messages rather than “you” messages; “I” messages reduce threat to the other person. 
· Use descriptive statements that contain feelings. 
· Be clear and specific about your feelings. 

 
  4. Assess needs 

· Consider the needs of all involved. 
· Address issues over which the person has actual control. 
· Avoid being judgmental and critical; avoid preaching. 

 
  5. Make timely responses 

· Deliver responses at the time they are most important. 
· Deliver responses as soon as possible after the behavior that requires response. 
· Do not store up old concerns for later discussion.  
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V. Distance Learning  
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F aculty Guidelines for Teaching Distance Learning Courses 
 
Distance learning uses technology to deliver education to offsite locations asynchronously. Distributed 
learning enhances the traditional educational experience through the use of technology, often appealing 
to different learning styles, using reinforcement and repeatability to deliver course material.  Online and 
teleweb courses use the medium of distance learning for delivery. Quality development and delivery of 
these courses is the responsibility of the Virtual Campus.  Hybrid and companion courses use distributed 
delivery.  The quality development and delivery of these courses is the responsibility of the campus on 
which they reside. 
 
The Virtual Campus provides some technical support and input into development of hybrid and companion 
courses; however, the majority of instructor support is provided by the campus Instructional Technology & 
Multimedia Services group. 
 

 
 
Unless specifically addressed herein or otherwise stated, all existing college policies and 
procedures apply to the Distance Learning (Virtual Campus) curriculum.   
 

 
 
Without diminishing the importance of traditional methods, the college has responded to student demand 
to make distance learning courses (telecourses and online courses) an increasingly important element in 
the delivery of instruction at Brevard Community College. The purpose of BCC’s online courses is two-
fold: (1) to expand access to the college’s degree programs and courses and (2) to expand opportunities 
for BCC faculty members and staff through the use of new educational technologies. 
 
The Virtual Campus Provost works closely with other campus provosts and department chairs to 
determine full time faculty assignment for Virtual Campus courses.  As the demand grows and more 
Virtual Campus courses are added to the schedules, the college will utilize the services of additional 
adjunct faculty to meet needs of this growing enrollment.    
 
Curriculum  
The BCC collegewide-curricula decision making process shall be followed for the development of all new 
or revised Virtual Campus (VC) courses. Department chairs and Virtual Campus staff will provide support 
for the faculty in the process of distance learning program and course development. 
 
Instructional support for virtual course faculty is provided through the Virtual Campus staff. This includes 
online course management training, internal coordination of textbooks and access codes, multimedia 
support and other instructional support as necessary for a smooth operation of online course delivery. 
 
Teleweb Courses 
Brevard Community College offers telecourses to bring education to the home or the workplace. 
 

• Teleweb courses are college-level courses for credit that are televised for the student’s 
convenience. 

• Teleweb courses combine televised lessons, accompanying print material, assignments, optional 
on-campus review opportunities and minimal required on-campus sessions for orientation, 
discussions, and examinations.   

• Teleweb courses allow adult students with family/work obligations, scheduling conflicts, 
disabilities, and/or other obstacles to pursue their educational goals. 

• Teleweb courses are equivalent to on-campus courses in the quality of instruction, content, 
transferable college credit awarded upon successful completion, fees, and instructor 
qualifications.   

 
 
 
 
Hybrid Courses 
Hybrid courses combine two modes of instructional delivery; online teaching & learning and on-campus 
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instruction.  Hybrid courses will meet one to two days per week in the classroom (at least 50% of the 
regularly scheduled meeting time) and the remaining instructional time will take place on the Internet.   
 
Hybrid courses are scheduled on the campuses; therefore, the department chair must correctly designate 
these courses in Banner.   
Example: 
 46-49C Cocoa Hybrid 
 46-49M Melbourne Hybrid  
 46-49B Palm Bay 
 46-49T Titusville 
The designated meeting day is a fixed scheduled day and does not alternate during the term.  This 
ensures that the student knows which day he must come to campus and provides for the classroom to be 
scheduled on non-meeting days. 
 
Textbooks 
Virtual Campus textbook selection shall follow the existing BCC guidelines as outlined in the Faculty 
Handbook. All textbook and resource material information for online courses shall be posted in the online 
syllabus on the college website and on the syllabus in the online classroom. Information sessions for the 
Online Syllabus Submission Site are held on all physical campuses.  Instructors are responsible for all 
changes, updates or amendments to textbook or resource material information. 
 
Class Size, Faculty Compensation  
The College has in place procedures and practices that address the areas of faculty compensation for 
distance learning instruction and faculty ownership rights for production of electronic media used in 
distance learning courses. 
 
Salary arrangements for instructional personnel are established by the collective bargaining agreement 
between the college and the UFF-BCC. 
 
Online Courses and Teleweb Courses 
Online course sections will be considered as part of the faculty member’s regular load, or may be taught 
as overloads.  Campus provost’s approval is required. 
 

• A section will have a minimum of 15 enrolled to be considered a full class 
• Sections with fewer than 15 students will be paid at the VC independent study rate unless the 

course is to be counted as part of load, in which case campus provost approval is required. 
• A section will have a maximum of 25 enrolled. 
• Students 26 through 29 will be paid at the VC independent study rate, in addition to the regular 

course rate. 
• When the section reaches 30 students, the class must be split into two sections. 

 
Independent study  
The VC Independent study pay rate will be 1/15 of the appropriate class rate times the number of 
students. Independent study contracts for amounts less than $500 will be paid in lump sums at the end of 
the term. 
 
For each online section, the faculty member will be permitted to account for advisement and on-campus 
time outside of the traditional locations and times, such as at home. The number of hours will be based on 
the credit hours of the course as indicated in the table of Article 20, Section 2 of the collective bargaining 
agreement between the College and the UFF-BCC. 
  
As appropriate to meet BCC course objectives and plans, it may be necessary to assign a faculty member 
the responsibility for multimedia production and/or major development of distance learning course 
materials. The College supports and encourages development of scholarly and creative works and 
educational materials. Faculty members are encouraged to discuss development of and any 
compensation for development of distance and distributed learning modules with the provost of the Virtual 
Campus. 
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Intellectual Property Rights 
All materials created and posted on the college’s learning management system shall become the property 
of Brevard Community College.  The instructor retains no copyright to any materials, data, images or other 
multimedia posted in the online classroom.  All faculty members drafting, developing or posting materials 
within the LMS shall be responsible for any necessary copyright or intellectual property rights permissions 
prior to said posting. 
 
Faculty Instructional Assignments 
For any Virtual Campus course that is considered an overload for a full time faculty, the department chair 
for that faculty is to prepare a form for pay for instructional assignment.  This form is then sent to the 
Virtual Campus for insertion of the proper account code and signature.  All compensation is to be 
calculated using the requirements set forth hereinabove. 
 
Syllabi 
All distance learning courses shall have a course syllabus that complies with the “Required Syllabus 
Content” as set forth in the BCC faculty handbook. Instructors are required to complete the Web-based 
syllabus form for every distance-learning course by the stated due dates.  
 
Orientation 
Faculty members new to the Virtual Campus should attend virtual campus faculty orientation held the 
week prior to the start of each term. 

Virtual Campus Faculty Schedules 
Instructors will account for 35 on-campus hours per week and will post a working hour schedule in 
accordance with the appropriate procedure of the Operational Procedure manual.  All instructors will show 
a minimum of twenty-five (25) in-class hours and office hours combined.  In the event an instructor has 
classes on two campuses on the same day, an appropriate amount of travel time may be shown in the 
schedule.  Counselors and librarians will account for forty (40) hours per week as approved by their 
immediate supervisor.  The schedules for librarians and counselors will include the rest break specified in 
Article 9, Section 6.  Instructors who teach online or teleweb courses will be permitted to account for on-
campus, advisement and in-class hours at a location other than the college according to the following 
schedule: 
 
In the event that an instructional load is completely composed of online and teleweb courses, instructors 
may account for all in class, advisement and on campus hours at a location other than the college; 
however, all online and teleweb instructors will be required to attend on campus department or committee 
meeting obligations and will be required to meet with the students on campus or in another appropriate 
setting, upon any reasonable request by such student. 
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TEACHING WITH BLACKBOARD 
 
Required Technical Skills 
Before teaching online or teleweb, instructors must be able to do the following: 

• Open, save and delete files  
• Create, delete and manage file folders  
• Use the necessary peripheral devices which may include a floppy drive, a hard drive, a zip drive, a 

CD-ROM, DVD, web cam, digital camera, microphone or scanner 
• Create a course syllabus, class assignments and tests, documents in RTF format 
• Use, manage and store e-mail 
• Send e-mail file attachments 
• Be aware and be able to locate resources and information on the college’s website 
• Identify several resource sites and be able to access and use BCC’s online library resources 

Blackboard Course Development  
BCC uses BlackBoard Learning Management System to support the online courses.  The minimum 
required training for teaching with Blackboard is “Blackboard Basics.”  This hands-on workshop is offered 
on all campuses and online.  See the college-wide training site for dates, locations and registration. 
 
Upon completion of Blackboard Basics, participants will be able to manage an online classroom 
environment and begin to develop online materials by being able to:  
 

1. Login to Blackboard  
2. Identify and navigate all areas of the portal 
3. Navigate a Blackboard classroom 
4. Navigate the Control Panel  
5. Post announcements  
6. Create and manage folders 
7. Post documents in .rtf, .doc and .htm format  
8. Change course settings  
9. Disable all unused buttons  
10. Post and respond to discussion board messages  
11. Upload files to the digital drop box  
12. Create basic pool and assessment  
13. View course statistics  
14. Course Import/Export function 
15. Term to term maintenance 

 
 
Once the Blackboard Basics workshop and assignments are complete, faculty members may present their 
certificates of completion to their department chairs or designates and request Blackboard classrooms.  
 
Several Staff and Professional Development workshops are also available each year for faculty wishing to 
expand and increase their online teaching abilities and knowledge of Blackboard. 
 
Evaluation of Learning Outcomes 
Assignments: Regardless of the types of assignments used by the instructor, a key factor for student 
success is turnaround time and feedback. The more specific the feedback and/or written comments the 
instructor can provide to students, the better.  Evaluate and grade all assignments within a reasonable 
time. Two (2) business days from the deadline is required for all but lengthy written assignments or essay 
exams.  If you anticipate a delay in your posting of grades, please communicate this with the students and 
your Department Chair. 
 
Examinations:  All proctored exams must be delivered online. The learning labs on each campus are 
available to proctor exams. Students living out of the county will be responsible for obtaining a suitable 
proctor that meets the approval of the instructor. Complete information for administrating exams and any 
special circumstances must be posted to the Online Proctor Information Site (OPIS.)  Complete system 
documentation is available on the site. Instructors should direct students to make appointments with the 
learning lab most convenient to them. 
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Testing  
The Virtual Campus classes will follow general college testing procedures. Instructors are required to 
administer a minimum of one proctored exam per course. Virtual Campus faculty may require physical 
attendance for testing purposes if such is required to meet course goals and or objectives as determined 
by instructors. Online testing is available to all instructors and learning lab testing facilities and must be 
utilized by Virtual Campus faculty.   
 
Attendance Reporting and Grade submission 
Virtual Campus instructors are required to report attendance and grades in accordance with the college’s 
documented procedures.  Banner Web will be open for several days during each reporting window, during 
which instructors must verify class lists and report any students who have never attended or have stopped 
attending their online classes.  A last date of attendance is required for all students who have not attended 
or stopped attending. Instructors should indicate to students how attendance will be recorded, whether 
through weekly sign in, discussion board postings, quizzes, assignments, or visits to the classroom.  
 
Faculty Evaluation 
All full-time faculty members at the college are evaluated in accordance with the BCC Performance 
Enhancement Program, which is designed to assist faculty in professional development and in the 
achievement of stated college goals. To assure the continued standards of the Virtual Campus courses, 
full time faculty members may request that students evaluate their classes. All students are asked to 
complete the student services evaluation each term.  Instructors receive results of the appraisal forms 
after grades are submitted. 
 
Specific and Unique Responsibilities of Online Course Instructors 
Due to the unique environment in which online courses are delivered, certain duties of an online instructor 
are different from those of the telecourse or classroom instructor. Often they can be even more demanding 
and much more critical to the success of the online student. Online course faculty are responsible for: 

 
• Attaining competency and proficiency in the use of Blackboard  
 
• Developing course content that meets or exceeds the written course objectives and 

requirements 
 
• Providing a welcome letter, syllabus, a course outline and or lesson notes, discussion 

forums (at least 10), evaluation and assessment (one test/exam must be proctored) and 
links to the learning resource center, use of groups and online chat (where appropriate) 
within the online classroom.  It is important that the distinction is made that online courses 
are NOT self or independent study, but structured learning environments, where students 
are accountable to the same standards and regulations as in the campus classroom. 

 
• Posting the web based syllabus for student access by the first day of registration for each 

term. 
 
• Sending an introductory email to all students on the first day of the term, acknowledging 

their enrollment. 
 
• Posting an announcement at the beginning of each week, explaining the expectations for 

that week. 
 
• Providing current and accurate web based information on assignments, grading, course 

materials and instructor contact information. 
 
• Responding to student messages in a timely manner, usually within 48 hours of receipt and 

referring students to the Online Intervention Center. 
 
• Using the Online Gradebook and exporting a file copy at the end of the term. 
 
• Providing textbook and resource material information to department chair or online program 

coordinator, by the established deadlines. 
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• Obtaining permission to use any copyrighted materials in their course, including the use of 

streamed material.   
 
• Identifying any students who are at risk of failing or otherwise not completing the course and 

by providing the names of such students to the online retention specialist. 
 
• Performing regular attendance reporting and submitting final grades per the college 

schedule. 
 
• Participating in S&PD workshops on online instruction  

 
A major responsibility of the online instructor is to promote retention and success of the online learner 
because this population is more vulnerable to failing grades and withdrawals.  Classroom orientation, clear 
communication, timely and complete feedback, student-to-student collaboration and well-constructed 
assignments all contribute to increased student success, completion, learning and satisfaction. 
 
BCC has a full service Virtual Campus that handles all aspects of student life.  Student queries should be 
sent to virtualcampus@brevardcc.edu 
 
BCC@Home: Accessing e-mail from Remote Sites 
As email is the preferred method of communication for most distance learning faculty, BCC has set up a 
method wherein instructors can access their BCC Outlook email accounts from home. The procedure is as 
ollows: f

 
· After logging on to computer through an ISP, click on Internet Explorer. 

· In address window, type: https://web3.brevard.cc.fl.us/exchange/ 

· At first security alert dialogue box, click ok to view page over secured connection. 

· At Network Password dialogue box type: BCC/last name and first letter of first name ex: 
(BCC/Smithj) 

 
· Tab and then type your password. You may save this password by checking the box on the bottom 

left hand side of this dialogue box. 
 

· Click ok. 
 

 
 
Virtual Campus Staff and Support 
Virtual Campus Faculty Helpdesk:  vctechsupport@brevardcc.edu 
 
The following team supports all Virtual Campus activities. 
       Provost of Virtual Campus 
       Dean of Student Services 
       Online Student Advisor 

     Retention Specialist 
     Multi-Media Specialist 
     Online Program Coordinator 
     Learning Management Systems Administrator 
     Department chairs (Liberal Arts, Math/Science, Bus/Tech) 
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BI-WEEKLY PAY CALENDAR 
AND EDIT DEADLINE 

YEAR 2005 - 2006 
PAYROLL PAYROLL TIME EDIT PAY 

ID # PERIOD TO BE EDITED DEADLINE DATE 

BW14 06/25/05 - 07/08/05 07/11/05 07/15/05 
BW15 07/09/05 - 07/22/05 07/18/05 07/29/05 
BW16 07/23/05 - 08/05/05 08/08/05 08/12/05 
BW17 08/06/05 - 08/19/05 08/22/05 08/26/05 
BW18 08/20/05 - 09/02/05 09/02/05 09/09/05 
BW19 09/03/05 - 09/16/05 09/19/05 09/23/05 
BW20 09/17/05 - 09/30/05 10/03/05 10/07/05 
BW21 10/01/05 - 10/14/05 10/17/05 10/21/05 
BW22 10/15/05 - 10/28/05 10/31/05 11/04/05 
BW23 10/29/05 - 11/11/05 11/14/05 11/18/05 
BW24 11/12/05 - 11/25/05 11/28/05 12/02/05 
BW25 11/26/05 - 12/09/05 12/12/05 12/16/05 
BW26 12/10/05 - 12/23/05 12/16/05 12/21/05 
BW1 12/24/05 - 01/06/06 01/09/06 01/13/06 
BW2 01/07/06 - 01/20/06 01/23/06 01/27/06 
BW3 01/21/06 - 02/03/06 02/06/06 02/10/06 
BW4 02/04/06 - 02/17/06 02/20/06 02/24/06 
BW5 02/18/06 - 03/03/06 03/06/06 03/10/06 
BW6 03/04/06 - 03/17/06 03/20/06 03/24/06 
BW7 03/18/06 - 03/31/06 04/03/06 04/07/06 
BW8 04/01/06 -  04/14/06 04/17/06 04/21/06 
BW9 04/15/06 - 04/28/06 05/01/06 05/05/06 
BW10 04/29/06 - 05/12/06 05/15/06 05/19/06 
BW11 05/13/06 - 05/26/06 05/29/06 06/02/06 
BW12 05/27/06 - 06/09/06 06/12/06 06/16/06 
BW13 06/10/06 - 06/23/06 06/26/06 06/30/03 



Name SS# � Employee

Campus Department Phone Room # � Non Employee

Index # 

Meeting/Conference
(attach agenda)

Destination: (City and State)

(Attach Documentation) � Direct Pay Airfare � Direct Pay Registration Fee � College Vehicle

Statement of Benefit: Indicate the purpose of the travel and the benefit to the college from the trip: 

Date Time Circle

Depart AM PM

Return AM PM

TRAVEL COSTS ESTIMATED COST DIRECT PAYMENTS AMOUNT

Airfare ....................................................

Rental Car, taxi, limousine, bus.............

Registration Fee ...................................

Map Mileage (            x .29 per mile)...........

Vicinity Miles (            x .29 per mile)...........

Tolls/Parking 
(attach receipts if greater than $15) .................

Phone (itemize receipts) .............................

Other (specify)..........................................

Per Diem ($50 per day).........................

Meals (see meals calculator) ..................
PLUS

Lodging .............................................

Total Costs ...........................................

Accounting Use: ....................................

Amount Due Traveler ............................

BREVARD COMMUNITY COLLEGE
Out-of-District Travel Authorization Request & Reimbursement

Signature of Traveler Date

Approved: Supervisor Date

Budget Custodian/Campus President Date

Accounting/Budget Date

**TO BE COMPLETED AFTER TRAVEL
Attach agenda, registration receipt, hotel bill and all other receipts.

MEALS CALCULATOR (Do NOT include meals included in registration fee) Circle the appropriate day(s)

Breakfast $ Lunch $ Dinner $
$3 S  M  T W  R  F  S $6 S  M  T W  R  F  S $12 S  M  T W  R  F  S

I hereby certify or affirm that this travel claim is true and correct in every material matter; that the expenses were actually incurred by the undersigned as necessary travel
expenses in the performance of my official duties; and that same conforms in every respect with the requirements of Section 112,061, Florida Statutes.

Signature Date
(Traveler’s signature)

Supervisor’s Signature Date

Send Check to Campus Cashier: (circle one) Cocoa Melbourne Titusville Palm Bay

T #

Regular �

Blanket �

HR-020 Q2500 P0502 R0499 COPY: White/Original - Accounting; Yellow - Traveler; Pink- Accounting; Golden Rod- Purchasing

OR

(Accounting Use Only) Claimed Reimbursed



TThhiiss  ffoorrmm  mmaayy  bbee  ssuubbmmiitttteedd  ffoorr  aa  ssiinnggllee  ttrriipp  iiff  ttrraavveell  ooccccuurrss  iinnffrreeqquueennttllyy..  TTrraavveelleerrss  sshhoouulldd  ssuubbmmiitt  tthhiiss  ffoorrmm  nnoo  mmoorree  tthhaann  oonnccee  aa  mmoonntthh..

I hereby certify or affirm that this travel claim is true and correct in every material matter; that the expenses were actually incurred by

the undersigned as necessary travel expenses in the performance of my official duties; and that same conforms in every respect with the

requirements of Section 112.061, Florida Statutes.

