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This Faculty Handbook is intended to highlight the most pertinent information faculty will use on a regular basis.  For other information, please refer to the Policy Book, College Senate Bylaws, Master Agreement between the Board of Trustees and the Faculty Association of Ocean County College, OCC College Catalog and the Student Handbook. This handbook is subject to change.  Contact Dr. Toni Clay at ext. 2029 if you have any questions.
OCC First Year Student Philosophy

At Ocean County College, we are committed to providing an environment that will maximize the potential for success for every first year student. The faculty and staff are dedicated to offering a solid academic foundation through interactive learning, technology, innovative teaching, and diversified experiences while at the same time promoting optimum conditions for student engagement. Every student will be given the opportunity to cultivate his or her academic and social skills in preparation for the future.  In this ever-changing global community, Ocean County College is committed to consistently assessing and evaluating its programs and policies to ensure that they address the constantly evolving student body.  
TABLE OF CONTENTS       
Academic Calendar






   
  4
  

College Strategic Plan 





   
  6 
 

Employment Information


Communicating with the College 



   
  9 
 


Electronic Communication




   
  9
 


Voicemail & Telephones 




   
  9

 


Office Space & Keys 




   
  9
 


ID Cards






 
10
 


Parking 







10

Pay Periods 







10
 


Faculty Absence






10

Academic & Instructional Information 
 

Contact Phone Numbers





10

Instructor Responsibilities





12


The First Class Meeting





12

Professor’s Syllabus






12


Teaching Tips






13


Attendance/Absences





14

Class Lists







14

Adding A Student 




            
14

Course Overloads






14

Grade Reports






15


Dropping A Course/Withdrawal




15

Absence Warning Notification




15

Course Withdrawal Notification 


  

16

Notification of Unsatisfactory Progress



16

Advising







16

Incomplete Grades






16

Change of Grade






16

Assessment of Student Learning 


            
17
Business Procedures


Mail/Office/Copy/Courtesy Services



18
            Departmental Copiers 



            
18

Student Printing 




            
18
            Shipping and Receiving 



            
19
            Mass Mailings 




            
19
            Capital Assets 




            
19
            Records Management 



            
19
            Envelopes & Paper 




            
19
            Recycling 





            
19
 


OCC Bookstore






19 



Facilities Requests






20


Office Supplies 




 

20



Care of Buildings & Equipment




20


Academic Policies 


Sexual Harassment






21 


            Control of Smoking 




            
21
             Full time Faculty Tenure 



            
22

Travel








22 

Confidentiality of Student Records




22



Credit for Prior Learning





23 


Student Withdrawal General Requirements 


23
Student Withdrawals (Refunds)


            
23

Grades & Scholastic Honors




24

Academic Standards/Progress 


 

26

Waiver of Courses






27

Class Attendance






27

Religious Holidays 




 

27

Academic Dishonesty 





28

Children on Campus 





28

Drugs 








28

Demonstrations 




 

28

Discipline 





 

29
            Writing across the Curriculum




29
A.A.U.P. Declaration of Academic Freedom 



30   

Code of Ethics of the Education Profession 



31 

Instructional Support Services 


Library 







33

Center for Academic Excellence




35

Writing & Mathematics Center 


            
36

Media Services 






37



Student Affairs Division 


Division Personnel 






38


Intervention & Student Follow-up Services


40



Student-Educational Records 




40



Student Handbook 






41



Student Employment 





41

Financial Aid 






41
Office of College Relations 






41


Emergency Procedures 






42 


Weather Closings 







43
Off-Campus Procedures






44

Appendixes


Professor’s Syllabus 






47

Professor’s DL Syllabus 



            
49

How to Instructions

Log on to Ocean Cruiser 



 
51
Log on to WebAdvisor 


 