Traveler Signature Date

AACC--4466    QQ11    PP00110044    RR00110044

Brevard Community College
Mileage & Tolls Reimbursement Form

B# _____________________________________________ Name _________________________________________________ Extension ______________ Campus ________________________

IN-COUNTY & OUT-OF-DISTRICT SPLIT

Index - 60501 $

Index - 60502 $

TOTAL $

(Must Equal Reimbursement Total)

* Parking more than $15 needs receipt

Destination Destination Roundtrip Total Odometer Reading BCC Vehicle

MM/DD/YY From To Yes/No Miles *Tolls/Parking From To Yes/No Reason

TTOOTTAALL $$

Supervisor Date

Financial Manager Date

Accounting Department (Budget) Date

TToottaall miles x  29¢ =

TToottaall Tolls & Parking =

TTOOTTAALL  RREEIIMMBBUURRSSEEMMEENNTT  

(Mileage + Tolls)  
$$

CCaammppuuss  ttoo  CCaammppuuss  ((oonnee  wwaayy)) CCooccooaa MMeellbboouurrnnee TTiittuussvviillllee PPaallmm  BBaayy 00 IIAA

Cocoa 19 23 31 46

Melbourne 19 41 17 67

Titusville 23 41 50 40

Palm Bay 31 17 50 83

0rlando International Airport 46 67 40 83

Trip Itinerary

OOuutt  ooff  CCoouunnttyy

• Mileage claimed will be verified against the MMiilleeaaggee

CChhaarrtt.. Significant variances from the chart miles

requires explanation/documentation.

• When using a BCC vehicle only parking cost(s) can

be claimed.



Name____________________________________________________ Department ___________________________________________

First Day Absent _____________ 20_____ Hour Starting __________ a.m. /p.m. Campus __________________ Ext. ____________

❍ Circle one: S M T W R F S Employee ID # _____________________________

Last Day Absent _____________ 20_____ Hour Ending __________ a.m. /p.m. Total Hours Absent _________________________

❍ Circle one: S M T W R F S Part-time ___________ Full-time ___________

Type of Leave (See Operational Procedures Manual) 

Remarks *Destination (if applicable) and reason for leave; multiple occupancy for travel, etc.

REQUEST FOR LEAVE OF ABSENCE

Classes/Other Period(s) Day(s) Date(s) Name of Substitute

___________________________________________________
Requester Date

___________________________________________________
Supervisor Date

Equal Opportunity Employer

HR-051  Q500  P0603  R0603 Original – Requester / Canary – Human Resources / Pink – Supervisor

___________________________________________________
Next Level Supervisor Date

___________________________________________________
District President Date

Out-of-State Travel Requires Approval of the President

For Faculty (List classes and/or other activities requiring paid substitutes)

For Payroll Use Only
Leave of Absence with Pay  ✔

____ Sick (Faculty Only)

____ Personal (Faculty Only)

____ Worker’s Compensation

____ Military*

Leave of Absence Without Pay  ✔

____ Professional

____ Maternity

____ Personal

____ Line of Duty*

____ Professional*

____ Jury Duty
(Jury Summons and Jury Attendance
Certification must be attached) _____________________

Benefit Coordinator



BREVARD COMMUNITY COLLEGE
REQUEST FOR CHANGE IN LEAVE OF ABSENCE

ENTIRE 3-PART FORM MUST BE SUBMITTED
COPY OF ORIGINAL LEAVE REQUEST MUST BE ATTACHED

SUBMIT TO: Human Resources

Name: ________________________________________________________ Date of Change: ________________________________

Department: ___________________________________ Ext. ____________ Original Date of Leave: __________________________

Social Security #: _______________________________________________

TYPE OF CHANGE REQUESTED:

A. Type of leave from that noted above to ____________________________________________________________________________

B. Change dates from ____________________________________________ through _________________________________________

to __________________________________________________________ through _________________________________________

Total work days from ___________________________________________ to _____________________________________________

C. Cancel leave (reason) __________________________________________________________________________________________

D. Change in reimbursement from ___________________________________ to _____________________________________________

____________________________________________________ ____________________________________________________
REQUESTOR DATE CAMPUS PROVOST DATE

____________________________________________________ ____________________________________________________
SUPERVISOR DATE VICE PRESIDENT/ASSOCIATE VICE PRESIDENT DATE

____________________________________________________ ____________________________________________________
DEPARTMENT CHAIR/DIRECTOR OR DEAN DATE PRESIDENT DATE

PLEASE CHECK (✓) ONE OF THE FOLLOWING REGARDING THE ORIGINAL TYPE OF LEAVE:

Leave of Absence with Pay  ✔ Leave of Absence Without Pay  ✔

____ Vacation ____ Line of Duty ____ Professional

____ Sick ____ Professional ____ Maternity

____ Personal ____ Jury Duty (Jury Summons and ____ Personal

____ Worker’s Compensation Jury Attendance Certification

____ Military must be attached)

EQUAL OPPORTUNITY EMPLOYER
HR-11 3300-1001 White - Requestor / Yellow - Human Resources / Pink - Supervisor
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COPYRIGHT/PATENT ROYALTY AGREEMENT 
 
In consideration of One Dollar ($1.01) and other good and valuable considerations in hand paid, the 
receipt of which is hereby acknowledged, (Author) and The District Board Of Trustees of Brevard 
Community College (College) have this           day of           , A.D. 20    , entered into this agreement 
regarding the ownership, disposition, and distribution of royalty income derived from a (book, 
article, video, etc.): ________________________________ 
(title) ____________________________________________________________________________ 
 
  1. It is mutually agreed and understood that the above effort will result in the production of 

copyright/patent royalties. 
 
  2. It is mutually agreed and understood that the effort described above is the result of (Individual 

Work) (College Assisted Work) (College Initiated and Supported Work) (Sponsor Supported 
Work). 

 
  3. It is mutually agreed and understood that the copyright/patent royalties deriving from the 

above effort are the (sole) (joint) property of the (College) (author) and shall be distributed as 
follows: 

 
a. College ___________ % 
b. Author ___________ % 

 
  4. It is mutually agreed that the College shall receive its share of royalty funds within ten (10) 

days of receipt of said funds by the author. 
 
  5. It is mutually agreed that the author shall execute all documents necessary to assign to the 

College its share of the royalty proceeds arising from the aforestated effort. 
 
  6. It is mutually agreed that should legal action be necessary to enforce any term of this 

Agreement, the prevailing party shall be entitled to recover costs of the action to include 
attorneys fees and costs of collection, execution, or enforcement. 

 
  7. This Agreement shall continue in full force and effect during the term of the original 

copyright/patent or any extension or renewal thereof. 
 
  8. This Agreement shall enure to the heirs, assigns, and legal representatives of the parties hereto 

and shall regulate all known and contingent copyright/patent royalties deriving from the above 
effort. 

 
 

_________________________________________________________________ 
Witness Date Author Date 

 
_________________________________________________________________ 
Witness Date        President Date 
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504.6 COPYRIGHT AND PATENT (Revised 10/93) 
 
Brevard Community College supports and encourages its employees to develop scholarly and 
creative works and educational materials and products--intellectual property which may be subject to 
copyright or patent and which may generate royalty income. Such development may involve the use 
of college time and resources. In order to balance, protect, and define the respective rights of 
Brevard Community College and its employees regarding intellectual property that may be subject to 
copyright or patent, the following policy is established. 
 
I. Materials Subject to Copyright and Patent 

The following types of published and unpublished materials may be subject to copyright: 

A. All written works, including books, journal articles, texts, glossaries, bibliographies, study 
guides, resource materials, laboratory and other manuals, syllabi, tests, and proposals 

 
B. Lectures, musical or drama compositions, and unpublished scripts 

C. Films, filmstrips, charts, transparencies, and other visual aids and teaching devices 

D. Video and audio tapes and cassettes 

E. Live video or audio broadcasts 

F. Programmed instructional material 

G. Computer programs 

H. Pantomimes and choreographic works 

I. Pictorial, graphic, and sculptural works 

J. Sound recordings 

K. Other materials subject to the U.S. copyright laws and controls 

An invention or discovery of any new and useful process, machine, manufacture, or composition of 
matter, or any new or useful improvement thereof, may be patented. 
 
II. Determination of Rights 

To determine the disposition of rights to copyrightable materials and patents developed by college 
employees, materials or patents will be assessed within the framework of the following four 
categories: 
 
A. Independent Work 

Rights to copyrightable material or patents that are generated as a result of individual initiative and 
not as a specific college assignment and with only incidental use of college facilities or resources 
shall reside solely with the author or inventor. These materials and patents shall include only those 
which the author or inventor could have developed even in the absence of employment at the 
college. 
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B. College Assisted Work 

When the college provides partial support of an individual effort resulting in copyrightable material 
or a patent by contributing employee time, facilities, or other college resources, the college is 
entitled to share in the rights to ownership and disposition of these materials or patents and a sharing 
of all royalty income. Such partial support exists when the college employee could not have 
developed the material or patent in the absence of employment at the college. A written agreement to 
reimburse the College for institutional time or resources used in developing the work or a written 
Copyright/Patent Royalty Agreement of joint ownership shall be required and college personnel 
engaged in such efforts shall be responsible for contacting the Vice President for Financial & 
Business Affairs for execution of the Agreement before undertaking such college assisted activities. 
 
C. College Initiated and Supported Work 

Ownership of copyrightable material or a patent specifically developed as a result of specific 
assignment by the college or arising out of the duties for which the individual was specifically 
employed by the college shall reside with the college. Under appropriate circumstances, the college 
may share royalty income with the author or inventor upon agreement with the Board. 
 
D. Sponsor Supported Work 

College employees who produce copyrightable material or a patent under sponsor supported projects 
shall be governed by the specific terms and conditions of the sponsorship contract. In most instances, 
the agreement between the sponsor and the college vests title to the copyrightable material or patent 
in the college, with the sponsor retaining a royalty-free license for sponsor=s use. In some instances, 
the agreement may specify that the material or patent is to be distributed within the public domain. 
Some grants or sponsorship programs specifically require that the author or inventor and the college 
must relinquish rights to the copyrighted material or patent created under the sponsored effort. 
College personnel are responsible for determining, in advance, the terms of sponsorship and 
executing a Copyright/Patent Royalty Agreement with the college or the sponsor. 
 
III. Royalty Income 

Royalty income from copyrighted materials and patents shall be disbursed as follows: 

A. Independent Work 

Income derived from materials and patents produced from the individual initiative of college 
employees as defined above shall accrue solely to the author or inventor. 
 
B. College Assisted Work 

Income derived from individual efforts which are complemented by college employees and facilities 
or resources shall be distributed in accordance with a written agreement to reimburse the College for 
institutional time or resources used in developing the work or a written Copyright/Patent Royalty 
Agreement between the employee and the college. In the absence of a written agreement, the income 
shall be distributed thirty percent to the college and seventy percent to the author or inventor. The 
author or inventor shall be responsible for notifying the Vice President for Financial & Business 
Affairs of engagement in any copyrightable effort and executing a written Copyright/Patent Royalty 
Agreement of joint ownership with the college before beginning any effort which results in the 



2005-2006 Faculty Handbook 
Appendix B 

 

 
112 Brevard Community College 

production of royalties. Failure to execute a written agreement with the College shall not, however, 
deprive the College of its rights to thrity percent of the royalties generated from all copyrightable 
material or patent. 
 
C. College Initiated and Supported Work 

Where copyrighted material or a patent is generated by a specific college assignment or as a result of 
labors for which the individual was employed, the college shall be the sole recipient of all income 
derived therefrom. In specific instances, where an exceptional individual-initiative product results 
and only after specific Board approval, the Board may share portions of income derived therefrom 
with the author or inventor. Such efforts shall be determined on a case-by-case basis. 
 
 
D. Sponsor Supported Work 

Income derived from sponsor supported work shall be disbursed in accordance with the specific 
terms of governing contractual or grant documents. The college and the author or inventor shall be 
governed by the conditions of the applicable grant or contract. Income derived from copyrighted 
material or patents shall be disbursed in accordance with stated college policies when the contract or 
grant document is silent as to disbursement of royalties or items of value. 
 
 
IV. Copyright/Patent Administration 

The Vice President for Financial & Business Affairs shall be responsible for the administration of 
opyright/patent procedures at Brevard Community College. His duties shall include the following: c

 
A. Provide assistance and guidance as set forth in Florida Statutes, Section 240.319(3)(,j), in 

obtaining a publisher for college personnel for all college assisted, college initiated and 
supported, and sponsor supported works or efforts that are subject to copyright or patent. 

 
B. Recommend procedures to the President for the administration of the college=s copyright and 

patent policies and Copyright/Patent Royalty Agreement. 
 
C. Provide review of all programs expected to generate copyrightable materials and patents with 

support by the college or a sponsor in order to determine in advance the disposition of the 
material and income generated. The president, with approval of the Board and the author of 
inventor, shall execute an agreement governing the determination of rights, disposition, and 
distribution of income prior to program commencement. 

 
D. Recommend necessary changes to the college copyright and patent rule and procedure. 

E. Register copyright/patent 

1.  Independent Work 
The author or inventor shall be responsible for registering the copyright or patent and 
paying all fees applicable thereto. 
 
 

 
2. College Assisted Work 
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Unless otherwise agreed, the college, pursuant to Florida Statutes, Section 240.319(3)0), 
may register the copyright or patent and costs and fees shall be borne as follows: 

 
College - 30% 
Author - 70% 
 

3. College Initiated and Supported Work 
The college may register the copyright or patent and pay all the fees. 

 
4. Sponsor Supported Work 

This shall be negotiated in the Sponsorship Agreement. 
 
V. Disclosure 

College employees will inform the College of the development of copyrighted or patented 
work and of royalties received for the work. 
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Collegewide Curricula Decision Making 
FLOWCHART 

 

 
  



BREVARD COMMUNITY COLLEGE
COLLEGEWIDE CURRICULUM COORDINATING ASSIGNMENTS

2005-2006

Academic Programs Coordinator Chair Academic Programs Coordinator Chair
Aerospace Technology Almeer Koller Graphics Technology Canger Kaliszeski
Automotive Service Technology Schaut Messer    Graphic Design Support

Behavorial/Social Sciences Dunn Simpson        Interactive Media Support
Biotech 1+1 M McClinton Astrab       Graphic Design Production
Business Kenner Cobb        Interactive Media Production
     Business Administration Honors Slaughter Kaliszeski
           Accounting Applications Hospitality & Tourism Management Grulich Hendricks
           Business Management Humanities/Arts Simpson Kaliszeski
           Electronic Commerce Mathematics Edgar M McClinton
           International Business Management Medical Assisant Hardy Ake
          International Business Specialist Medical Coder/Biller Roy Ake
          Marketing Operations Medical Laboratory Technology Hulme Ake
CAEL Carlson Kaliszeski   Medical Clinical Laboratory Technician

Chemical Technology M McClinton Astrab Music Lamb Hendricks
     Chemical Laboratory Specialist Nursing (RN) Bobik Ake
Child Development Candelora Kaliszeski Office Systems DiBartolo Cobb
     Child Development Early Intervention      Accounting Operations
     Early Childhood Education      Customer Assistance Technology
Communications Slaughter Kaliszeski      Digital Design
Computer Sciences & Networking      Medical Secretary
     Computer Information Technology Bourke Hendricks Office Administration
          Help Desk Specialist        Office Systems Specialist
     Computer Programming & Analysis Evans Kaliszeski Paralegal Jiannine Handfield
          Computer Programming Patient Care Technician Campbell Ake
          Microsoft Cert. Sys. Developer Phlebotomy Hulme Ake
     Computer Repair Technology Decker Purga Practical Nursing Bowers Ake
     Database Technology Johnson Purga Radiography Lanza/Sheehan Ake
          Oracle Cert. Database Administrator Science - Life Yount M McClinton
     Internet Services Technology Vemuri Purga      Physical Education
          Web Development Specialist Science - Physical M McClinton Astrab
     Networking Servces Technology Lehrfeld, M Awtonomow Speech Slaughter Kaliszeski
          Cisco CCNA Surgical Technology Schatte Ake
          Computer Specialist Veterinary Technology Earle Ake
          Network Systems Developer Welding Saluter Messer
Cosmetology Thompson Ake Collegewide Programs Coordinator Chair
     Facial Specialty AC , Refrieration, & Heating Tech Messer
     Nails Specialty American Heart Assocication (AHA) Cunningham Ake
Criminal Justice Technology Eastep/Perkins Kaliszeski American Sign Language Fertel Astrab
Culinary Operations Mittauer Hendricks Apprenticeship Messer Astrab
Dental Assisting Kahler, H/Ramirez Ake Auxillary Law Enforcement Officer Perkins Kaliszeski
Dental Hygiene Elkins Ake Business Training/Community Ed Belton Osteen-Cochrane
Digital TV & Digital Media Production Gilbert Awtonomow College Success Skills Hare Hendricks
     Digital Video Fundamentals & Production Co-Op/Internship Messer Coyne
     Broadcast Production Corrections Terry/ Perkins Kaliszeski
    Television Studio Production      Auxillary Correctional Officer
Drafting & Design Technology Broomfield Kaliszeski      Correctional Probation Officer
     AutoCAD Foundations      Traditional Correctional Officer
     Drafting Crime Scene Technology Ivy/Perkins Kaliszeski
     Interior Design Developmental Education Hare Hendricks
Education Hare Coyne Dual Enrollment Demetriades Coyne
Electronics Engineering Techology Almeer Kaliszeski Homeland Security McKnight/ Perkins Cobb
     Computer Technology Institute for Continuing Education Neuman Ake

          Microcomputer Repairer/Installer Insurance/PSI Bacheller Osteen-Cochrane
Emergency Medical Robinson Ake ITMS Gorham Marshall
     Emergency Medical Services Lab School Buchanan G. Coyne
     Emergency Medical Tech. (EMT) Markey Ake Learning Resources Fettrow
     Paramedic Law Enforcement Officer CMS Perkins Kaliszeski
Fire Science Technology Klein Ake Police Testing & Certif. Reynolds Kaliszeski
     FireFighter I Public Safety Telecommunication Shelpman/ Perkins Kaliszeski
     FireFighter II Service Learning Henry Fettrow
Foreign Language Slaughter Kaliszeski Small Business Peake Osteen-Cochrane

Tech Prep Coyne Astrab
Testing Hare Ashford
Wellness Cobb
WENDI Earp Osteen-Cochrane
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DEPARTMENT CHAIRS 
2005-2006 

 
 
 

CAMPUS DEPARTMENT CHAIR/COORDINATOR 

Cocoa 

 
Business/Education 
Communications  
Liberal Arts 
Fine Arts 
Math 
Science  
Technologies 
 

 
Julia Derrick 
Sue Palmer 
Amy Reiger 
Claire Baggarly 
Yoshi Yamamoto 
Richard Blaney 
Carol Bourke 

Melbourne 

 
Business/Education 
Communications 
Liberal Arts 
Math 
Science 
Technologies 
 

 
Ray Roberts 
Jim Crews 
Steven Long 
Shai Neumann 
Debbie McClinton 
Claude Russo 

Palm Bay 
 

 
Business/Education/Social & Behavioral 
Sciences/Foreign Language/SOW/SLS 
Communications/Humanities/Prep Reading & 
Writing 
Math/Prep Math 
Science/Health 
Technologies/PE/Criminal Justice/Photography 
 

 
Connie Culbreth 
 
TBA 
 
Sasan Kermani 
TBA 
Steve Johnson 

Titusville 

 
Business/Technologies 
Liberal Arts/Communications 
Math/Science 
 

 
Salli DiBartolo 
Ben Brotemarkle 
Mark Marovich 
 

Health Sciences 
 
Nursing 
 

 
Connie Bobik  

Virtual Campus 

 
Liberal Arts/Communications 
Math/Science 
Business/Technologies 
 

 
Robin Boggs (PB) 
Joe Wakim (M) 
Chuck Kise (C) 

 

7/13/05 
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CURRICULUM GUIDE 

Procedures and Instructions 
Revised:  2/27/2004 

Contact Dianne Messer, Director of Technical Programs and Apprenticeship 
for the current Curriculum Guide 

 
Understanding the Process:  Step-by-Step 

 
Changing the curriculum is a multi-step process that involves collaboration, cooperation and 
coordination.  Each change must go through the BCC Curriculum Process as described below and 
must be approved by the Florida Department of Education.  Take into consideration that all of 
these steps take time---usually several months to complete the process.  Begin PLANNING now 
for changes.  

 
 

Step 1:   
 
These committees provide insight on industry standards, training requirements and need, and 
input to faculty for all AS, AAS, ATD, CCC, or PSAV programs.  Many curriculum changes evolve 
from the input provided by these committees.  All curriculum changes should be reviewed with the 
Technical Advisory Committee for input and concurrence. 

Advisory  
Committee 

 
 
Step 2:   
 
Faculty are the catalysts for recognizing the need to change and for setting a process in motion for 
changes.  Faculty within the discipline must confer with the designated Curriculum Coordinator for 
their area to discuss the changes and obtain guidance on how to initiate the change.  In faculty 
planning, faculty members should contact the Curriculum Resource Specialist at extension 7142 
for State guidelines related to the courses before making changes.  This step will provide 
information on what the State requires and what other colleges in the State offer the revised 
courses.   The Curriculum Resources Specialist will also inform Curriculum Coordinators about 
other secondary disciplines or programs that may be affected by curricular changes.  The 
originating Curriculum Coordinator must keep the affected secondary Curriculum Coordinators 
informed to allow planning time for any other changes in those programs. 

Faculty 

 
 Curriculum 

Coordinators Step 3:   
 
 
Curriculum Coordinators serve as the initial point of contact for faculty who wish to change a 
course plan or add/delete a course from the curriculum.  Curriculum Coordinators might also 
recommend changes to faculty.  The Curriculum Coordinator should facilitate meetings or 
discussions districtwide within the discipline, to review the recommended change(s), including 
impact on students and learning.   The Curriculum Coordinator should also notify the Department 
Chair and Curriculum Chair of the forthcoming proposal.  
 

A. New Courses:  Curriculum Coordinator should contact Curriculum Resources at 
extension 7142 to determine if applicable prefix and course numbers currently exist 
in the State inventory. 

B. New Courses:  Faculty or Curriculum Coordinators should contact “sister” 
institutions who are identified as offering the course for copies of their course 
objectives/plans. 

C. Faculty or Curriculum Coordinator prepares course plan and objectives on 
collegewide forms. Course plans and objectives must be reviewed by the faculty 
districtwide within the discipline.   
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D. Curriculum Coordinators must demonstrate evidence of faculty, and if applicable 

technical advisory committee, coordination collegewide.  Coordination may be 
demonstrated by utilizing the email voting option to record concurrence.  The 
summary of votes can be retained to demonstrate coordination.  Lab fee forms 
should be attached at this planning point as well.  If no lab fee is charged, then the 
form will say, NONE. 

E. After faculty discipline review, Curriculum Coordinators submit completed packets 
to the Curriculum Chair. 

 
Curriculum  

Chair  
 
Step 4:   
 
 
Curriculum Chairs provide oversight to the work of the Curriculum Coordinator.  They also provide 
a second collegewide viewpoint for proposed course changes and other curriculum-related 
matters.  The Chair reviews the work and accepts or returns the submission for correction.  
Accepted work should be error free and complete prior to being placed on the agenda for the 
Discipline Learning Team. 
 
The Curriculum Chair has the ultimate responsibility for oversight of his assigned discipline. 
 

Discipline 
Learning Team 

 
Step 5:   
 
 
Discipline Learning Teams provide a broad review of proposed curriculum changes, usually by 
individuals from different disciplines.  This team is comprised of the Curriculum Chair and all 
Curriculum Coordinators for a designated campus, or Allied Health.  The Discipline Learning 
Team reviews the work and accepts or returns for correction.  Accepted work is submitted by the 
Campus Provost, or AVP of Health Sciences, to Curriculum Resources, Attention: Curriculum 
Resources, Building 2-122, Cocoa Campus, by the first Wednesday of each month.   
 
Considerations: 

• Cost 
• Faculty Credentials 
• Impact on other programs 
• Transfer or Gordon Rule requirements 
• General education requirements 
• Confirmation and documentation that all faculty in discipline have been involved in 

process. 
 
 

Learning Centered 
Curriculum Committee 

 
Step 6:   
 
 
The LCCC is co-chaired by the Collegewide Dean of Developmental & Technical Programs, and 
the Collegewide Dean of Special & Transfer Programs.  The committee includes district 
representatives for transfer and technical programs, representatives for common course 
numbering and catalog updates, and a faculty representative from the technical, transfer, and 
developmental areas.  The role of the committee is to review and make recommendations 
concerning various issues, such as curriculum changes, credentialing, course numbering, catalog 
updates, or other matters as determined by the Chief Learning Officer.   The LCCC reviews 
curriculum submissions in accordance with the college goal of becoming a learning-centered 
college, which places learning first and which assesses learning outcomes. 
 
The LCCC accepts, accepts with contingencies, or returns work to the Curriculum Chair with a 
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copy to the Curriculum Coordinator.  Accepted work will be forwarded to the College Learning 
Council for action according to the posted calendar.  If the Committee returns a package, then the 
Curriculum Resource Specialist will  retain the original package, and return a copy for revisions. 
 
 
 

College Learning 
Council 

 
Step 7:   
 
 
The CLC is comprised of the five Campus Provosts [Cocoa, Health Sciences, Melbourne, Palm 
Bay, and Titusville/Virtual], and EVP/Chief Learning Officer.   The CLC reviews for collegewide 
impact and provides a forum for generating additional ideas.  
 
Approved items will be automatically forwarded to the next meeting of the Collegewide Curriculum 
Committee for review/approval. 
 
 

College Curriculum 
Committee 

 
Step 8:   
 
 
The CCC is a committee that includes representatives from the student body, student services, 
faculty, administration and the district.  This committee will provide a stakeholder voice. 
 
 
 

Changes Requiring 
State Approval 

Step 9:   
 
 
Changes approved through the BCC Curriculum Process are submitted to the state for 
review and approval.  Curriculum Resources personnel within the Office of Developmental and 
Technical Programs are responsible for making all submittals to the State and will notify 
Curriculum Chairs, Coordinators, discipline faculty and others upon approval.   It will be the 
Curriculum Coordinators’ responsibility to notify faculty members of the affects.  State approval 
may take between one to three months depending on the scope of the change.   
 
 
 

Changes Requiring 
Trustee Approval 

 
Step 10:   
 
 
New fee or fee increases require action by the BCC Board of Trustees.  Fee changes or 
additions may be considered as a part of the Curriculum Process.  Curriculum Resources 
personnel will update the fee schedule and notify the Vice President of Financial & Administrative 
Services of any fee changes for Board of Trustees’ approval.  Changes or additions will be 
submitted annually in April and September. 
 
 
Step 10:   
 
 
Courses may be added to the BCC Course Inventory by Data Systems and the Registrar.  After 
the course is “set up” by the Registrar, it may be added to a campus schedule of courses offered. 

BCC Implementation 
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QUICK HOW TO 

 

FORMS 

Add a New 
Course or Modify 
a Course/Program 

Delete a Course 
Add a New 
Technical 
Program 

Delete a 
Program 

 AA Technical AA Technical Technical Technical 

Collegewide Curricula 
Signature Form 

X X X X X X 

Request for Action Form 
X X X X X X 

Program of Study 
Checklist R X R X X X 

Course Objectives and 
Plan Summary (for each 

course) X X   X  
Course Outline (for each 

course) X X   X  

Fee Justification Form 
(for each course) 

X X X X X X 

New Technical Program 
Request Form 

    X  
Proposed Catalog 

Page(s) X X X X X X 

This page provides a brief overview of the required forms needed for various actions.  Only one 
Collegewide Curricula Signature, Request for Action, and Program of Study Checklist Form is 

needed per packet. 
Returned Items:  If an item is returned at any stage of the process, it must have a new signature 
page affixed and work through the committee process.  Strengthened collaboration should result 

in fewer returns. 
R = Recommended 
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INSTRUCTIONS 
 
1.  Collegewide Curricula Signature Form:  

a. This will be the top page of all submissions. 
b. An “identifier” must provide a short reference to the proposed change.  If a single course, 

then the course prefix and number would be an appropriate identifier.  If changes to a 
program, the program name would be appropriate. 

c. This form must include all signatures required in the process, from the bottom, up. 
d. If the packet is returned for correction or rejected, it will require a new cover page.  A copy 

of the prior cover page should be included in the revised packet to provide a history of the 
submission as it should provide notes about any return. 

e. If the packet is returned at any stage of the process, one of the bottom boxes must be 
checked with notes added to describe the reason for return or contingency. 

 
2.  Learning Centered Programs, Request for Action: 

a. This will be the second page for all submissions. 
b. Date should reflect the submission date to the Curriculum Coordinator. 
c. Identifier must match the cover page. 
d. Action 
e. Name of proposed new course or program 
f. Justification briefly describing the action(s) requested.  Additional detail to explain any 

issues that may cause question. 
g. Proposal submitted by—faculty contact and phone extension. 
 

3.  Program of Study Check Sheet: 
a. Not applicable to AA courses, except where a discipline wants to demonstrate the variety 

of courses that may be used for transfer within the AA program. 
b. Must be completed for all technical program course changes. 
c. Look up your program http://www.firn.edu/doe/dwdframe/index.html 

a. Click Program Length Document to determine the total contact hours for PSAV 
programs 

b. Click Community College Program Length Document to determine the total credit 
hours for all other programs 

c. The curriculum frameworks for your program can be found within one of the 
Program Areas 

d. Submitted by and date 
e. Program of study 
f. Implementation date – semester and year 
g. List by term (identify the term) to provide recommended course sequencing 

a. Include clock hours and credits 
b. Assign appropriate classification (AN, C, MWP, D, AE) 
c. If D, enclose contact and credit hours in parenthesis ( ) 
d. If MWP, list only in the new location 

h. AN, if a new course, is it currently being offered elsewhere? 
i. Insurance—are there risk factors associated with the course? 
j. Curriculum Coordinator 
k. Curriculum Chair 

http://www.firn.edu/doe/dwdframe/index.html
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4.  Program of Study Check Sheet Continued: 

a. Continue with program information. 
b. Total Credits and Contact Hours 
c. Net Increase/(Decrease) 
d. Contact hours must match state recommendation for vocational 
e. Credit hours must match state recommendation for college credit 
 

5.  Course Objectives and Plan Summary: 
a. This form applies to a single course.  A packet may contain multiple form sets 
b. Discipline—if there are any required credentialing requirements, include that information 

in your Justification on the Request for Action form 
c. Credential Option 
d. Course Title 
e. Determining Credit Hours 

a. College credits should generally be assigned using a 1 to 16 ratio. 
b. Vocational credits should generally be assigned using a 1 to 30 ratio. 
c. Work based activities should generally be assigned using a 1 to 135 ratio. 
d. Exceptions should be explained on the Request for Action form. 

 
6.  Course Outline: 

a.  Summary of Major Topics 
b.  Indicate total lecture and lab hours beside each major topic 
c.  Insert a sum total hours for each column 
d.  Hours must match contact hours on Course Objectives and Plan Summary 

 
7.  Course Objectives and Plan: 

a. Objectives must be tied to the Major Topics as listed on the Course Outline in an 
understandable manner.  An outline format is recommended.  The objective must include 
the learning outcome. 

b. Reference Attachment 1, Verbs For Instructional and Affective Objectives 
c. Descriptions sufficient to measure student outcomes 
d. Appropriate evaluation methodology 
 

8.  Fee Justification Form: 
a.  Only one type of fee per form, lab or special course fee 
b.  Reference additional fee instructions 

 
9.  New Program Request Form: 

a. Applicable only to new program or change in degree or certificate type. 
b. Please consult with the academic or workforce representative or Chief Learning Officer 

prior to executing a request for a new program. 
c. All fields must be completed and are required by the State for all new programs. 

 
10. Applicable Catalog Pages must be submitted with all changes.  With the catalog detail, 

please also provide a proposed advisement page and detail about which campuses the 
course/program will be offered. 

 
11. Page Numbering:  When the packet is complete, number the pages sequentially at the 

bottom center of the page. 
 
12. Signatures:  Circulate completed packet to faculty, including adjuncts if possible, and to the 

Technical Advisory Committee.  If concerns are expressed, address those concerns until 
consensus is obtained from both groups.  Obtain appropriate signatures and forward to the 
Campus Provost. 
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About Fees 
 

All fees, lab and/or special, must go through the curriculum approval process and be approved 
in advance by the District Board of Trustees and are assigned to individual courses for 
collection with tuition/matriculation fees at the time of registration.  Discipline coordination 
across the district is extremely important in the setting of fees. 
 
a. The fee process is jointly managed by the Office of Academic Services/CLO and the Office 

of Financial and Administrative Services/CTO.  Fees are initiated through the curriculum 
process under the direction of the Office of Academic Services and submitted to the 
Financial and Administrative Services for inclusion in the annual budget. 

 
b. Only lab fees appearing on the Brevard Community College Lab Fee Schedule may be 

assigned to courses.  Curriculum Coordinators are responsible to request, change or 
delete fees as appropriate in consultation with collegewide faculty within the discipline. 

 
1. Curriculum Coordinators must provide discipline faculty collegewide with an 

opportunity to review proposed changes. 
2. Curriculum Coordinators must maintain evidence of faculty input and opportunity 

to review. 
3. Fees must be submitted to Curriculum Resources (C-2-122) by late September for 

spring implementation or late April for fall implementation. 
 
c. Generally all sections of a given course must carry the same fees.  In special cases (i.e. 

Prep Math) the fees may differ.  Differences should result only from format or delivery 
factors which must be clearly described in the request.  Course content and requirements 
must be the same across all sections. 

 
d. Lab fees may only be charged for unusual consumable/recurring supplies/services directly 

related to the course and must be traceable directly to the student.  All fees must adhere to 
Florida rule and law.  Typical costs acceptable for coverage through lab fees include the 
following. 

 
 computer lab usage will be assessed a fee as determined by the Chief 

Technology Officer.  The current fee for computer lab usage is $13.57 
 standardized, non-reusable commercial tests (e.g. Myers-Briggs) 
 specific service from outside vendor (e.g. software license, user fees, cholesterol 

testing through students in wellness classes) 
 lab supplies for student science experiments (e.g. chemicals, botanical 

specimens, etc.) 
 consumable lab supplies such as computer supplies/paper for software/computer 

lab based courses) 
 art studio supplies (e.g. clay, paint, paper) 
 field trip expenses 
 individual access to specialized software (e.g. WebCT licenses (Blackboard), 

CAD/CAM, etc.) 
 specialized equipment 
 Lab Assistant salary 
 Live models 
 Music licensing fee 
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e. Lab fees that cannot be included: 
 

 Handouts to students 
 Use of audio-visual equipment 
 Cost of replacement light bulbs 
 Excess Faculty Cost 
 Training of Instructors 
 Instructor salary 

 
f. Special fees are generally assessed when the teacher to student ratio is lower than 

expected. 
 
g. Round Down:  State Board of Education Rule 6A.14.054 states, “(6) Each board of 

trustees may establish user fees in addition to tuition fees for services that incur unusual 
costs. Such user fees shall not exceed the cost of the goods or services provided and shall 
only be charged to students or agencies receiving those goods or services.”  
 

1. Recommend fee be lower than amount provided in justification 
2. Curriculum/Program Coordinators must maintain documentation on the basis for 

the charges 
 

h. More information:  http://www.fldoe.org/CC/policy/Pol-28.pdf 
 
Procedure 
 
1. The Fee Table is submitted to the Board of Trustees each May as part of the annual 

budget package.  Fee adjustments for spring may be submitted in September.  Additions, 
changes or deletions to the fee table are submitted on the appropriate forms, with 
appropriate justification through the curriculum process, forwarded to the Executive Vice 
President/CLO for signature and transmittal to the Vice President of Financial and 
Administrative Services for review and submission to the Board of Trustees. 

 
2. Lab fees associated with a new course are proposed by the appropriate department, 

reviewed through the curriculum process.  Additions, changes or deletion of lab fees on 
an existing course must be proposed by the designated curriculum coordinator 

 
3. The Fee Table will be reviewed annually by the Board of Trustees.  Fees associated with 

each class should be reviewed at least once every three years as part of the budget and 
catalog preparation process.  

 
4. Course fee records are maintained by the Curriculum Resources Office as part of the 

master course file.  Fee tables are maintained jointly by the Curriculum Resources Office 
and Budget Office. 

 
 

http://www.fldoe.org/CC/policy/Pol-28.pdf
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Florida’s Statewide Course Numbering System 
 

 Courses in this catalog are identified by prefixes and numbers that were assigned by Florida’s 
Statewide Course Numbering System.  This common numbering system is used by all public postsecondary 
institutions in Florida and by participating non-public institutions.  The major purpose of this system is to 
facilitate the transfer of courses between participating institutions. 
 
 Each participating institution controls the title, credit, and content of its own courses and 
recommends the first digit of the course number to indicate the level at which students normally take the 
course.  Course prefixes and the last three digits of the course numbers are assigned by members of faculty 
discipline committees appointed for that purpose by the Florida Department of Education in Tallahassee.  
Individuals nominated to serve on these committees are selected to maintain a representative balance as to 
type of institution and discipline field or specialization. 
 
 The course prefix and each digit in the course number have a meaning in the Statewide Course 
Numbering System (SCNS).  The list of course prefixes and numbers, along with their generic titles, is 
referred to as the “SCNS taxonomy.”  Descriptions of the content of courses are referred to as “statewide 
course details.” 
 

Example of Course Identifier 
Prefix Level Code Century Digit Decade Digit Unit Digit Lab Code 

 (first digit) (second digit) (third digit) (fourth digit)  
SYG 1 0 1 0  

Sociology, Freshman Level Entry-level Survey Course Social Problems No Laboratory 
General at this institution General   component in 

  Sociology   this course 
 
 

General Rule for Course Equivalencies 
 

Equivalent courses at different institutions are identified by the same prefixes and same last three 
digits of the course number and are guaranteed to be transferable between participating institutions that 
offer the course, with a few exceptions.  (Exceptions are listed below.) 
 
 For example, a survey course in social problems is offered by 34 different postsecondary 
institutions.  Each institution uses “SYG_010” to identify its social problems course.  The level code is the 
first digit and represents the year in which students normally take the course at a specific institution.  In the 
SCNS taxonomy, “SYG” means “Sociology, General,” the century digit “0” represents “Entry-level 
General Sociology,” the decade digit “1” represents “Survey Course,” and the unit digit “0” represents 
“Social Problems.” 
 
 In science and other areas, a “C” or “L” after the course number is known as a lab indicator.  The 
“C” represents a combined lecture and laboratory course.  The “L” represents a laboratory course or the 
laboratory part of a course, having the same prefix and course number without a lab indicator, which may 
meet at a different time or place.  
  
 Transfer of any successfully completed course from one institution to another is guaranteed in 
cases where the course to be transferred is equivalent to one offered by the receiving institution.  
Equivalencies are established by the same prefix and last three digits and comparable faculty credentials at 
both institutions.   For example, SYG 1010 is offered at a community college while the same course is 
offered at a state university as SYG 2010.  A student who has successfully completed SYG 1010 at the 
community college is guaranteed to receive transfer credit for SYG 2010 at the state university upon 
transfer.  The student cannot be required to take SYG 2010 again since SYG 1010 is equivalent to SYG 
2010.  Transfer credit must be awarded for successfully completed equivalent courses and used by the 
receiving institution to determine satisfaction of requirements on the same basis as credit awarded to the 
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native students.  It is the prerogative of the receiving institution to offer transfer credit for courses 
successfully completed which have not been designated as equivalent.  
 
 

The Course Prefix 
 
 The course prefix is a three-letter designator for a major division of an academic discipline, subject 
matter area, or sub-category of knowledge.  The prefix is not intended to identify the department in which a 
course is offered.  Rather, the content of a course determines the prefix designation. 
 

Authority for Acceptance of Equivalent Courses 
 
State Board of Education Rule 6A-10.024(19), Florida Administrative Code, reads: 
 

When a student transfers among postsecondary institutions that are 
fully accredited by a regional or national accrediting agency 
recognized by the United States Department of Education and that 
participate in the common course designation and numbering 
system, the receiving institution shall award credit for courses 
satisfactorily completed at the previous participating institutions 
when the courses are judged by the appropriate common course 
designation and numbering system faculty task forces to be 
academically equivalent to courses offered at the receiving 
institution, including equivalency of faculty credentials, regardless 
of the public or nonpublic control of the previous institution.  The 
award of credit may be limited to courses that are entered in the 
course numbering system.  Credits so awarded shall satisfy 
institutional requirements on the same basis as credits awarded to 
native students. 

   
 

Exceptions to the General Rule for Equivalency 
 
 The following courses are exceptions to the general rule for course equivalencies and may not 
transfer.  Transferability is at the discretion of the receiving institution: 
 

A. Courses in the 900-999 series(e.g., HUM 2905) 
B. Internships, practica, clinical experiences, and study abroad courses 
C. Performance or studio courses in Art, Dance, Theater, and Music 
D. Skills courses in Criminal Justice 
E. Graduate courses 
F. Courses not offered by the receiving institution 

 
College preparatory and vocational preparatory course may not be used to meet degree requirements and 
are not transferable. 
 
 The Office of Curriculum Resources is responsible for all official contacts with the Statewide 
Course Numbering System.  Please contact 433-7142 if additional information is needed. 
 

[Information taken from Florida State Course Numbering System.] 
 