51
Forward Email 



             
51
Download Class Lists 



 
51
Submitting Final Grades 


             
53
Copy Request Form 




             
54
Ocean County College Student-Faculty

     Judiciary Council Constitution 


             
55
Writing Intensive Course List 



 
57

    Academic Calendar

2011-2012 Academic Year

	Fall Semester 2011

Thursday, September 1




Colloquium

Tuesday, September 6





Classes Begin

Monday, November 7





Last Day to Withdraw from Classes

Tuesday, November 22




Follow Thursday Class Schedule

Wednesday, November 23




Follow Friday Class Schedule

Thursday, November 24




No Classes – College Closed


& Friday, November 25

Wednesday, December 21




Last Day of Classes

Fall 2011Quick Term

Tuesday, October 11





Classes Begin

Monday, November 7





Last Day to Withdraw from Classes

Tuesday, November 22




Follow Thursday Class Schedule

Wednesday, November 23




Follow Friday Class Schedule

Thursday, November 24




No Classes – College Closed


& Friday, November 25

Wednesday, December 21




Last Day of Classes

Winter Intersession (Five-Day Week)

Tuesday, January 3





Classes Begin

Thursday, January 12





Last Day to Withdraw from Classes

Monday, January 16





No Classes – College Closed

Thursday, January 19





Last Day of Classes

Spring Semester 2012

Thursday, January 19





Colloquium

Monday, January 23





Classes Begin

Monday, February 20





No Classes – College Closed

Monday, March 12 – Sunday, March 18


No Classes – Spring Break

Monday, April 2





Last Day to Withdraw from Classes

Monday, May 14





Last Day of Classes

Spring 2012 Quick Term

Tuesday, February 28





Classes Begin

Monday, March 12 – Sunday, March 18


No Classes – Spring Break

Monday, April 2





Last Day to Withdraw from Classes

Monday, May 14





Last Day of Classes
Summer 2012 First Five Week/Ten Week Sessions

Monday, May 21





Classes Begin

Thursday, May 24





No Classes – Commencement

Monday, May 28





No Classes – College Closed

Tuesday, June 12





Last Day for 1st 5 week to Withdraw 







From Classes





Tuesday, June 26





Last Day of Classes for 1st 5 week


Tuesday, July 3





Last Day for 10 week to Withdraw 









From Classes

Wednesday, August 1





Last Day of Classes for 10 week 

Summer 2012 Second Five Week/Six Week Sessions

Wednesday, June 27





Classes Begin

Wednesday, July 4





No Classes – College Closed

Wednesday, July 18





Last Day for 2nd 5 week to Withdraw









From Classes

Monday, July 23





Last Day for 6 week to Withdraw









From Classes

Wednesday, August 1





Last Day of Classes for 2nd 5 week

Wednesday, August 8





Last Day of Classes for 6 week
Summer 2012 Post Session (Four Day Week)

Thursday, August 2





Classes Begin

Monday, August 20





Last Day to Withdraw from Classes

Tuesday, August 28





Last Day of Classes



Ocean County College Strategic Plan 2010-2015
The College Vision

Ocean County College aspires to be an institution of distinction where faculty and staff serve to awaken students to a love of learning. We foster educational innovation through effective teaching/learning strategies designed to develop and nurture intentional learners who are informed and empowered.
We employ technology and learning outcomes assessment to enhance student success. We offer quality life-enhancing cultural and athletic activities and take full advantage of our seacoast and Pineland environment to enhance the curriculum.
Our nationally recognized planning and resource management model, our institutional effectiveness design, and our continuing creation of strategic partnerships signify our intention of reinventing the collegiate structure and taking a leadership position in the academic community.
Our ultimate vision is to ensure that our students have what they need to transfer well, to find meaningful career opportunities, and to thrive in an increasingly diverse and complex world. Our vision is, very simply, to be the best.
Planning Assumptions
Institutional growth will continue to a maximum total of 20,000 students on the main campus (developed to 30 percent of its land mass) by 2025, 8,000 students at the SEC by 2025, and an estimated 4,000 at the 2nd (WEC) extension site to be developed in 2020 for a total campus unduplicated enrollment of 32,000. Distance Learning enrollments will increase exponentially as we explore new markets and create new partnerships.
The major mission of the College will continue to be to serve the transfer needs of the students using specialized career and jobs programs, work partnerships, certificate programs, and voc-tech alliances to serve the career needs of the county, as they present themselves.
The major academic partnerships the College pursues will be to make transfer baccalaureate and masters programs available on the College’s main campus or create alliances with schools that offer our graduates distinct academic advantages. We will continue to work to arrange articulation agreements that allow our students to transfer seamlessly to quality schools with financial assistance opportunities.
The major values of the College will continue to be academic quality, variety and excellence of teaching/learning, and a national reputation for the academic preparedness and success of our graduates.
The educational delivery modes will continue to blend traditional classroom education with cutting edge technology in distance learning modes.
The College will continue to partner with the county and with business enterprises to develop resources that benefit the students and the citizens of Ocean County. We will continue to affirm a culture of assessment leading to improved accountability, transparency, and overall institutional quality, utilizing data-based decision making practices whenever they are effective;
Increasing globalization will require further internationalization of the curriculum.
Social and cultural change in the larger society will continue to place demands on the College for organizational flexibility. We assume continuing fiscal support from the state and county, but we recognize the need to expand the College’s capital position through effective and low-risk leveraging.