 
BREVARD COMMUNITY COLLEGE 
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DISCIPLINE IDENTIFIERS LIST 
 

Accounting 
Aerospace Technology 
Air Conditioning 
Apprenticeship 
Anthropology 
Art 
Astronomy 
Automotive Service Technology 
Biology 
Business 
Chemistry 
Child Development 
Computer Applications 
Computer Science 
Cosmetology 
Criminal Justice 
Culinary Arts 
Dance 
Dental Assisting 
Dental Hygiene 
Drafting 
Economics 
Education 
Electronics 
Emergency Medical Services 
English 
Environmental Science 
Fire Science Technology 
French 
Geology 
German 
Graphics Design 
Health & Physical Education 
Health Sciences 
History 
Hospitality Management 
Humanities 
Japanese 
Journalism 
Legal Assisting 
Library Science 
Manufacturing Technology 
Mathematics 
Medical Assisting 
Medical Coder/Biller 
Medical Laboratory Technology 
Medical Secretarial 
Medical Terminology 
Meteorology 
Music 
Nursing 
Oceanography 
Office Technology 
Patient Care Technician 
Philosophy 
Phlebotomy 
Physical Science 

Physics 
Political Science 
Psychology 
Radiography 
Reading 
Real Estate 
Religion 
Russian 
Sign Language 
Social Sciences 
Sociology 
Spanish 
Speech 
Student Life Skills 
Surgical Technology 
Television/Digital Media 
Theatre 
Veterinary Technology 
Welding 
 
 
76 Total Disciplines                                        
                                                                 
June 7, 2005
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Verbs for Instructional Objectives  
*Depending on the meaning for use, some verbs may apply on more than one level. 

Knowledge:  
Recall of 
information 

Comprehension:  
Interpret information 
in one's own words 

Application:  
Use knowledge or 
generalization in a 
new situation 

Analysis:  
Break down knowledge into 
parts and show 
relationships among parts 

Synthesis:  
Bring together parts of 
knowledge to form a whole 
and build relationships for 
new situations 

arrange   
define   

duplicate   
label   
list   

match   
memorize  

name  
order  

recognize  
relate  
recall  
repeat  

reproduce 

classify   
describe   
discuss   
explain   
express   
identify   
indicate   
locate   

recognize  
report  
restate  
review  
select  
sort  
tell  

translate 

apply   
choose   

demonstrate   
dramatize   
employ   

illustrate   
interpret   
operate  
prepare  
practice  
schedule  
sketch  
solve  
use 

analyze   
appraise   
calculate   

categorize   
compare   
contrast   
criticize   
diagram   

differentiate  
discriminate  
distinguish  

examine  
experiment  
inventory  
question  

test 

arrange   
assemble   
collect   

compose   
construct   

create   
design   

formulate   
manage  
organize  

plan  
prepare  
propose  
set up  

synthesize  
write 

Evaluation:  
Make judgments on basis of given 
criteria 

Verbs for Affective Domain 
Instructional Objectives 

appraise   
argue   
assess   
attack   
choose   

compare   
defend   

estimate   
evaluate  

judge  
predict  

rate  
score  
select  

support  
value 

acclaims  
agrees  
argues  

assumes  
attempts  
avoids  

challenges 

cooperates  
defends  

disagrees  
disputes  

engages in  
helps  

is attentive to 

joins  
offers  

participates in  
praises  
resists  
shares  

volunteers 

Adapted from:  Mager, R.F. (1984). Preparing instructional objectives. (2nd ed.). Belmont, CA: David S. Lake 
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Credential Option Definitions 
 

Option No. Description 

1 

Transferable College Credit Courses 
 
18 Graduate semester hours in field taught AND a master's 
degree OR master's degree with major in the teaching 
discipline. 

2 

AS Degree College Credit Courses - Non Transferable 
 
Appropriate academic preparation or academic preparation 
coupled with work experience (minimum academic degree must 
be at the same level at which the faculty member is teaching) 

3 

Non Degree Diploma or Certificate Occupational Courses 
 
Some college or specialized training, but with an emphasis on 
competence gained through work experience 

4 

Basic Computation and Communication Courses in Non-
Degree Occupational Programs 
 
Baccalaureate degree and, ideally, work or other experience 
which helps relate these skills to the occupational field. 

5 

Remedial Courses 
 
Baccalaureate degree in a discipline related to the teaching 
assignment and either teaching experience in a discipline 
related to the teaching assignment or graduate training in 
remedial education. 
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Resource Contact List 
 
Curriculum or Program Coordinator for Your Discipline 

• Collegewide leadership related to curriculum discipline changes or issues 
• Assurance that all curriculum details are properly addressed 
• Assurance that Advisory Committees and faculty are active in the process 

 
Curriculum Chair 

• Leadership of Curriculum/Program Coordinators ensuring a collegewide approach and proper 
attention to detail 

• Communication of pertinent issues to College Learning Council 
• Leadership in continuous improvement 

 
Collegewide Dean of Faculty Credentialing & Recruitment, ext 7148         

• Credentialing questions or issues 
• Register for faculty training related to curriculum issues 

 
 

Directors of Workforce Programs 
• Technical questions related to the process 
• Guidance on ambiguous issues 
• Changes in the Curriculum Guide 
• Resource to assist with all matters related to curriculum and program review processes 

 
Academic Deans  

• Technical questions related to the process for academic subjects 
• Guidance on ambiguous issues 
• Changes in the Curriculum Guide 
• Resource to assist with all matters related to curriculum and program review processes 
 

Curriculum Resource Specialist, ext 7142 
• Information related to course number and prefix assignment 
• Track and monitor all course plans 
• Request copies of course plans from other institutional contacts 
• Resource to assist with reviewing courses against state frameworks 
• Receiver and holder of curriculum packets, notification of approval 
 

Program Improvement Specialist, ext 7143 
• Resource for review processes and assist with critical analysis 
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n

 AN or C = 
(Add New or 
Change) 
Course plan 
must be 
attached.            
AE = (Add 
Existing)           
D =  (Delete)     
MWP = 
Course plan 
not required. 
List in new 
location.            
NC = (No 
Change)

Previous Hour & Credit Totals

BREVARD COMMUNITY COLLEGE
Program Of Study Check Sheet

Submitted by Date 

Program of Study
Implement 

Term 
List all  the courses in the program as they should appear in the catalog. All changes must be identified i
the right columns by one of the following codes: AN (add new), AE (add existing), C (change), MWP 

(moved within program), or NC (no change).  If the program is Deleted, check the D column

Legend

Term Seq

OCP Code

Cours&Numb
e Prefix 
er

Course Title

Credit Hours

Contact Ho

Delet

urs

e Course

AM
W

P
N, A

, NC
E, C,    

 AN or C = 
(Add New or 
Change) 
Course plan 
must be 
attached.            
AE = (Add 
Existing)           
D =  (Delete)     
MWP = 
Course plan 
not required. 
List in new 
location.            
NC = (No 
Change)

Previous Hour & Credit Totals

Subtotal Hours & Credits 0 0 0
Subtotal Increase/Decrease 0 0

*AN:  Is this course(s) being offered at any 
other Florida State institution? If yes, under 

what prefix and course number? 
I certify that all full-time program faculty and technical committee, if appropriate, have 
had the opportunity to provide input relative to the proposed changes.  Input not acted 

upon must be included as a part of the packet.  Curriculum Coordinator must retain 
evidence of faculty coordination.

Does this program require insurance?
Accident R = Required                    

M=Recommended             
N=No

Curriculum Coordinator                                          Date 

Liability Curriculum Chair                                               Date  

 10/25/04



 AN or C = 
(Add New or 
Change) 
Course plan 
must be 
attached.            
AE = (Add 
Existing)           
D =  (Delete)     
MWP = 
Course plan 
not required. 
List in new 
location.            
NC = (No 
Change)

Subtotal Hours & Credits from Prior Page

Page of Program:

Legend

Term Seq

OCP Code

Cours&Numb
e Prefix 
er

Course Title

Credit Hours

Contact Ho

Delet

urs

e Course

AM
W

P
N, A

, NC
E, C,    

 AN or C = 
(Add New or 
Change) 
Course plan 
must be 
attached.            
AE = (Add 
Existing)           
D =  (Delete)     
MWP = 
Course plan 
not required. 
List in new 
location.            
NC = (No 
Change)

Subtotal Hours & Credits from Prior Page 0 0 0
Subtotal Increase/Decrease from Prior Page 0 0

Subtotal Hours & Credits
Subtotal Increase/Decrease

 10/25/04



Course Objectives and Plan Summary

Course Signatures & Date
Discipline Code Curriculum Coordinator

Faculty Credential Option
CCC Approval Curriculum Chair:

Revisions
Closure Date

Course Title       
Honors Course      Yes Textbook

No Contact Hours
COURSE CREDITS  by TYPE Maximum Credits Available

College Credit
Vocational Credit Effective Term and Year

Grade Mode A-F S-U Other
Course Fees

          General         
Education 

Requirements

Check only one if this 
course meets 
requirement

Gordon Rule Course

Yes No
  Communications Number of words   
  Humanities
  Math             Suitable for Online          
  Natural Science
  Social Science Suitable for Hybrid

Degree Type Check one Prerequisites
  A.A.      

       A.A.S.  
  A.T.D. Corequisites

  A.S.
  C.C.C. (PSV)

  P.S.A.V.
Course Description (maximum of 1000 characters for catalog use)

     
Primary Course Objective(s)

Acceleration Mechanism (method of validating prior learning)

     

 10/25/04



Course Outline

                                              MAJOR TOPICS                            
Please use appropriate outline numbering

 STUDENT 
CLOCK HOURS 

Lecture Lab

Total (or subtotal) of Student Clock Hours 0 0

 10/25/04



Course Outline

                                              MAJOR TOPICS                            
Please use appropriate outline numbering

 
 STUDENT 

CLOCK HOURS

Lecture Lab

Total (or subtotal) of Student Clock Hours

 10/25/04



Fee Justification Form

PURPOSE:  check only one TYPE:  check only one

New Lab Fee
Change Special Course Fee

Effective Term of Change  
Course Prefix & Number          
Course Title         

Current Fee Amount          $

 Recommended Fee Amount     $
Justification (Cost per Student):

     

Discipline  

Curriculum Coordinator Signature

Curriculum Coordinator Typed Name

Curriculum Chair Signature
Curriculum ChairTyped Name

Approved by CLO
Disapproved by CLO

Executive Vice President/Chief 
Learning Officer Signature & Date     

Copy Forwarded to Vice President Financial & Administrative Services

 10/25/04
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Guidelines for Awarding Credits for Credit By Exam,  
Licensure or Prior Learning 

 
Students may request transfer credits from Brevard Community College for previous learning experience 
through avenues such as Credit by Exam or the CAEL program. In approved instances, credit will be 
awarded for documented current Florida licensure or previous experience. Students may earn a total of 45 
credits through Credit by Exam processes. Student must meet the 25% residency requirement for the 
degree/certificate he is pursuing. 
 
Credit by Exam includes CLEP, Advanced Placement, International Baccalaureate (IB), DANTES, and 
Credit by Institutional Exam.  
 
CAEL – Credit for Adult Experiential Learning – is a formal process for recognition of prior learning.  
 
Credit based on previous experience/licensure: BCC will award credits to students based on previous 
experience or licensure only after specific criteria is met. Students must provide applicable documentation. 
Once the award of credits has been approved, the credits will become part of the student’s official 
transcript. Students who do not qualify for transfer credits based on credit by exam or approved, 
documented previous learning experience/licensure can pursue credits through the CAEL program. 
 
Procedures for Requesting Credits 
The following criteria must be met before a request for the award of transfer credits will be honored: 

1. Student has made application to BCC and all admissions requirements are met (e.g., placement 
testing, transcripts, etc.) 

2. Student’s current matriculation reflects the degree or for which credits are requested; and student 
completed credit courses at BCC in the term immediately preceding the request for credits, or 
student is currently registered in credit courses at BCC. 

 
Additionally, for students requesting credit based on previous experience or licensure: 
3. A copy of current occupational license or other documentation must be attached to the request 
4. Student must be in the last term of the degree for which credits are requested 
5. Student must meet all other requirements for graduation, including the “courses taken in 

residency” requirement. 
 
Credit based on previous experience/licensure:  A sample document is attached. This format should 
be used when requesting transfer credits for previous experience/licensure. The request must be initiated 
and signed by the instructor, and signed by the department chair and campus provost prior to forwarding 
to Collegewide Admissions and Records for awarding of credit on student’s official record. See ‘SAMPLE 
MEMO: REQUEST FOR TRANSFER CREDITS’ 
 
Credit based on official testing service scores: Transcripts with scores from the official testing service 
are required for awarding of CLEP, DANTES, and AP credits. An official transcript from the IB office in 
New York is required for IB credits. 
 
CAEL – Credit for Adult Experiential Learning: Student must register for the course SLS 1371: 
Experiential Portfolio Development, through which he will assemble portfolios for evaluation.  
 
Credit by Institutional Exam: A Credit by Institutional Exam form must be initiated and completed by the 
instructor for those students who attempt the final exam of a course for credit. Sample form and guidelines 
are attached. Students can only earn credit by Institutional Examination on course material not covered by  
 
CLEP/DANTES exams. The Department Chair should be contacted to determine which courses are 
eligible for credit by Institutional Examination. Cost per exam is $50.00. Letter grades will be assigned and 
factored into the student overall Grade Point Average at BCC. These courses may be used for grade 
forgiveness. Following is a list of current BCC-accepted CLEP and DANTES credits. See ‘PROCESSING 
THE CREDIT BY INSTITUTIONAL EXAM FORM’ attached. 
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Subject Area Dantes Exam Scores to Credit Hours/Course Conversion 
 

Subject Exams Equivalent Course Credit Hours Minimum Score  
Note: deleted STA 2014 
Here’s to Your Health  

HSC 1100 3 48 

Environment & Humanity: The Race 
to Save the Planet 

EVR 1017 3 46 

Principles of Physical Science I PSC 1341 3 52 
Physical Geology GLY 1000 3 46 
Principles of Financial Accounting ACG 1001 3 49 
Personnel/Human Resource 
Management 

MAN 1300 3 46 

Introduction to Business GEB 1011 3 46 
Business Mathematics QMB 1001 3 48 
Human/Cultural Geography GEO 1400 3 48 
Lifespan Developmental Psychology DEP 2004 3 51 
Criminal Justice CCJ 1020 3 49 

 
 
 
 
 

       

Subject Area CLEP Exam Scores to Credit Hours/Course Conversion 
Description Score Courses Hrs Score Courses Hrs 

American Government 50 POS 2041 3 50 POS 2041 3 
History of U.S. I 50 None Awarded 0 54 AMH 2010 3 
History of U.S. II 50 None Awarded 0 55 AMH 2020 3 

American Literature 50 AML 1000 3 55 AML 1010, AML 1020 6 
Calculus w/Elem Functions 50 MAC 1233 3 50 MAC 1233 3 

College Mathematics 50 MGF 1107 3 50 MGF 1107 3 
College Algebra 50 MAC 1105 3 50 MAC 1105 3 

Information Sys & Computer Apps 50 CGS 1077 3 50 CGS 1077 3 
English Composition w/Essay 50 ENC 1101 3 50 ENC 1101 3 

English Literature 50 ENL 1000 3 55 ENL 2012, ENL 2022 6 
French Level 1 50 FRE 1120 4 50 FRE 1120 4 
French Level 2 62 FRE 1120, FRE 1121 8 62 FRE 1120, FRE 1121 8 
General Biology 50 BSC 1005 3 50 BSC 1005 3 

General Chemistry 50 CHM 1020 3 50 CHM 1020 3 
Humanities 50 None Awarded 0 50 None Awarded 0 

Introductory Psychology 50 None Awarded 3 54 PSY 2012 3 
Human Growth & Development 50 None Awarded 0 63 DEP 2004 3 

German Level 1 50 GER 1120 4 50 GER 1120 4 
German Level 2 63 GER 1120, GER 1121 8 63 GER 1120, GER 1121 8 

Principles of Accounting 50 ACG 1001 3 50 ACG 1001 3 
Introductory Business Law 50 BUL 2241 3 50  BUL 2241 3 

College Algebra / Trigonometry 50 MAC 1147 5 50 MAC 1147 5 
Principles of Management 50 MAN 2021 3 50 MAN 2021 3 

Macro Economics 50 None Awarded 0 54 ECO 2013 3 
Principles of Marketing 50 MAR 1011 3 50 MAR 1011 3 

Micro Economics 50 None Awarded 0 54 ECO 2023 3 
Natural Science 50 None Awarded 0 50 None Awarded 0 

Social Science and History 50 None Awarded 0 50 None Awarded 0 
Introductory Sociology 50 SYG 2000 3 50 SYG 2000 3 

Spanish Level 1 50 SPN 1120 4 50 SPN 1120 4 
Spanish Level 2 66 SPN 1120, SPN 1121 8 66 SPN 1120, SPN 1121 8 

Trigonometry 50 MAC 1114 3 50 MAC 1114 3 
Western Civilization 1 50 None Awarded 0 56 EUH 1000 3 
Western Civilization 2 50 None Awarded 0 56 EUH 1001 3 
Education Psychology 50 EDP 1002 3 50 EDP 1002 3 
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 SAMPLE MEMO: REQUEST FOR TRANSFER CREDITS 
 

BREVARD COMMUNITY COLLEGE 
 
To:  Collegewide Admissions and Records 
 
Through: Name,    Campus Provost 
 
Through: Name,   Department Chair  
 
From:  Name,   Instructor 
 
Date:  February 5, 2002 
 
Request:  Award Transfer Credits  
 
Apply to Degree:   
 
RE:  Student 
  SS# 
 

 Student has completed all other coursework and/or is currently registered at BCC and is in the last term 
of the degree for which credits are requested  

 Student has met all other requirements for graduation, including the “courses taken in residency” 
requirement 

 A copy of current Florida occupational license or other documentation is attached: 
 

_____ Student has 5 years working experience 
_____ Student has submitted a resume 
_____ This student holds a current Florida Cosmetology license.  

Copy attached. 
 
Please award the following credits for the Marketing Management/Cosmetology AS/AAS Degree 
 

COS 1020 Sales and Management..........................................................2 
COS 1021 Customer Relations/Human Relations..................................3 
COS 1070 State Regulations ...................................................................1  
COS 1080 Cosmetology Practicum I.......................................................5 
COS 1081 Cosmetology Practicum II .....................................................5 
COS 1871 Public Relations & Salon Management ................................2 
COS 2082 Cosmetology Practicum III....................................................2 
COS 2083 Cosmetology Practicum IV ....................................................2 
                                                                                 Total 22 
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       INSTITUTIONAL COURSE CHALLENGE EXAM      
    
 
1. Student contacts appropriate department chair to request examination. Student completes section 1 of 

“Institutional Course Challenge Exam” form. 
 
2. Department chair verifies that course is eligible for examination and that student is eligible to take the exam. 

Department chair completes Section 2 of “Institutional Course Challenge Exam” form and coordinates with 
instructor to administer the exam. 

 
3. Student takes form to Cashier and pays exam fee. Cashier processes fee payment, retains a copy and 

returns form to student.  
 
4. Instructor verifies course number and title, administers exam to student, completes the form by signing and 

assigning grade, and submits the exam and form to Department chair. 
 
5. Department chair approves completed form, provides a copy to student and submits original form to 

Registrar for inclusion on student record, whether or not student successfully passes the exam. Exam is 
housed in department office with a copy of the form. 

 
6. Registrar’s office will post credits and grade to student record. Exams not successfully passed will be noted 

by comment in student’s file. Registrar’s office will send an updated transcript to student. 
 
To be eligible for a course challenge exam, the student: 
 

 Must be currently enrolled and in good academic standing at BCC 
 

 Must have completed the residency requirement of 25% of credits for the applicable BCC degree/certificate 
 

 Must be otherwise eligible for enrollment in the course (e.g. have met placement and prerequisite standards, 
be within the allowable number of course attempts) 

 
 Must not be currently enrolled in the course 

 
 Must not previously have received a grade in the course (except “W”) 

 
 Must not have been enrolled in the course for at least one full term previous to the request term 

 
 Must not previously have attempted to challenge the course 

 
 Must complete form below, obtain appropriate approvals, and pay fee. Present form to Instructor to  test. 
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STUDENT COMPLETE 
 

INSTITUTIONAL COURSE CHALLENGE EXAM 

Name: ____________________________________________ID Number: B______________________ 

Mailing Address: ______________________________________________________________________ 

City: _________________________________    State: ________________   Zip: ___________________ 

Course Number: _________________     Course Title: ________________________________________ 

Course Credit Hours: _______________     Date: _____________________________________________ 

DEPARTMENT CHAIR & BUSINESS OFFICE COMPLETE 
The student is approved to take an Institutional Course Challenge Exam for possible credit in the above 
course. 
Department Chair       Business Office
Printed Name: ________________________________  PAYMENT AMOUNT: $_____________ 

Signature: ____________________________________  Date: ___________________________ 

Date: ________________________________________  Signature: _______________________ 

 
INSTRUCTOR & DEPARTMENT CHAIR COMPLETE 

 
Examination for (Course Number & Title) ___________________________________________________ 

Was Administered on (Date) ___________________   by (Print Name): ___________________________ 

CREDIT:  RECOMMENDED    NOT RECOMMENDED       GRADE: __________________ 

EXAM IS ON FILE IN DEPARTMENT OFFICE:   YES     NO  

SIGNATURE OF PERSON WHO ADMINISTERED EXAM: _____________________________________ 

ID Number: _____________________________________     

APPROVED FOR CREDIT (Dept. Chair Signature & Date): _____________________________________ 
 
 
WHITE: COLLEGEWIDE RECORDS            YELLOW: DIVISION                PINK: STUDENT                GOLD: FACULTY 

Form Number:                                                           PROCESSED BY CWAR:  
___________________________________________    

                          Signature                               Date  
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IACUC Review #    Date Received: __________ 

Review Date: ____________  Date Approved: __________ 

 
 

Institutional Animal Care and Use Committee (IACUC) 
 Chairman: Dr. Farol Tomson 
 Members:   Dr. Dennis Connaughton, Dr. Bradley Newman, 
                              Dr. Verne Avery                                                    
 Campus Address:  Veterinary Technology Building No. 21 
                                Brevard Campus, Cocoa, Florida 

Animal Use Approval Form 
 
 
Protocol for Animal Use 
Brevard Community College 
Department:    
 
Principle Category:  X Education/training 
    _ Scientific Study 

_ Research 
 
Classification:     New protocol 
    _ Renewal protocol 

_ Amendment to existing #____________ 
 

 Course 
 Responsible Faculty: 

 
 
Campus Address:   

 
Department and Dean:   
 
 
 
 
1. Procedure:   
2. Date of course:   
3. Species of animals 
4. Number of animals:   
5. Source of animals. 
6.  Description of animals 
7.  Housing and Care:   
8.  Disposition of animals:  meaning- what will happen to the animals at the end of the course/semester 
9.  Description of the animal project:   
10. Details of Procedure:  
11. Evaluation of Level of Pain  see attached 
12. Effects or Symptoms that may result   
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Previous instruction. 
13) Justification for Use of Animal Species 
14) Justification of Animal Numbers  
a)  Class size 
b)  Teacher/student ratio:   
c)   Laboratory room:   
15) Previous instruction. 
16) Training or experience of personnel:   
17) Alternatives:   
 
Faculty Assurance Statement:  I have reviewed this Animal Use Approval Form and am prepared to vouch for the 
fact that the science is sound and that the use of animals is justified.  All personnel listed recognize their 
responsibility in the care and use of animals. 
                             
 
__________________________                            _______________________ 
Faculty                              Dept Chair or Dean 
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Animal Use/Pain Classifications 

Classification A:  Projects or programs using animal carcasses or animal parts; animals not 
confined in any way. Examples:  

• Observing wildlife from the air. 

• Using chicken wings purchased from the grocery store. 

• Collecting feces or urine from animal environments. 

Classification B:  Animals being bred, conditioned, or held for use in teaching, or research, but 
not yet used for such purposes. Examples:  

• Breeding colonies of any animal species that are held in legal sized caging. Breeding colony 
includes parents and offspring. 

• Newly acquired animals that are held in proper caging and handled in accordance with 
applicable regulations. 

Classification C:  Animals where teaching or research will be conducted involving minimal to no pain/stress. 
Examples:  

• Procedures performed correctly by trained personnel such as the administration of 
electrolytes/fluids, administration of oral medication, blood collection from a common 
peripheral vein per standard veterinary practice (dog cephalic, cat jugular, rodent 
saphenous vein) or catheterization of same, standard radiography, parenteral injections of 
non-irritating substances. 

• Euthanasia performed in accordance with the recommendations of the most recent AVMA 
Panel on Euthanasia. 

Classification D:  Animals where teaching or research will be conducted involving more than minimal pain/stress 
and for which appropriate anesthetic, analgesic, or tranquilizing drugs will be used. Examples:  

• Surgical procedures conducted by trained personnel in accordance with standard 
veterinary practice such as biopsies, gonadectomy, exposure of blood vessels, chronic 
catheter implantation, laparotomy or laparoscopy. 

• Blood collection by more invasive routes such as the intracardiac method. 

• Administration of drugs, chemicals, toxins, or organisms that would be expected to produce 
pain or distress but which will be alleviated by analgesics or intensive care procedures. 

Classification E:  Animals where teaching or research will be conducted involving more than minimal pain/stress to 
the animals and for which the use of appropriate anesthetic, analgesic, or tranquilizing drugs will be withheld 
because they would adversely affect the procedures or results. Examples:  

• Procedures producing pain or distress unrelieved by analgesics such as toxicity studies, 
microbial virulence testing, radiation sickness, and research on stress, shock, or pain. 

• LD 50 tests. 

• Negative conditioning via electric shocks that would cause pain in humans. 
NOTE REGARDING CLASSIFICATION E:  An explanation of the procedures producing pain or distress in these animals 
and the scientific justification for not using appropriate anesthetic, analgesic or tranquilizing drugs must be included in your 
protocol form . 

 



Collegewide Printing Services & Publications Work Order
❑ Send to Publications first for copy changes (x7495, 14-171-Cocoa).    Printing Services (x7486, 14-145-Cocoa)

Date: Requestor: Phone#: Dept./Index#:

Campus: Bldg./Room: Description of Material:

PRESS JOBS:

Press Ink Colors:

NCR: � 2 part � 4 part
� 3 part � 5 part legal

Outside Mailing: � Yes   �No

If mailed, how many?

�Bulk   � First Class

PUBLICATIONS USE ONLY REPRODUCTION USE ONLY

81/2 x 11 Color: Pages @ 40¢ Total Impr:

11 x 17 Color: Pages @ 80¢ Set-up Charge:

Laminate: @ 25¢ @ 50¢ Date Printed:

Labels Sheet(s) @ 13¢ Operator: 1  2  3  4  5  6

Labels Box(es) @ $9.42 Machine: 1  2  3  4  C  P  L

AS-005  Q5000  P0404  R0404 Received by: Date:

P L E A S E  P R I N T

Date In:

Design/Graphics:

Word Processing:

Designer:

� Community Relations
& Marketing Approval 

� PDF (File Name):

Date Out (CWP): 

Special Instructions:

Justification (how it supports college goals):

COPYRIGHT INFRINGEMENT PUNISHABLE BY FINE/IMPRISONMENT: Federal law prohibits unauthorized reproduction/distribution of copyright material. It is YOUR obligation to ensure material
requested for reproduction is not copyrighted or that your use of copyrighted work does not constitute copyright infringement

Date Required:

# of Pages:

# of Copies:

� Letter � Legal
� 11x17 �Other:

Paper Color:
� Text �Card

Distribution: �Collegewide
� See attached

Copy: �Back to Back
� Front Only

Collate: � Yes �No

Staple: � Single (corner)
�Double (side)

Hole Punch:
� 3-hole (side)
� 2-hole (top)

Binding: � Spiral � Perfect

Fold: � Tri-fold  �Half-fold  � Z-fold

Pads: 
# of pads:
Sheets per pad:

Transparencies:
�Black & White @ 16¢

Color Copier:
� Letter @ 40¢
� 11x 17 @ 80¢
� Transparencies @ $1.60
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To ensure that your work order is processed efficiently, 
please fill in all the blanks and Τ what you wish to have done. 

 
Date: 
 
Requestor: 
 
Faculty: 
 
Dept/Index II: 
 
Campus: 
 
 
Phone: 
 
Description of Material: 
 
Date Required: 
 
# of Pages: 
 
 
# of Copies: 
 
Letter, Legal, etc. 
 
Copy: Back to Back 

Front Only 
 
Collate: 
 
 
Staple: Single 

Double 
 
Hole Punch: 
 
Fold: 
 
Paper Color/Type: 
 
Ink Color(s): 
 
Transparencies: 
 
Special Instructions: 

The current date 
 
Your name (PRINT PLEASE) 
 
If you are an instructor,  indicate.   
 
Your order must have your Department & Index # in order to be processed. 
 
Campus where you receive mail. C = Cocoa; M = Melbourne; PB = Palm Bay; 

T = Titusville; PAFB = Patrick. 
 
This is needed in order to contact you concerning any questions we may have. 
 
Be as brief as possible: Handouts, Tests . . . 
 
The date you need this by. 
 
Our machines do not count the pages for us, so please fill this out. If there is printing 
on both sides of one sheet of paper, this is counted as 2 pages. 
 
How many copies/sets you need. 
 
The size to be printed on. Letter is standard. 
 
Printing will be done “Back to Back” to save on the cost of paper. However, special 
requests will be done “Front Only”. 
 
Collate is placing in sequence; 1, 2, 3, 1, 2, 3 . . . 
If you do not want it collated  No   1, 1, 1, 2, 2, 2, 3, 3, 3 . . . 
 
One staple in the upper left corner. 
Two staples evenly spaced along the left edge. 
 
A3 / side@ is to fit in a 3 ring binder. A2 / top@ is to fit in form holders. 
 
“Letter” is a standard letter fold to go in an envelope (we do not fold stapled jobs). 
 
“Text” is paper, and “Cover” is thin cardboard used for covers and inserts. 
 
All printing will be done in black ink unless it is a specified press job. 
 
Used for overheads. 
 
* Fill in the “Special Instructions” you may have for this order. 

 
 
   REMOVE ALL STAPLES FROM ORIGINALS AND REPLACE WITH PAPER CLIPS   
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HUMAN RESOURCES OFFICE 

PART -TIME INSTRUCTOR CHECK 
LIST 

 
 
NAME  ________________________________________________________________ 

SOCIAL SECURITY NUMBER  __________________________________________ 

DEPARTMENT_______________________________________________ 

RANK ______________________ BEGINNING DATE ________________________ 

POSITION:  TEMPORARY INSTRUCTIONAL ________ SUBSTITUTE _______ 

THE FOLLOWING INFORMATION AND FORMS HAVE BEEN RECEIVED: 
_______ Completed Application Form 
_______ Reference Forms (completed and returned) 
_______ Official Transcripts  (Doctorate ___Specialist ___ Masters ___ 
                                                              Baccalaureate ___ AA ___ AS ___) 
_______ Certificates  ____ License 
_______ Letter of Verification of Experience 
_______ Withholding Form (W-4)                  
_______ Sexual Harassment Training Certificate 
_______ Worker’s Compensation Form  
_______ I-9 Form (copies of Identification Documents specified on the I-9        

     Form)          DL ___SS Card ___Passport ___Birth Certificate___ Alien Card ___ 
_______ Loyalty Oath Form 
_______ Emergency Form 
_______ Retirement Form 
 
FORWARDING ADDRESS IF DIFFERENT FROM MAILING ADDRESS 
 
                                              

 
 

       Dianne Hancock      
                  Human Resources Specialist 
 
 
 
 
Rev 6-03akm
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EMPLOYMENT CHECKLIST
FULL-TIME, INSTRUCTIONAL

 
NAME  _________________________ 
POSITION _________________________ 
DATE TO BEGIN ____________________ 

 

DEPARTMENT  __________________________

POSITION #       __________________________ 

STEP  _______ SALARY  $____________ 

 

For Approval 
_______ Application Form 

_______ Background Check (if required) 

_______ Certificate(s) for: 

  _____________________________ 

 

_______ Job Announcement 

_______ Telephone References (3) 

_______ Transcripts:  Official ___ Copy ___

_______ Screening Committee Memo 

For Personnel File 
_______ Offer Letter 

_______ Preventing Sexual Harassment Cert. 

_______ Direct Deposit Form 

_______ Driver Approval Request Form 

_______ Drug Free Certificate/Training 
Acknowledgement 

_______ Emergency Form 

_______ Externally-Funded Policy (grant 
positions only) 

_______ Films: ADA/Right-to-Know Law 

_______ I-9 & Verification 

  SS ____   BC ____   DL ____ 

  PP ____   INS Form ____ 

 

_______ Insurance Orientation 

_______ Loyalty Oath 

_______ Outside Employment Form 

_______ Personnel File Card 

_______ Photograph 

_______ Reference Letters: 3 Signed Forms 

_____ Returned Letters 

_______ Retirement Participation Form 

_______ W-4 Form 

_______ Workers’ Comp. Managed Care 
Form and Information Handout 

_______ Supervisor’ Checklist

For Employee 
_______ ID Badge 

_______ Benefits Brochure 

_______ Drug-Free Policy Brochure 

_______ FL Attractions Discount Cards 

_______ Learning Connection Handout 

_______ FACC Information 

 

 

_______ Policy and Procedure Web Location

_______ Retirement Info. Booklet 

_______ Safety Awareness Booklet 

_______ Sexual Harassment Brochure 

_______ Wellness Program Handout 

_______ VIP Booklet 
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 FACULTY SCHEDULE 
 
Faculty Name: _Martha Smith___ Semester: _Fall,  2004_       Building/Room 4-114- (Cocoa)_  Phone:_______ 
  
 

 
MONDAY 
Teaching Time     Course Section   Bldg./Rm 
 

_8:00_ to __8:50_ __ENC 1102______ __01C_   _5/119_ 
 

11:00_ to _11:50_ __ENL 2023______ __01C_   _5/119_ 
 

______ to ______ ________________ ______    ______ 
 

______ to ______ ________________ ______    ______ 
 

______ to ______ ________________ ______    ______ 
 
On Campus _7:30_ to 12:00  _1:00_ to _3:30_  _____ to _____ 
 
Advising Hours _9:00_ to 10:00  _1:00_ to _2:00_  _____ to _____ 

 
THURSDAY 
Teaching Time     Course Section   Bldg./Rm 
 

_9:25_ to _10:40_ __ENC 1102_____ _17C__   _4/202_ 
 

10:50_ to _12:05_ __ENC 1102_____ _18C__   _4/202_ 
 

______ to ______ ________________  ______   ______ 
 

______ to ______ ________________  ______   ______ 
 

______ to ______ ________________  ______   ______ 
 
On Campus _7:30_ to 12:15  _1:15_ to _2:30_  _____ to _____ 
 
Advising Hours _8:00_ to _9:00_  _1:15_ to _2:15_  _____ to _____ 

 
TUESDAY 
Teaching Time Course Section Bldg./Rm 
 

_9:25_ to _10:40_ __ENC 1102______  _17C__    _4/202_ 
 

10:50_ to _12:05_ __ENC 1102______  _18C__    _4/202_ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

_6:00 _ to _8:45_ __ENC 1101______  _70C _    _4/202__ 
 
On Campus _7:30_ to _1:30   _5:00_ to _8:45_ _____ to _____ 
 
Advising Hours _8:00_ to _9:00_  5:00_ to _6:00_  _____ to ______ 

 
FRIDAY 
Teaching Time Course Section Bldg./Rm 
 

_8:00 _ to _8:50__ __ENC 1102______  __01C_    _5/119_ 
 

11:00 _ to 11:50__ __ENL 2023______  __01C_    _5/119_ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 
On Campus _7:30_ to _1:50    _____ to _____  _____ to _____ 
 
Advising Hours _9:00  to 10:00   10:00_ to 11:00  _____ to _____ 

 
WEDNESDAY 
Teaching Time Course Section Bldg./Rm 
 

_8:00_ to _8:50__ ___ENC 1102_____  _01C__   _5/119_ 
 

11:00_ to _11:50_ ___ENL 2023_____  _01C__   _5/119_ 
 

______ to ______ ________________  ______    ______ 
 

______ to ______ ________________  ______    ______ 
 

______ to ______ ________________  ______    ______ 
 
On Campus  _7:30_ to 12:00   _1:00_ to _3:30_  _____ to _____ 
 
Advising Hours _9:00  to 10:00   _1:00_ to _2:00  _____ to_____ 

 
DAY 
Teaching Time Course Section Bldg./Rm 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 
On Campus  _____ to _____   _____ to _____   _____ to _____ 
 
Advising Hours _____ to _____   _____ to _____   _____ to_____ 

 
WEEKLY TOTALS: 
 
Teaching _15_ Advising Hours _10_ On Campus Hours _10_ Total Hours _35_ Faculty Initials _JS_ Division Dean/Dept. Chair _PB_ 
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 FACULTY SCHEDULE 
 
Faculty Name: _Tom Miller_         Semester: _Fall,  2004_          Building/Room 4-114- (Cocoa)_ Phone:_______ 
 

 
MONDAY 
Teaching Time Course Section Bldg./Rm 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 
 
On Campus  _____ to _____   _____ to _____   _____ to _____ 
 
Advising Hours _____ to _____   _____ to _____   _____ to_____  

 
THURSDAY 
Teaching Time Course Section Bldg./Rm 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 
 
On Campus  _____ to _____   _____ to _____   _____ to _____ 
 
Advising Hours _____ to _____   _____ to _____   _____ to_____  

 
TUESDAY 
Teaching Time Course Section Bldg./Rm 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 
 
On Campus  _____ to _____   _____ to _____   _____ to _____ 
 
Advising Hours _____ to _____   _____ to _____   _____ to_____ 

 
FRIDAY 
Teaching Time Course Section Bldg./Rm 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 
 
On Campus  _____ to _____   _____ to _____   _____ to _____ 
 
Advising Hours _____ to _____   _____ to _____   _____ to_____ 
 

 
WEDNESDAY 
Teaching Time Course Section Bldg./Rm 
 

_6:00 _ to _8:45_ __ENC 1101______  _72C _    _4/205__ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 
 
On Campus  5:30 to 8:45    _____ to _____   _____ to _____ 
 
Advising Hours _5:30 _ to 6:00    _____ to _____   _____ to_____  

 
DAY 
Teaching Time Course Section Bldg./Rm 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 

______ to ______ ________________  ______    _______ 
 
 
On Campus  _____ to _____   _____ to _____   _____ to _____ 
 
Advising Hours _____ to _____   _____ to _____   _____ to_____ 

 
 
WEEKLY TOTALS: 
 
Teaching _3_ Advising Hours _0.5_ On Campus Hours _0_ Total Hours _3.5  Faculty Initials _JJ_ Division Dean/Dept. Chair _PB_ 
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 BCC-BCC/UFF PERFORMANCE APPRAISAL COMMITTEE 
 PERFORMANCE ENHANCEMENT PROGRAM 
 
Faculty performance enhancement is the goal of this program. Full procedures as listed below may 
be administered yearly (or a minimum of once every three years) with continuing contract faculty. 
Annual contract faculty will be evaluated annually, either in the Fall or Spring semester. A faculty 
member may request a review of his/her performance annually per Section I, Article 13, of the BCC-
UFF Agreement. 
 
The program consists of the following elements: 
 
Self-Appraisal 
Faculty Performance Intent Statement . . . a listing of faculty member’s proposed goals during the 
forthcoming performance enhancement period and an appraisal of success in attaining the goals 
mutually agreed upon at the last conference. Completed self-appraisal will be submitted to the 
supervisor one week before the performance enhancement conference. 
 
Student Appraisal of Instruction (Teaching Faculty) 
A.Student Appraisal of Instruction Form. 
 
B.Two sections per term (one selected by faculty member and one by supervisor or his/her 

appropriate designee). Additional sections may be surveyed after a faculty member/supervisor 
meeting where reasons for the additional sections are discussed. Annual Contract personnel shall 
survey all sections each term. Original appraisals and summaries will be given to the faculty 
member after the term ends, and will be part of the packet of written material available at the 
conference. 

 
Class Observation (Teaching Faculty) 
May be annually by supervisor or mutually agreed upon designee with continuing contract faculty, 
one per year with annual contract faculty. May take place at any time during academic year with 
prior notification to faculty member. More often by mutual agreement. 
 
The observation must occur prior to the conference and the observation report must be made 
available to the faculty member at least 24 hours prior to the conference. 
 
Performance Enhancement Conference 
Written material available prior to conference for use at conference: 
 
(to supervisor 
 from faculty)   1. Faculty Self-Appraisal 
 
(to faculty member  2. Class observation report 
 from supervisor)  3. Student appraisal of instruction (previous term) 
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 PERFORMANCE ENHANCEMENT CONFERENCE 
 TWO PART CONFERENCE 
 
 
A.Mutually review past performance of faculty to identify areas of strength and possible 

improvement. This part of the conference produces the Summary of Past Performance, a copy of 
which will be given to the faculty member and a copy placed in the permanent file. 

 
B.Mutually set goals leading to performance enhancement. This part of the conference produces the 

Summary of Future Performance Goals, a copy of which will be given to the faculty member and 
a copy placed in the permanent file. 

 
Approach 
 
The system is forward looking. The faculty member actively participates in self-appraisal and goal 
setting. He/she is given resources in the form of student questionnaires, class observations, and a full 
conference. 
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 TEACHING FACULTY 
 SELF-APPRAISAL 
 
Frequency: Continuing Contract Faculty:  May be annually (or more often by mutual 

agreement of faculty and supervisor if either desires) 
 
    Annual Contract Faculty:  Fall or Spring Semester 
 
 
Components: A. Past performance 
    B. Performance Goals 
 

Prepared by faculty member and given to supervisor at least one week before 
Performance Enhancement Conference. 

 
 
Usage:  Self-Appraisal is to be used at conference as basis for mutual development of 

Summary of Past Performance and for mutual Summary of Future Performance 
Goals. 

 
Copy not kept in permanent file, and no copies retained. Original returned to the 
instructor. 
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 TEACHING FACULTY SELF-APPRAISAL 
 
Directions: The purpose of this form is to allow the faculty member an opportunity to identify 

self-advancement targets for the mutual enhancement of the faculty member, 
students and the college as a whole. Areas of ongoing improvement identified by 
faculty member self-appraisal may be addressed by these goals. 

 
In addition, the faculty member will review the Summary of Future Performance 
Goals and evaluate his/her success in achievement. 

 
This form is to be submitted to the supervisor at least one week before the 
Performance Enhancement Conference. 

 
 1. The targets listed on the most recent Summary of Future Performance Goals were: 
 
 
 
 
 
 
 2. Were the targets set in the most recent Summary of Future Performance Goals met? 
 9 Yes 9 No 
  Comments: 
 
 
 
 
 
 3. I want to reach the following targets during the next appraisal period: 
 
 
 
 
 
 4. I identify these standards to demonstrate completion of the targets listed above: 
 
 
 
 
 
 
                                                                                                             
Faculty Signature      Date 
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 STUDENT QUESTIONNAIRES 
 
Frequency: Continuing Contract Faculty: Two sections per term (one selected by faculty 

member, one by supervisor or appropriate designee). Additional sections may be 
surveyed after a faculty member/supervisor meeting where reasons for the 
additional sections are discussed. 

 
    Annual Contract Faculty:  all sections each term (including summer terms) 
 
Components: 1. Short answer 
    2. Open ended 
 
Questionnaires: Student Appraisal of Instruction and Student Appraisal of Online Instruction. 

Results to be given to faculty member after completion of term and later used in 
preparation for the Performance Enhancement Conference. 

 
Usage:  Previous term/year questionnaires to be used by faculty member and supervisor to 

help identify areas of possible improvement and for recognition of exemplary 
practices. 
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SUBJECT: ________________________________________ COURSE NUMBER:________________________________ 
SECTION: ________________________________________ TERM: ___________________________________________ 
     

STUDENT APPRAISAL OF INSTRUCTION     SIDE 1 
This form is provided to give you an opportunity to express your views of this course and the way it has been taught. The purpose of 
obtaining the information is to assist in the improvement of instruction; therefore, please answer the items carefully. The BCC faculty 
member will receive this form after grades are submitted. 
Directions: Please blacken □ Yes    □ No    □ NA (Not Applicable) and make comments if you want.  
Section A: (For All Students) 

 
  1. Instructor presented written course syllabus. This syllabus should contain objectives, grading procedure, 

and attendance policy.  
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
   2. Instructor relates class experience to course objectives. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
   3. Instructor’s tests and/or assignments relate to course objectives. 

   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
   4. Instructor is prepared and uses class time effectively. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
   5. Instructor provides information to students regarding their performance on tests and/or assignments. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
   6. Instructor is available to consult with students during advisement hours. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
  7. Instructor creates an atmosphere in which students feel free to ask questions and participate in class 

discussion.  
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
   8. Overall performance of instructor is satisfactory or above. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
   9. Textbook and materials required to be purchased were used in the course. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
1 0.  Textbook and materials are readable and worthwhile. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
1 1.  Required textbooks, materials, and supplies are readily available in the bookstore. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
1 2.  Skills and competencies and/or course objectives taught agree with those listed in course outline. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
1  3.  Facilities and equipment are available to meet objectives. 
  Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
1 4.  Instructor stresses safety procedures in class and/or laboratory activities. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 
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Section B: (For Telecourse Students Only) SIDE 2 
NOTE: For Telecourse students, “Instructor” refers to your BCC Telecourse facilitator. 

 
  1. Did you attend the telecourse orientation session? 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
  2. If you did not attend the telecourse orientation session, did you take other action to acquire the 

information?  
Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
  3. The Broadcast telesessions were aired as scheduled. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
  4. The content and subject matter of the telelessons were current and relevant to the course objectives. 
   Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
  5. The telecourse facilitator (BCC instructor) was accessible and responded to student (my) inquiries in a 

timely manner.  
Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
  6. The telecourse facilitator (BCC instructor) was effective in guiding students (me) to course completion. 

Comments:                                                                                                                                                      

 
□ Yes     □ No     □ N/A 

 
  7. The telecourse study guide was useful and helpful in learning the subject matter. 

  
 

 
□ Yes     □ No     □ N/A 

 
ALL STUDENTS, PLEASE WRITE ADDITIONAL COMMENTS: 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________
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INSTRUCTOR:                                                                         
SUBJECT:                                                                                
COURSE NUMBER:                                                                 
SECTION/TERM:                                                                       

STUDENT APPRAISAL OF ONLINE INSTRUCTION 
 

This form is provided to give you an opportunity to express your views of this course and  the way it has been taught. The purpose of 
obtaining the information is to assist in the improvement of instruction; therefore, please answer the items carefully. The BCC faculty 

ember will receive this form after grades are submitted. m 
Please check one box and make comments if you wish: 

□ (Strongly Agree)   □ (Agree)  □ (Disagree)  □ (Strongly Disagree)  □ (N/A) 
 

 
 1. The texts and other course materials were obtained on time. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
 2. The BCC web-site was easy to navigate 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
 3. I was able to obtain technical assistance to resolve network problems 

within a timely manner.  
Comments:

□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
 4. The syllabus clearly presented the course objectives. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
 5. The course content matched the course objectives. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
 6. The course was well organized. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
 7. The course/text materials were easy to follow. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
 8. The course/text materials were complete. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
 9. Adequate time was given to complete and return assignments. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
10. The BCC faculty member encouraged students to ask questions. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
11. The BCC faculty member gave adequate feedback. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
12. The BCC faculty member responded to questions in a timely manner. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 
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13. The BCC faculty member’s test(s) related to course objectives. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
14. The BCC faculty member facilitated interaction between the student and 

the BCC faculty member.  
Comments:

□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
15. The BCC faculty member facilitated interaction among students in the 

class.  
Comments:

□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
16. Overall performance of the BCC faculty member is satisfactory. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
17. Threaded discussion (on message boards) with instructor and 

classmates was academically beneficial.  
Comments:

□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
18. Support Services (financial aid, academic student advising, etc) were 

easily accessible.  
Comments:

□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
19. Support Services (financial aid, academic student advising, etc) 

answered questions in a timely manner.  
Comments:

□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
20. Necessary learning resource materials were easy to obtain. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
21. Research needs were met by the resources available through the 

Learning Resources Center.  
Comments:

□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
22. Questions sent to the Learning Resources Center were answered in a    

timely manner.  
Comments:

□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
23. Overall course delivery mode was satisfactory. 

Comments: 
□ (Strongly Agree)   □ (Agree)   □ (Disagree) 
□ (Strongly Disagree)   □ (N/A) 

 
24. Was there an outstanding feature or problem?  If yes, please explain. 

Comments: 

 
□ (Yes)   □ (No) 

 
PLEASE WRITE ADDITIONAL COMMENTS: 
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CLASS OBSERVATION FORM 
 
Frequency: Continuing Contract Faculty:  May be annually or more frequently  if either 

faculty or supervisor desires and may take place any time during academic year 
with prior notice. 

 
Annual Contract Faculty:  Each Semester (Fall or Spring) 

 
Components: Lecture and/or Laboratory (if applicable). (Classroom and/or laboratory 

observation may be enhanced by additional criteria provided by faculty. Faculty 
choosing to provide additional criteria will provide criteria to the observer at least 
one week before classroom observation.) 

 
Usage:  Not in permanent file, but will be retained in the supervisor’s office. 
 
Observer: Supervisor or mutually agreed upon designee. 
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 CLASS OBSERVATION FORM 

Faculty Member’s Name                                                                                                                     

Date of Observation                                           Time                             Section                               

1. Discuss the instructor’s degree of clarity in (a) explaining, (b) questioning and (c) 
responding to questions. 

 
 

2. Did he/she seem well prepared (content and organization)? 
 

3. What, if any, teaching or instructional aids were used? 
 
 

4. What, if any, instructional experiences were presented to appeal to students with different 
learning styles? 

 
 

5. What were the most outstanding features of this class? 
 

6. Comment on the instructor’s instructional techniques as exhibited in this class. 
 
 

7. How did the instructor respect and encourage students to express their opinions in a 
responsible manner? 

 
 

8. What comments or suggestions for improvements based on this observation would you 
make? 

 
 

9. Additional criteria provided by faculty to be used in classroom and/or laboratory 
observation. 

 

Name of Observer                                                                      Date                                        
(Signature of Observer) 

A copy of this observation form must be made available to the faculty member at least 24 hours prior 
to the Performance Enhancement Conference. 
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 PERFORMANCE ENHANCEMENT PROGRAM CONFERENCE 
 
Frequency: Continuing Contract Faculty:  May be annually 
 

Annual Contract Faculty:  Semester (Fall or Spring) 
 
Components: 1. Self-Appraisal 

2. Student Appraisal of Instructor 
3. Class Observation Forms 

 
Resources: A. Summary of Past Performance with signatures of faculty member and 

supervisor. Examples of faculty member’s strengths may include teaching / 
learning outcomes, adherence to state and institutional course objectives, 
curricular organization / development, professional growth, other 
contributions to the college. Areas needing improvement may include 
classroom delivery, curricular organization, rapport with students, support of 
institutional processes, professional decorum, flexibility in scheduling, other. 

B. Summary of Future Performance Goals with signatures of faculty member and 
supervisor. 

 
Usage:  Permanent File Items A & B only, i.e. Summary of Past Performance and 

Summary of Future Performance Goals. 
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 TEACHING FACULTY 
 PERFORMANCE ENHANCEMENT CONFERENCE SUMMARY 

Directions: To be completed by the supervisor after review of: 

a. Faculty Self-Appraisal Form 
b. Student Appraisal of Instruction 
c. Class Observation 

The Summary will be discussed with the faculty member at the Performance Enhancement 
Conference. A copy will be given to the faculty member and a copy placed in the permanent 
personnel file. 
 
Name of Faculty Member                                                                                                                   

Discipline Area                                                            Campus/Center                                               

Conference Date                                                              

Period encompassed by this summary                                          through                                         

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
 PART A 
 SUMMARY OF PAST PERFORMANCE 

Examples of this faculty member’s strengths are: 
 
 
 
 
 
Areas needing improvement are: 
 
 
 
 
 
 1. The faculty member’s overall performance is satisfactory.   Yes   No 

                                                                                                                                        
Signature of Supervisor     Date 

 2. I have read the comments of the supervisor. My comments if any are (use back page if desired): 

                                                                                                                                       
Signature of Faculty Member    Date 

 3. I have reviewed this summary. 

                                                                                                                                       
Signature of Campus Provost    Date 
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 TEACHING FACULTY 
 PART B 
 SUMMARY OF FUTURE PERFORMANCE GOALS 

Directions: To be completed by the supervisor and the faculty member as a product of the 
Performance Enhancement Conference. In the event that a mutually acceptable plan to 
attain future performance goals cannot be developed, the faculty member and 
supervisor shall submit individual statements or schedule another conference. 

 
Faculty Member                                                                                                                                  

Supervisor                                                                                                                                           

Date of Conference                                                    

Faculty advancement targets during the next appraisal period with objective means of determining 
success or progress (if applicable). 
 
 
 
 
Ways in which supervisor will endeavor to support faculty member’s success plan (if applicable). 
 
 
 
 
 
Supervisor’s suggestions to improve performance (if applicable). 
 
 
 
 
 
This list will be used prior to the next Performance Enhancement Conference as part of the faculty 
member’s self-appraisal. 
 

1.                                                                                                                                         
Signature of Faculty Member  Date 

2.                                                                                                                                        
Signature of Supervisor  Date 

3.                                                                                                                                        
Signature of Campus Provost Date 

COPIES: A copy shall be given to the faculty member and a copy placed in the permanent file
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LIBRARIAN 
 SELF-APPRAISAL 
 
Frequency: Continuing Contract Faculty:  May be annually (more often by mutual agreement 

of faculty and supervisor) 
 

Annual Contract Faculty:  Fall or Spring Semester 
 
Components: A. Past Performance 

B. Performance Intent 
 

Prepared by librarian and given to supervisor at least one week before 
Performance Enhancement Conference. 

 
Self-Appraisal will be used at conference as basis for mutual development of 
Summary of Past Performance and for mutual development of Summary of 
Future Performance Goals. 

 
Usage: Copy not kept in permanent file, and no copies retained. Original returned to the librarian. 
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 LIBRARIAN SELF-APPRAISAL 
 
Directions: The purpose of this form is to allow the librarian an opportunity to identify 

self-advancement targets for the mutual enhancement of the librarian, the 
students, and the college as a whole. Areas of weakness identified by librarian’s 
self-appraisal may be addressed by these goals. 

 
In addition, the librarian will review the Summary of Future Performance Goals 
and evaluate his/her success in achievement. 

 
This form is to be submitted to the supervisor at least one week before the 
Performance Enhancement Conference. 

 
1. The targets listed on the most recent Summary of Future Performance Goals were: 
 
 
 
 
 
 
2. Were the targets set in the most recent Summary of Future Performance Goals met?  Yes  No 
 
    Comments: 
 
 
 
 
 
 
3. I want to reach the following targets during the next appraisal period: 
 
 
 
 
 
4. I identify these standards to demonstrate completion of the targets listed above: 
 
 
 
 
 
 
                                                                                                                                                
Librarian Signature      Date 
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 PERFORMANCE ENHANCEMENT PROGRAM CONFERENCE 
 
Frequency: Continuing Contract Librarian:  May be annually 
 

Annual Contract Librarian:  Semester (Fall or Spring) 
 
Components: 1. Self-Appraisal including Parts A & B 
 
Resources: A. Summary of Past Performance with signatures of librarian and supervisor. 

B. Summary of Future Performance Goals with signatures of librarian and 
supervisor. 

 
Usage:  Permanent File Items A & B only, i.e. Summary of Past Performance and 

Summary of Future Performance Goals. 
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 LIBRARIAN 
 PERFORMANCE ENHANCEMENT CONFERENCE SUMMARY 

Directions: To be completed by supervisor after review of Librarian Self-Appraisal Form 

The Self-Appraisal will be discussed with the librarian at the Performance Enhancement Conference. 
A copy of the summary will be given to the librarian and a copy placed in the permanent personnel 
ile. f

 
Name of Librarian                                                                                                                               

Campus/Center                                                             Conference Date                                               

Period encompassed by this summary                                          through                                         

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
 PART A 
 SUMMARY OF PAST PERFORMANCE 

Examples of this librarian’s strength are: 
 
 
 
 
 
 
 
Areas needing improvement are: 
 
 
 
 
 
 
 
 1. The librarian’s overall performance is satisfactory.    Yes    No 

                                                                                                                                       
Signature of Supervisor     Date 

 2. I have read the comments of the supervisor. My comments, if any, are (use back of page if 
desired): 
                                                                                                                                        
Signature of Librarian     Date 

 3. I have reviewed this summary. 

                                                                                                                                        
Signature of Campus Provost   Date 
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 LIBRARIAN 
 PART B 
 SUMMARY OF FUTURE PERFORMANCE GOALS 

Directions:  To be completed by the supervisor and the librarian as a product of the 
Performance Enhancement Conference. In the event that a mutually acceptable 
plan to attain future performance goals cannot be developed, the librarian and 
supervisor shall submit individual statements or schedule another conference. 

 
Librarian                                                                                                                                              

Supervisor                                                                                                                                           

Date of Conference                                                     

Librarian Advancement Targets during the next appraisal period with objective means of 
determining success or progress (if applicable). 
 
 
 
 
 
Ways in which supervisor will endeavor to support librarian’s success plan (if applicable). 
 
 
 
 
 
 
Supervisor’s suggestions to improve performance (if applicable). 
 
 
 
 
 
This list will be used prior to the next Performance Enhancement Conference as part of the 
librarian’s self-appraisal. 
 
 1.                                                                                                                                        

Signature of Librarian     Date 

 2.                                                                                                                                        
Signature of Supervisor     Date 

 3.                                                                                                                                        
Signature of Campus Provost    Date 

COPIES: A copy shall be given to the faculty member and a copy placed in the permanent file.  
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COLLEGEWIDE TESTING PROCEDURES 

 
Instructors wishing to test students using hard copy exams are directed to consult and 
comply with BCC Collegewide testing procedures as outlined in the Learning Lab 
Information booklet.  General information appears in the list below and is subject to 
change. 
 
1. On-Campus Faculty using the Learning Labs for any type of hardcopy exams, 

should bring them to the Learning Lab.   Logging in and picking up the exams are 
the responsibilities of the instructors. Off-Campus Faculty can send exams via 
BCC Courier, and the Learning Lab will return the exams via BCC Courier. We 
strongly discourage faxed exams; however, if an exam is faxed to the Lab, 
please call and confirm that it has been received. For those Virtual Campus 
instructors that e-mail exams and/or exam passwords to the Learning Lab 
Coordinator or other designee, there is no log in procedure required. However, 
they should follow the procedures for submitting e-mail exam information under 
“BLACKBOARD TESTING PROCEDURES” guidelines established by the Virtual 
Campus. 

 
2. Proctoring instructions from Faculty (i.e. time limit; whether or not notes or books, 

etc. are allowed; or whether or not calculators are allowed; etc…) should be 
written legibly on the “Test Administration Guidelines” form when sending a 
hardcopy exam. One form for each student should be completed by the 
instructor. For emailed exams, please provide all this information in the email as 
established in the “BLACKBOARD TESTING PROCEDURES” guidelines.  

 
3. Testing is by appointment, and the students are responsible for making the 

appointment. 
 
4. Valid Photo Identification (i.e. college issued student I, Driver’s License, or 

Passport) is required to administer exams. 
 
5. All exams are secured. These exams are to be administered by the Learning Lab 

staff. NO STUDENT ASSISTANTS / STUDENT WORKERS are allowed to 
administer exams or secure them. 

 
6. Students who are taking exams are directed to the Testing Area and will be 

observed on a regular basis. If there is any suspicious behavior, the staff will  
notify the Coordinator/designee. At no time will a Learning Lab staff member 
supersede the authority of the instructor’s test administration instructions. When 
there is a question concerning a student, examination, etc…the Learning Lab 
Coordinator/designee will contact the instructor. 

 
7. The Learning Lab testing room/area is the same as a classroom. Therefore, the 

listed items are not allowed Cellular telephones, beepers, pagers, calculator 
watches, blackberries or other electronic devices with network or software 
capabilities (unless approved by the instructor testing guidelines), 
books/materials (unless allowed by instructor testing guidelines) children/guests  
are not permitted in the testing area.  
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Online testing procedures 
  

This procedure applies to Online exams only.  Instructors wishing to test students using hard copy 
exams are directed to consult and comply with BCC Collegewide testing procedures as outlined in 
the Learning Lab Information booklet. 
 

• All online courses must have at least one proctored exam per term.  
 
• BCC’s four Learning Labs administer online exams for Brevard County residents.   

 
• Residents outside of the county must make exam arrangements acceptable to the 

Instructor.  Students in the State of Florida should be directed first to a Community 
College testing lab, or a school or public library.  Students unable to do this should 
request permission for an outside proctor. (See Proctor Request form.)  Information is 
sent to individual proctors using the same online process as is used for submission to 
Labs.  

 
• The window for online tests should be at least seven days, and should span at least one 

Saturday.  
 

• Tests must be no longer than 180 minutes (3 hours).  
 

• Tests must be located in the Course Information area of the Blackboard classroom.  
 

• Any deviation or special circumstances, software or requirements for test administration 
should be noted in the notes field of the online test submission form.  

 
• Online testing includes all computer based tests including Blackboard, Word (essay) or 

other Course Management platforms (i.e. Course Compass).  
 

• Online instructors may submit hard copies of tests to the Learning Labs as backups, if 
they so wish.  

 
• Students are responsible for making and keeping appointments with the Learning Lab 

most convenient to them. 
 

• The online submission process is located on the Faculty Support Site at:  
https://web2010.brevard.cc.fl.us/login/login.cfm   
 

• The Online exam passwords and exam instructions/guidelines are accessible for staff via 
secured access at: https://web2010.brevard.cc.fl.us/secure/ulogin/index.cfm  

 
• Test information should not be e-mailed to Learning Lab Coordinators.   

 
• BCC’s Learning Lab Coordinators are:  

Cocoa:   Tim Hancock        hancockt@brevardcc.edu          Ext. 7326 
Melbourne: George Strohm   strohmg@brevardcc.edu Ext. 5522 
Palm Bay: Annette Kauslick kauslicka@brevardcc.edu  Ext. 5250 
Titusville: Betsy Graves  gravesb@brevardcc.edu        Ext. 5035 
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TEST ADMINISTRATION GUIDELINES 

  
Student’s Name ____________________________________________________________ 
  
Course Number ____________________________________________________________ 
  
Instructor’s Name __________________________________________________________ 
  
Contact Phone # or Ext. _____________________________________________________ 
  
Test Deadline Date _________________________________________________________ 
                On-Campus instructor must pick up tests in person. 
  
Off Campus Instructors Only: 
Return to the above instructor on _______________________________________ (Date). 
  
Return Address ____________________________________________________________ 
                Note: Please remind students that a picture I.D. will be required. 
  
Please Check Applicable Items: 
  

 No aids or help are to be used during test 
  

 Notes may be used 
  

 Text may be used 
  

 Dictionary may be used 
  

 Calculator may be used 
  

 Other Directions ________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
  
FOR LEARNING LAB STAFF TO RECORD. 
  
TIME:  START                                            STOP                                INITIALS:          
  
  
DATE OF TEST ____________________________________________________________ 
  
DATE RETURNED ___________________________ INITIALS ____________________         
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STUDENT LOGIN PROTOCOL FOR BCC COMPUTER SYSTEMS – FALL 2005

NOTES:
• The terms PIN and Password are used interchangeably. These formats are for INITIAL LOGIN only. Once you reset your PIN or Password, you must remember it.

• Each of these systems is independent of the other; if you change your PIN/Password in one system, it will not change the others. The only exception is BANNER
WEB and FACTS; those will always be the same.

• To find your IMail address, go to BANNER WEB, LOG-IN TO SECURE AREA, click on Personal Information, click on View E-Mail Address(es).

For Technical Assistance Contact the HELPDESK at (321) 433-7600 • helpdesk@brevardcc.edu
HELPDESK Hours: Monday – Thursday 8 a.m. – 7 p.m., Friday 8 a.m. – 5 p.m., closed Saturday & Sunday

System Username/UserID Initial PIN/Password Who to contact if you are having problems

BANNER WEB
(LOG-IN TO SECURE AREA)

Student ID Number (ex. B00999999)
Uppercase “B” followed by 8 numbers

Initial PIN: 
6 digit system-generated 

ID Number: Must be requested in person or released with written signature only.
PIN: User can reset using the “Forgot PIN?” reset function. 

If unable to reset PIN, contact the HELPDESK

www.FACTS.org Student ID Number (ex. B00999999) PIN/Password: 
Same as BANNER WEB

Same as BANNER WEB.
Cannot reset PIN in Facts; it will always be the same as Banner Web.

IMAIL Network ID Number (ex. n22345678)
Lowercase “n” followed by 8 numbers

Initial Password: 
Birthdate: MMDDYY

Network ID: Student looks up on BANNER WEB
Password: Contact Cocoa Help Desk at 433-7600 to reset Password

Imail address: n22345678@imail.brevardcc.edu
Note: Allow 24 hours after class registration to generate account.

BLACKBOARD Student ID Number (ex. B00999999) Initial Password: 
Birthdate: MMDDYY

ID Number: Must be requested in person or released with written signature only.
Password: Student can use the Self-Help to reset Password.

If unable to reset Password, contact the Virtual Campus Helpdesk
virtualcampus@brevardcc.edu or 321-433-7100

SMARTHINKING Student ID Number (ex. B00999999) Initial Password: 
Birthdate: MMDDYY

ID Number: Must be requested in person or released with written signature only.
Password: Student can use the Self-Help to reset Password. 

For assistance call 1-888-430-7429, ext. 1.

STUDENT
COMPUTER LABS

LIBRARY
RESOURCES

Student ID Number (ex. B00999999)

Library Number (Borrower ID)
(ex. 23201000999991)

printed on back of ID Card

Initial Password: 
Birthdate: MMDDYY

Initial PIN:
Last 4 digits of SS Number
(Can be changed by user)

ID Number: Must be requested in person or released with written signature only.
Password: Each lab is different. 

Note: Allow 24 hours after registration to generate access to computer.
Library Number: Comes on card when students gets ID at the Library 

(must present current course schedule and photo ID)
PIN: Defaults to last 4 digits of SS Number – Contact Campus Library Circulation

Desks: Cocoa (7250), Melbourne (5580), Palm Bay (5270), Titusville (5066)

STUDENT LOGIN PROTOCOL FOR BCC COMPUTER SYSTEMS – FALL 2005

NOTES:
• The terms PIN and Password are used interchangeably. These formats are for INITIAL LOGIN only. Once you reset your PIN or Password, you must remember it.

• Each of these systems is independent of the other; if you change your PIN/Password in one system, it will not change the others. The only exception is BANNER
WEB and FACTS; those will always be the same.

• To find your IMail address, go to BANNER WEB, LOG-IN TO SECURE AREA, click on Personal Information, click on View E-Mail Address(es).

For Technical Assistance Contact the HELPDESK at (321) 433-7600 • helpdesk@brevardcc.edu
HELPDESK Hours: Monday – Thursday 8 a.m. – 7 p.m., Friday 8 a.m. – 5 p.m., closed Saturday & Sunday

System Username/UserID Initial PIN/Password Who to contact if you are having problems

BANNER WEB
(LOG-IN TO SECURE AREA)

Student ID Number (ex. B00999999)
Uppercase “B” followed by 8 numbers

Initial PIN: 
6 digit system-generated 

ID Number: Must be requested in person or released with written signature only.
PIN: User can reset using the “Forgot PIN?” reset function. 

If unable to reset PIN, contact the HELPDESK

www.FACTS.org Student ID Number (ex. B00999999) PIN/Password: 
Same as BANNER WEB

Same as BANNER WEB.
Cannot reset PIN in Facts; it will always be the same as Banner Web.

IMAIL Network ID Number (ex. n22345678)
Lowercase “n” followed by 8 numbers

Initial Password: 
Birthdate: MMDDYY

Network ID: Student looks up on BANNER WEB
Password: Contact Cocoa Help Desk at 433-7600 to reset Password

Imail address: n22345678@imail.brevardcc.edu
Note: Allow 24 hours after class registration to generate account.

BLACKBOARD Student ID Number (ex. B00999999) Initial Password: 
Birthdate: MMDDYY

ID Number: Must be requested in person or released with written signature only.
Password: Student can use the Self-Help to reset Password.

If unable to reset Password, contact the Virtual Campus Helpdesk
virtualcampus@brevardcc.edu or 321-433-7100

SMARTHINKING Student ID Number (ex. B00999999) Initial Password: 
Birthdate: MMDDYY

ID Number: Must be requested in person or released with written signature only.
Password: Student can use the Self-Help to reset Password. 

For assistance call 1-888-430-7429, ext. 1.

STUDENT
COMPUTER LABS

LIBRARY
RESOURCES

Student ID Number (ex. B00999999)

Library Number (Borrower ID)
(ex. 23201000999991)

printed on back of ID Card

Initial Password: 
Birthdate: MMDDYY

Initial PIN:
Last 4 digits of SS Number
(Can be changed by user)

ID Number: Must be requested in person or released with written signature only.
Password: Each lab is different. 

Note: Allow 24 hours after registration to generate access to computer.
Library Number: Comes on card when students gets ID at the Library 

(must present current course schedule and photo ID)
PIN: Defaults to last 4 digits of SS Number – Contact Campus Library Circulation

Desks: Cocoa (7250), Melbourne (5580), Palm Bay (5270), Titusville (5066)
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BANNER WEB FOR FACULTY 

 
Step- By- Step Instructions 
For Faculty Web Reporting 

 
Go to the BCC Home Page – www.brevardcc.edu

 Click on BANNER WEB 
 Click on LOG-IN TO SECURE AREA 

 

 
 
Your User ID is your 9-digit employee ID number. 

• Your ID number will begin with the letter B, followed by eight numbers. Remember that the B 
must be uppercase, and use the number zero, not the letter O. 

 
Your initial PIN is 6-digits; it is your date of birth in the format MMDDYY.  

• For security purposes, your PIN will be inactivated after 5 unsuccessful login attempts. You must 
contact HR or Payroll if you need your PIN reset. 

 
Once you successfully login, you may be prompted to reset your PIN. The “Old PIN” is the number you 
just used. Enter and confirm a new six-digit PIN, using numbers only.  
 

 
 

http://www.brevardcc.edu/
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The first time you log on, you will be prompted to enter a Security Question and Answer. Choose a 
question that you can easily remember but others will not. Don’t ask “What is my PIN?” Answering the 
question will allow you to reset your PIN if you forget it later.   
 

 
 
TROUBLESHOOTING: 
If you get an Oracle error when entering information, try the following:  
1. Make sure all required data is being entered and input correctly and resubmit 
2. Press “F5” to refresh the page 
3. Click on “Back” and resubmit 
4. Data recommends using Windows Explorer rather than Netscape Navigator 
 
For assistance, contact the Helpdesk by phone: 321-433-7600 or e-mail: helpdesk@brevardcc.edu. 
Helpdesk hours: Monday – Thursday 8 am – 7 pm; Friday 8 am – 5 pm; closed Saturday and Sunday. 
 
Your department secretary or the campus Admissions and Records Supervisor may also be able to assist 
you. 

 

mailto:helpdesk@brevardcc.edu
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Web for Faculty - Attendance Reporting 
 

ATTENDANCE REPORTING is a Federal Requirement. Failure to report attendance properly 
results in the college losing funding!! 
 
1. Click on Faculty Services 

 

 
 
 

2. Click on Mid Term Grade, Early Alert & Attendance Reporting 
 

 
 
 

"Mid Term Grade, Early Alert & 
Attendance Reporting" and “Final 
Grades” webs are only open during 
specific times; an email notification 
and instructions will be sent prior to 
each required reporting activity. 

3. Select a Term For Processing. Submit. 
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Note: Do not select a term that ends with CE. 
 

 
 

4. Select CRN:  
You will only see courses to which you are attached as an instructor. Select (highlight) the CRN you 
want to work with and click on Submit CRN.  

 

 
 

5. You will retrieve a list of your students. 
YOU MUST BE ATTACHED AS THE PRIMARY INSTRUCTOR TO BE ABLE TO ENTER ANY 
INFORMATION ON THIS FORM.  
 

a. If your list of classes is incomplete or you cannot update, contact the department chair or 
secretary. 

b. Check to see if all students sitting in your class are on the class list.  
c. If a student is attending your class and is not on the list, you must send him/her to the 

Admissions and Records office because there is a problem. Do not allow the student back 
into your class until he/she produces proof of registration. 

d. This list is updated real time; if a student adds or drops the class it will immediately be 
reflected on this list. 

 
Procedure for Reporting Attendance via the Web  
 
NOTE: You can only do attendance reporting via the web during the published dates. You can view 
your class lists on the web at any time. Attendance reporting is done on a monthly basis 
(approximately.) Each time you report attendance, you must verify that all students sitting in 
your class are on the list.  You must let students know what your attendance policy is, and you 
should report student attendance according to your policy. 
 
The campus Provost will be advised of instructors who do not report attendance.  
 
• Initial Attendance Report 

1. Identify Non-attending students 
2. For students who have never attended your class, enter the designated code (ZN) for 

Never Attended and enter the Last Attend Date as the first day of the term. The date 
format is MM/DD/YYYY; the format is critical; the system will not accept an incorrect 
date format. 

3. OK: If you have checked the Mid term Class list and have no students to report as non-
attending, enter an "OK" in the Mid Term grade field for the FIRST student on the list 
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only. This will signify that the class list was checked and that there are no problems to 
report. 

4. If a student has made contact with you use your best judgment when reporting him or her 
as never attended. Designating that a financial aid or Veteran student never attended 
may result in the student being dropped and their benefits being adjusted. However, it is 
imperative that non-attending students are reported to avoid the financial aid office 
awarding unearned payments. 

5. You will receive an e-mail notice of students who are dropped for non-attendance. 
6. Students can be reinstated with your approval if they were dropped in error.  Email your 

campus Dean to have the student reinstated into the course. 
 

• Early Alert  (Spring and Fall terms only)   
 

1. Identify students who are in potential academic jeopardy.  
2. Enter mid term grade of  "X" 
3. OK: If you have checked the Mid term Class list and have no students to report for Early 

Alert, enter an "OK" in the Mid Term grade field for the FIRST student on the list only. 
This will signify that the class list was checked and that there are no problems to report. 

4. Students who are identified with the “X” will receive a letter generated by Data Systems. 
 

• Subsequent Attendance Reports 
 

1. Designate students who stop attending by entering the code of “ZS” and their last attend 
date. These reports are your discrepancy rolls; you are just entering the information via 
the web instead of on paper.  You can print your lists at any time. 

2. Students can be reinstated with your approval if they were dropped or withdrawn in error.  
Email your campus Dean to have the student reinstated in the course. 

3. If you are unable to access the web during specified dates, you must make arrangements 
with your department chair to report attendance. 
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Sample Attendance Reporting: 
 

 
  
 

If your class list has more than 25 students, you will need to select the next set of records by clicking on 
the record numbers. If you have no discrepancies to report, enter “OK” on the first student on the first 
page only. 

 

10/10/2001 

Enter the last attend date 
(Remember format) 
 
If there is nothing to report: 
Under the grade option select 
OK for the first student only. 
 
Click on  
Submit Changes  
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Viewing Student Information on the Web: 
You can view your class list on the web at any time. There are two views: the Summary Class List and the 
Detail Class List. The class list will reflect the status of each student. Students who have been dropped 
from your class will no longer appear on the list. The list is automatically updated each time a student is 
dropped or added. 
 
You may click on the student’s name to view his/her address and phone number. 
 

 
 

 
Sending E-Mail to students using your class list 
You may send an e-mail to all students in your class or individual students by clicking on the e-mail button 
next to their name. You may need to reformat your e-mail provider send options to e-mail your entire 
class; contact the Data Helpdesk at 433-7600 to get the set-up instructions.
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www.facts.org    Florida Academic Counseling and Tracking for Students 
 

FACTS.org is Florida’s official online student advising system. Students and administrators can use the 
services provided on the website to obtain a wealth of information and to plan and track educational 
progress. Students can go to this site to apply to other colleges in the state, and to view their unofficial 
BCC transcript and grades. 
 

 
  

http://www.facts.org/
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Student Accounts:  Getting Started with SMARTHINKING 

 
BCC has provided students with free access to SMARTHINKING – the leading source for online tutoring 
and academic support.  Log on to SMARTHINKING from anywhere, at anytime and interact with our live 
e-structors (tutors) in basic math, algebra, geometry, trigonometry, calculus, statistics, and writing 
for all subjects.  
 
To get the help you need when you need it, simply:  

 
STEP 1:  CHECK YOUR TECH 

 
SMARTHINKING requires the following minimum system qualifications: 
Processor:  Pentium 100 processor (or Mac equivalent) 
Browser:  For IBM PC Compatibles users - Netscape Navigator or Communicator 4.07 or 
better, or Internet Explorer 4.01 or better.  For Apple Mac OS users - Internet Explorer 
required.  
Connection:  56K modem recommended, but 28.8K modem acceptable. 
 

 
STEP 2: Create Your Account 

 
** TO CREATE A NEW ACCOUNT** 

1. Go to BCC’s homepage at www.brevardcc.edu.  Under Student Services, go to the 
Smarthinking link or go to www.smarthinking.com 

2. Enter your username (lastname+last3digitsofss#) and password 
(lastname+last3digitsofss#) in the login box. 

3. Your are automatically registered but you need to change your password  To do so, login and 
click the “About Me” button on the left hand side of your screen.. 

4. The next time you login, just enter your personal Username and new Password, and click the 
Login button.  This will take you to your personal Academic Home Page. 

 
 

STEP 3:  GET HELP 
 

SMARTHINKING offers many ways for you to get the help you need:  
• Connect With an e-structor Now and interact LIVE with a tutor on our interactive 

whiteboard. 
Note: The first time you run the whiteboard, you may get a plug-in notice. You must click 
"Yes" when asked if you will accept the plug-in. If you are having trouble loading the 
whiteboard you may need to change a setting on your browser.  Please go to: 
http://www.smarthinking.com/static/fix/fix.htm for more information   

• Submit your Writing to our Online Writing Lab and a writing tutor will give you 
feedback on your essay.  You can use this to get feedback on any piece of writing 
(usually within 24 hours) before you turn it in to your professor. 

• Schedule a Personal Session and pre-schedule a one-on-one session with a tutor. 
• Submit a Question and a tutor will reply within 24 hours. 
• Search the Schedule and search our database of tutors to find the one who is right for you. 

 
Please also visit BCC’s OWL site at http://www.brevard.cc.fl.us/owl/

http://www.smarthinking.com/static/fix/fix.htm
http://www.brevard.cc.fl.us/owl/
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PERFORMANCE REVIEW AND EVALUATION 

Name    Date   
Discipline    Campus   
 

Use the following performance ratings for this section: 
 

1.  Satisfactory 2.  Acceptable  3.  Improvement needed 4.  Unsatisfactory 
 

The following attributes have been observed: 
 

  Enthusiastic about the subject matter 
  Demonstrated knowledge of the discipline 
  Punctual in starting and ending classes(es) 
   Presented material clearly 
   Well-prepared 
   Used time efficiently 
   Treated students with respect 
  Assignments and lecture were related to syllabus/text/course content 
   Timely submission of attendance and grade reports 
   Favorable student evaluations/responses 
   Demonstrate knowledge of course management system software (if applicable) 
   Punctual in posting materials and interacting and otherwise responding to students (if applicable) 
   Online course and teaching complies with policies and procedures as outlined in Virtual  
  Campus faculty handbook (if applicable) 
 

On the basis of the above criteria: 
 
What are the instructor's strongest skills?   
    
    
    
 
What areas are in need of growth and concentration for future assignments?  
      

  

    
    
    
 
        
Evaluator  Signature  Date 

        
Department Chair/Dean/Supervisor  Signature  Date 

         
Next Level Supervisor/Campus President  Signature  Date 
 
Instructor’s signature does not necessarily signify agreement with 
the evaluation, but that the evaluation has been discussed with the 
supervisor. 

          
  Signature of Instructor                          Date 
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           HR 06/02 

INSTRUCTIONS 
 
Adjunct faculty will be evaluated each academic year by the Department Chair/Dean/Supervisor or designee.  If 
the adjunct faculty member teaches more than one term during the academic year, additional evaluations are 
not required for that year.   However, they may be carried out at the discretion of the Department Chair/Dean/ 
Supervisor.   
 
The completed original(with all appropriate signatures) is to be sent to the Human Resources office for filing in 
the adjunct faculty member’s personnel file. 
 
If issues surface which require intervention, the Department Chair/Dean/Supervisor will meet with the adjunct   
faculty member to develop a plan for improvement.  The faculty member may request an interview with the 
Department Chair/Dean/Supervisor at any time.   

 
Comments: 
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 Adjunct Faculty Checklist 

     __________________________________       
Name (please print) 

         
  _____________________________________ 

Teaching/Learning       Campus 
 Instructor received BCC Faculty Handbook inserts 

 Instructor received textbook(s) and supplemental materials 

 

ces available to assist  

 Instructor understands grade and attendance reporting procedures and requirements  

Orientation with Administrative Support  

ms 

and how) 

 Instructor received course objectives and plans for each course he/she is teaching  

_________________________________________________________________ 

_________________________________________________________________ 

  Instructor understands syllabus submission procedures and requirements  

 Instructor understands ADA section 508 compliance and resour

 Instructor understands release of student information, FERPA  

 

 Instructor received campus-specific information, including a campus map and safety procedures 

 Instructor received identification badge, library card and parking sticker instructions 

 Instructor received information on procedure to open locked classroo

 Instructor understands paycheck distribution procedures (rate of pay, when, 

 Instructor has received ID Number: B     

 Instructor has received initial PIN Number: Birthday in format MMDDYY 

 Instructor’s credentialing has been confirmed per email from Jill Geiger, Human Resources. 

 Instructor has received training on logging into EB for attendance and grade reporting 
 

 In ived OAEMAL) 

YY 

 Contact campus ITMS* or Elspeth McCulloch, Virtual Campus (321-433-7102), to schedule Blackboard 

 have reviewed the preceding information and have had the opportunity to ask questions. 

_____________________________________   

 BANNER W

structor has rece  an I-mail account and user instructions (view on G

Imail User Name: _________________________  Imail Password:  Birthday in format 

MMDD

Imail Address:  ______________________  @imail.brevardcc.edu

training. 

I 
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____________________________________ 
epartment Chair/Academic Dean            Date     

 
When complete, please return this form to the Department Chair or Academic Dean.  No adjunct faculty member 
may start teaching until all credentialing approval is received. 

 
 

Instructor’s Signature                               Date                            
 

D



SUMMARY OF COORDINATION ACTIVITIES 
PRINT NAME:  1 Time Pay Form Regular Pay

#
ACTIVITY                     

(Refer to job description for 
complete detail)

Documentation
Curriculum 
Coordinator

PROGRAM COORDINATOR
I II III

collegewide campus-based collegewide
1 Convened collegewide meetings Meeting Minutes
2 Discussed/ worked through topics

3
Initial contact for faculty who wish 
to change, add, delete courses

Request for Action 
Cover Page

4
Assist faculty in organization and 
writing of courses/programs List

5 Spearhead textbook changes Approval Forms
6 Mediate among faculty
7 Review new courses for content List

8

a. Coordinates the effort to 
enumerate courses for Institutional 
Examinations

8
b. Assist in effort to identify CLAST 
competencies

8 c. Spearhead curriculum review List

8

d. Coordinate effort to advise and 
review curriculum for teleweb and 
online courses

9 Coordinates Advisory Committee Meeting Minutes

10

Attend/participate in Discipline 
Learning Team  and applicable 
collegewide curriculum meetings List Dates

11

Assist to recruit, credential, 
interview, and hire part-time 
program/ discipline faculty

12
Supervise , evaluate, and mentor 
part-time faculty Feedback Form

13 Faculty training sessions Agenda
14 Class Coordination & Scheduling
15 Prepare annual report(s) Copy
16 Recommend program staffing
17 Student recruitment and retention List
18 Outcome assessment Copy

19
Prepare program budget 
recommendation

20
Recommend prog. development 
technology and revision

21 Purchase of supplies
22 Manage budget
23 Coordinate student clinicals
24 Faculty and staffing payforms
25 Support college curriculum mtgs
27 Laboratory and/or clinical supply

26
Act as liaison with program's health 
care community

27 Primary Contact for Level II 
28 Program Accred/ Recognition

I certify that I have performed the duties of the designated position as evidenced by my initials above and by 
the attached documentation.

Faculty Signature                                      Date Campus Provost/EVP/Dean Signature       Date

ME/curr/SummaryofCoordActivities  201



BREVARD  COMMUNITY  COLLEGE 
JOB  DESCRIPTION 

 

202 

Curriculum Coordinator  POSITION TITLE: *GS RATING: 

  DEPARTMENT/DIVISION: *CLASSIFICATION: 

* GS Rating and Classification to be completed by Human Resources. 
 
JOB CONCEPT:   

The Curriculum Coordinator is the initial person with whom faculty makes contact when they wish to change a course plan or 
add/delete a course from the curriculum. The Curriculum Coordinator provides assistance in course revisions, textbook 
approval/changes, and mediation of issues relating to curriculum content. 
 

ESSENTIAL FUNCTIONS:  
1. Convenes meetings of faculty within the discipline to discuss 

collegewide discipline-related items. 
7. Reviews all new course plans for content-related and signs 

off on course plans. 
2. Deals with all faculty who want to discuss or work through 

topics related to their curriculum or to a specific course 
within their curriculum. 

8. Coordinates the effort to: 
a. Enumerate courses in a specific discipline (collegewide) 

for which credit will be available through Institutional 
Examinations. 3. Is the initial person with whom faculty make contact when 

they wish to change a course plan or add/delete a course from 
the curriculum. 

b. Help in the effort to compile collegewide information on 
CLAST competencies taught in BCC's curriculum. 

4. Provides help to faculty in the organization of and writing of 
proposed courses and programs. 

c. Spearhead curriculum review in designated disciplines 
d. Advise and review curriculum for teleweb and online 

courses. 5. Is the person to spearhead textbook approval/changes, etc. 
6. Mediates among faculty who hold opposing viewpoints as to 

curriculum content or equipment. 
9. Coordinates Advisory committee membership and meetings 

(if applicable). 
 10. Attend and participate in Discipline Learning Team meetings 
  

ADDITIONAL DUTIES AND RESPONSIBILITIES: 
Support college curriculum committee meetings (as needed basis)  
Primary contact for Level II Review  
  

SUPERVISION:  
Curriculum Chairperson 
 

EDUCATION AND EXPERIENCE: 
Demonstrated knowledge in the program/discipline. 
 

   
This job description in no way states or implies that these are the only duties to be performed by this employee.  He or she 
will be required to follow any other instructions and to perform any other reasonable duties requested by his or her 
supervisor. 

 
                
Employee Signature   Date   Supervisor Signature  Date 
 
                
Employee Name (typed/printed)    Supervisor Name (typed/printed) 

   

 
Hr-34 400 02/00 
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Program Coordinator I  POSITION TITLE: *GS RATING: 

  DEPARTMENT/DIVISION: *CLASSIFICATION: 

* GS Rating and Classification to be completed by Human Resources. 
 
JOB CONCEPT:   

Full-time faculty member responsible for campus based program/discipline support. 
 

ESSENTIAL FUNCTIONS:  
1. Assist with recruiting, credentialing, interviewing, and hiring 

of part-time program/discipline faculty. 
 

2. Supervise, evaluate, and mentor part-time faculty. 
3. Assists with part-time faculty training sessions. 
4. Class scheduling & coordination for program/discipline. 
5. May serve as the campus based contact to collegewide 

program/discipline meetings. 
  
  
  
  
  
  
  
  
  
  

ADDITIONAL DUTIES AND RESPONSIBILITIES: 
  
  

SUPERVISION:  
Campus Provost 
 

EDUCATION AND EXPERIENCE: 
Demonstrated knowledge in the program/discipline. 
 

   
This job description in no way states or implies that these are the only duties to be performed by this employee.  He or she 
will be required to follow any other instructions and to perform any other reasonable duties requested by his or her 
supervisor. 

 
                
Employee Signature   Date   Supervisor Signature  Date 
 
                
Employee Name (typed/printed)    Supervisor Name (typed/printed) 

   

 
Hr-34 400 02/00 
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DEPARTMENT/DIVISION:  *CLASSIFICATION:  
* GS Rating and Classification to be completed by Human Resources. 
JOB CONCEPT:   

Full-time faculty member responsible for the day-to-day operations and coordination of their respective program. 
 

ESSENTIAL FUNCTIONS:  
1. Convenes meetings of faculty within the discipline to discuss 

collegewide discipline-related items. 
2. Deals with all faculty who want to discuss or work through 

topics related to their curriculum or to a specific course 
within their curriculum. 

3. Is the initial person with whom faculty make contact when 
they wish to change a course plan or add/delete a course from 
the curriculum. 

4. Provides help to faculty in the organization of and writing of 
proposed courses and programs. 

5. Is the person to spearhead textbook approval/changes, etc. 
6. Mediates among faculty who hold opposing viewpoints as to 

curriculum content or equipment. 
7. Reviews all new course plans for content-related and signs 

off on course plans. 
8. Coordinates the effort to: 

a. Enumerate courses in a specific discipline (collegewide) 
for which credit will be available through Institutional 
Examinations. 

b. Help in the effort to compile collegewide information on 
CLAST competencies taught in BCC's curriculum. 

c. Spearhead curriculum review in designated disciplines 
d. Advise and review curriculum for teleweb and online 

courses. 

9. Coordinates Advisory committee membership and meetings 
(if applicable). 

10. Attend and participate in Discipline Learning Team meetings. 
11. Assist with recruiting, credentialing, interviewing, and hiring 

of part-time program/discipline faculty. 
12. Supervise, evaluate, and mentor part-time faculty. 
13. Assists with part-time faculty training sessions. 
14. Class scheduling & collegewide coordination for 

program/discipline. 
15. Annual reports for the college. 
16. Recommending program staffing needs. 
17. Recruitment and retention activities of students. 
18. Outcome assessment. 
19. Program budget recommendation. 
20. Recommend program development, technology, and revision 

when necessary. 

  
ADDITIONAL DUTIES AND RESPONSIBILITIES:  

Submission of part-time faculty and staffing contract 
recommendations (if applicable). 

Act as liaison with program's health care community (if 
applicable). 

Program Accreditation/Recognition participation (if applicable) Laboratory and/or clinical supply inventory control (if applicable) 
Support college curriculum committee meetings (as needed basis) Primary contact for Level II Review 

SUPERVISION:  
Campus Provost  

EDUCATION AND EXPERIENCE: 
Demonstrated knowledge in the program/discipline. 
 

   
This job description in no way states or implies that these are the only duties to be performed by this employee.  He or she 
will be required to follow any other instructions and to perform any other reasonable duties requested by his or her 
supervisor. 

 
                
Employee Signature   Date   Supervisor Signature  Date 
 
                
Employee Name (typed/printed)    Supervisor Name (typed/printed) 

   

Hr-34 400 02/00 
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Program Coordinator III  POSITION TITLE: *GS RATING: 

Health Sciences  DEPARTMENT/DIVISION: *CLASSIFICATION: 

* GS Rating and Classification to be completed by Human Resources. 
JOB CONCEPT:   

Full-time faculty member responsible for the day-to-day operations and coordination of their respective Health Sciences program. 
 

ESSENTIAL FUNCTIONS:  
1. Convenes meetings of faculty within the discipline to discuss 

collegewide discipline-related items. 
10. Attend and participate in Discipline Learning Team meetings. 
11. Assist with recruiting, credentialing, interviewing, and hiring 

of part-time program/discipline faculty. 2. Deals with all faculty who want to discuss or work through 
topics related to their curriculum or to a specific course 
within their curriculum. 

12. Supervise, evaluate, and mentor part-time faculty. 
13. Assists with part-time faculty training sessions. 

3. Is the initial person with whom faculty make contact when 
they wish to change a course plan or add/delete a course from 
the curriculum. 

14. Class scheduling & collegewide coordination for 
program/discipline. 

15. Annual reports for the college, state and national agencies. 
4. Provides help to faculty in the organization of and writing of 

proposed courses and programs. 
16. Recommending program staffing needs. 
17. Recruitment and retention activities of students. 

5. Is the person to spearhead textbook approval/changes, etc. 18. Outcome assessment. 
6. Mediates among faculty who hold opposing viewpoints as to 

curriculum content or equipment. 
19. Program budget recommendation. 
20. Recommend program development, technology, and revision 

when necessary. 7. Reviews all new course plans for content-related and signs 
off on course plans. 21. Purchasing of supplies. 

8. Coordinates the effort to: 22. Program budget preparation, recommendation, and 
management. a. Enumerate courses in a specific discipline (collegewide) 

for which credit will be available through Institutional 
Examinations. 

23. Coordination of student clinical experiences. 
24. Submission of part-time faculty and staffing contract 

recommendations. b. Help in the effort to compile collegewide information on 
CLAST competencies taught in BCC's curriculum. 25. Support college curriculum committee meetings. 

26. Act as liaison with program's health care community. c. Spearhead curriculum review in designated disciplines 
27. Laboratory and/or clinical supply inventory control. d. Advise and review curriculum for teleweb and online 

courses. 
9. Coordinates Advisory committee membership and meetings 

(if applicable). 
  

ADDITIONAL DUTIES AND RESPONSIBILITIES: 
Primary contact for Level II Review. Program Accreditation/Recognition participation. 

SUPERVISION:  
Campus Provost 
 

EDUCATION AND EXPERIENCE: 
Demonstrated knowledge in the program/discipline. 
 

   
This job description in no way states or implies that these are the only duties to be performed by this employee.  He or she 
will be required to follow any other instructions and to perform any other reasonable duties requested by his or her 
supervisor. 

 
                
Employee Signature   Date   Supervisor Signature  Date 
 
                
Employee Name (typed/printed)    Supervisor Name (typed/printed) 

   

Hr-34 400 02/00 
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BREVARD COMMUNITY COLLEGE  

COURSE BOOK INFORMATION DATE RECEIVED 
BY BOOKSTORE       

 
   
Effective Term Year        INSTRUCTIONS: Campus Using Text 

 Spring  Fall 1. Type or print clearly  All  Melbourne 
 Summer        Minimester 2. If “No Text” required please indicate  Cocoa  Palm Bay 

       C Full Term               A 3. Return copy to each campus requiring a change  Titusville  Telecourse 
       A               B 4. If available, do you prefer paperback versus hardback text?  Virtual  Off-Site 
       B  Special Session   Space Port  HS Off-Site 

REQUIRED TEXTBOOKS FOR PURCHASE BY ALL STUDENTS 
COURSE # 

(include all sections) COURSE NAME AUTHOR TITLE 
HARD 
BACK 

PAPER 
BACK PUBLISHER EDITION 

ISBN # or 
STOCK # 

                                                    
                                                    
                                                    
                                                    

RECOMMENDED (STUDY GUIDES – TITLES USED FOR SUPPLEMENTARY READING) 
                                                    
                                                    
                                                    
                                                    

SUPPLIES & MATERIALS (LAB KITS OR SUPPLIES REQUIRED FOR ALL STUDENTS) 
MODEL # ITEM PREFERRED MANUFACTURER 

                  
                  
                  
IF THIS REPLACES PREVIOUS TEXT, PLEASE LIST:       
      
      
      
      

           
 ORIGINATOR  1) DEPARTMENT CHAIR  2) CURRICULUM COORDINATOR  3) CURRICULUM CHAIR  4) CAMPUS PROVOST  
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I ndex   
 
Academic Affairs Decision Making Process.............54-59, 115 
Academic Dean ....................................................................55 
Academic Dishonesty ...........................................................74 
Academic Freedom / Responsibility.................................53-54 
Academic Policies............................................................53-54 
Academic Rank................................................................42-43 
Academic Warning................................................................63 
Accident Report ....................................................................17 
Adjunct Faculty Checklist ....................................................199 
Adjunct Faculty Performance Review .....................46, 72, 197 
Adult Learner ........................................................................82 
Aerospace Technology Program ..........................................32 
Alumni Association Office ................................................69-70 
Alumnus ................................................................................64 
Animal Use Approval Form ..........................................153-154 
Animals on Campus.........................................................70-71 
Attendance Policy (Student) ................................ 61-63, 76-77 
Attendance Reporting ......................................................76-77 
Audit......................................................................................62 
Banner Web .......................................... 75-76, 79-80, 187-194 
Before the First Class ......................................................83-84 
Benefits ............................................................................41-42 
BlackBoard............................................................................98 
Calendar 2004-2005 ........................................................11-15 
Cancelled Classes ................................................................75 
Cellular Phones.....................................................................86 
Center for Service-Learning.............................................67-68 
Checklist, Full-time Instructor..............................................159 
Checklist, Part-time Instructor .............................................158 
Class Hours and Breaks .......................................................78 
Class Rolls .......................................................................75-76 
Classroom Management..................................................85-90 
CLAST .............................................................................64,78 
Cocoa Campus (Facilities) ...............................................18-21 
College Learning Council ..............................................54, 118 
Complaint Resolution............................................................46 
Continuing Contract ..............................................................43 

Contractual Requirements.................................................... 42 
Copyright / Patent........................................................ 109-113 
Copyright Law Guidelines .................................................... 75 
Course Book Information.................................................... 206 
Course Challenge Exam ................................................. 65-66 
Course Substitution .............................................................. 64 
Course Waiver...................................................................... 64 
Credit by Exam, Licensure or Prior Learning................... 65-66 
Crises ................................................................................... 90 
Criteria for College Employment...................................... 38-41 
Curricular Decision Making............................... 54-59, 115-138 
Curriculum Chair.............................................. 55, 59, 115-116 
Curriculum Change Process........................................ 115-138 
Curriculum Coordinator ........................... 55, 58, 115-116, 202 
Department Chair ............................................................ 54-56 
Department Meetings ........................................................... 78 
Desk Copies of Textbooks ................................................... 60 
Disruptive Behavior .............................................................. 88 
Distance Learning ......................................................... 93-100 
Drug-Free Campus............................................................... 49 
Dual-Enrolled Students ........................................................ 63 
Early Alert............................................................................. 77 
E-mail ................................................................................... 84 
E-mail, Remote Access ...................................................... 100 
Emergencies ........................................................................ 17 
Employee Developed Materials....................................... 46-47 
Employment Forms .............................................................. 70 
Employment Policies ....................................................... 37-40 
Equal Access / Equal Opportunity........................................ 47 
Ethics and Comportment...................................................... 45 
Evening Coordinators........................................................... 53 
Exit Test, Prep...................................................................... 64 
Facilities .......................................................................... 18-33 
Faculty Absence........................................ 37, 40, 44, 106-107 
Faculty Administrative Responsibilities ........................... 70-76 
Faculty Qualifications ........................................................... 38 
Faculty Support Services ................................................ 66-67 
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Family Education Rights & Privacy Act (FERPA).............80-82 
Final Examinations................................................................64 
Final Grades Reporting....................................................79-80 
Financial Aid .........................................................................77 
First Class Session ..........................................................85-86 
Florida Academic Counseling & Tracking for Students.......195 
Florida’s Statewide Course Numbering System...........126-127 
Forgiveness Policy...........................................................61-62 
Foundation, BCC .............................................................69-70 
Freshman or Sophomore Status...........................................64 
Full-time Student...................................................................64 
Gordon Rule..........................................................................78 
Grade Appeals ......................................................................80 
Grade Change .................................................................80-81 
Grade Point Computation ................................................60-61 
Grade Rolls ......................................................................79-80 
Grading Policies...............................................................60-63 
Grievance..............................................................................46 
Harassment/Discrimination Policy.........................................48 
Health Sciences ....................................................................22 
Holidays ............................................................... 11-13, 44-45 
Human Resources, Records & Responsibilities....................37 
Hybrid Courses ..........................................................54, 95-96 
ID Numbers...........................................................................53 
I-Mail ................................................................................84-85 
Incident Report..................................................................... 17 
Incomplete Grades.....................................62-63, 80, 139, 143 
Institute for Business Training & Community Education. ......33 
Instructional Responsibilities............................................82-84 
Instructional Services Information. ........................................53 
Instructional Technology & Multimedia Services (itms).........66 
Instructional Tips..............................................................86-87 
Internet Ethics & Acceptable Use Policy ..........................72-73 
Keys ......................................................................................70 
Learning-Centered College Initiative.....................................83 
Learning Labs .................................................. 67-68, 183-185 
Leaves of Absence .......................................44, 104, 106, 107 
Legal Assistance...................................................................78 
Libraries ................................................................................67 

Library Cards........................................................................ 70 
Login-in Protocol ................................................................ 187 
Mail Messages/Delivery........................................................ 78 
Maintenance of Continuing Contract .................................... 43 
Map, BCC campuses in Brevard County.............................. 34 
Maximum Attempts.......................................................... 61-62 
Melbourne Campus (Facilities)........................................ 23-25 
Mileage & Tolls Reimbursement......................................... 105 
Mission Statement............................................................. 9-10 
Non-Credit Student............................................................... 63 
Office for Students with Disabilities ................................. 68-69 
Office Hours .................................................................... 78-79 
Online Courses.............................................................. 93-100 
Operational Procedures .................................................. 37-50 
Organizational Operating Structure........................................ 6 
OSHA Bloodborne Pathogen Exposure Training ............ 49-50 
Outside Employment ............................................................ 46 
Ownership Rights ............................................. 46-47, 109-113 
Pagers .................................................................................. 86 
Palm Bay Campus (Facilities) ......................................... 26-28 
Parking ........................................................................... 16, 70 
Part-time Student ................................................................. 64 
Payroll / Paychecks/Pay Dates................................ 41-42, 103 
PASS (on-line advising) ................................................. 77-78 
Payroll Certification .............................................................. 48 
Performance Appraisal of Employees ............................ 46, 72 
Performance Enhancement Program.............. 46, 72, 163-182 
Petition for Course Waiver............................................ 64, 145 
Petition for Course Substitution.................................... 64, 146  
Philosophy, BCC ............................................................... 9-10 
Photocopier Machines.......................................................... 78 
Photo ID’s............................................................................. 53 
Post-Employment Procedures......................................... 40-41 
Pre-Employment Procedures ........................... 39-40, 157-158 
Preparing for Class.......................................................... 83-84 
Principles of Administration ................................................. 4-5 
Printing Services & Publications..........................  68, 155, 156 
Program Coordinator I ........................................................ 203 
Program Coordinator II ....................................................... 204 
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Program Coordinator III ......................................................205 
Property Control Procedures ................................................50 
Psychological Disabilities (Students) ..............................88-89 
Reduction in Force................................................................44 
Regular Student ....................................................................63 
Reinstating a Student............................................................76 
Religious Holidays ................................................................77 
Repeating Courses ...............................................................61 
Resignation and Separation Procedures .........................43-44 
Resource Development Office ..............................................69 
Responding to a Crisis.....................................................89-90 
Royalties .......................................................... 46-47, 109-113 
Safety................................................................... 16-17, 88-90 
Salary...............................................................................41-42 
Scantron Machines ...............................................................78 
Schedule Changes, Faculty ..................................................78 
Schedule Changes, Students ...............................................64 
Schedules (Faculty) ......................................... 71-72, 160-161 
Schedules (Virtual Campus Faculty).....................................96 
Scholastic Honors .................................................................63 
Security .................................................................................16 
Service Learning, Center for ............................................67-68 
Smarthinking .........................................................................85 
Smoking ................................................................................16 
Spaceport Center..................................................................32 
Student Attendance ............................................  61-64, 76-77 
Student Characteristics.........................................................82 
Student Classifications.....................................................63-64 

Student Discipline........................................................... 78, 88 
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