Trustees
Mission and Goals, 2010-2015ommitment to:
Offer comprehensive educational programs that develop

Goal 1 Implement all appropriate recommendations for the advancement of Developmental Learning at the          College.
Goal 2 Implement all appropriate recommendations for the integrated academic engagement of first-year     students.
Goal 3 Advance student articulation needs.
Goal 4 Develop programs that will serve needs generated by current economic conditions in collaboration with community, educational, and business partners.
Goal 5 Develop a Teaching/Learning Institute on Campus for the improvement of teaching/learning as identified by learning assessment outcomes.
Goal 6 Enhance our distance learning potential.
Goal 7 Continue to recast the academic calendar for increased productivity.
Goal 8 Implement appropriate recommendations for the integrated campus engagement of all students.
Goal 9 Use results of the SENSE and CCSSE survey to assist with engagement assessment.
Goal 10 Continue to expand outreach to NJ STARS students and expand outreach to other targeted student demographic populations.
Goal 11 Transition to the new one-stop, enrollment management facility.
Goal 12 Join the effort for career services targeted at special populations.
Goal 13 Expand and enhance the College’s athletic program.
Goal 14 Use PACE or other appropriate instrument to measure employee attitudes and develop recommendations for improvement based on the outcomes.
Goal 15 Develop faculty subcommittees to create action plans based on 2010 CCSSE outcomes.
Goal 16 Continue to implement the Facilities Master Plan based on enrollment growth and the development of a campus for Kean at Ocean.
Goal 17 Explore innovative uses of technology in the classroom for both teaching/learning and classroom assessment techniques.
Goal 18 Complete ongoing technological upgrades identified in the IT plan.
Goal 19 Develop and implement as appropriate an employee succession plan for vacated positions.
Goal 20 Address the need to employ more diverse faculty and staff and to create bonds in the Mexican-American community.
Goal 21 Continue to use a mutual gains approach to collective bargaining and develop training programs to educate mid-management in the administration of labor contracts.
Goal 22 Implement College-wide staff development and training programs with particular emphasis on comprehensive new employee orientation and services for troubled employees.
Goal 23 Undertake a comprehensive analysis of compensation, starting salary guidelines, and a classification system for non-represented employees.
Goal 24 Complete a comprehensive review of all current performance evaluation systems and make replacements with interactive, meaningful systems where needed.
Goal 25 Continue to refine the long-term capital financial plan to support expansion and refurbishment of the campus; ensure capital and operating budgets are properly aligned and revenue stream estimates are realistic.
Goal 26 Review outsourcing of services; assess efficiency and ROI; add or subtract as needed.
Goal 27 Use this strategic plan as a major measure for new money requests to the Planning and Budgeting Council.
Goal 28 Provide periodic professional development for the leadership team to continue to function effectively as a team.

Goal 29 Continue to meaningfully expand the use of an in-house electronic Board document management system for greater efficiency.
Goal 30 Restructure leadership meeting schedules for maximized efficiency.
Goal 31 Extend educational partnerships with Kean University, New Jersey City State University, Stockton College, and others, as appropriate.
Goal 32 Create an institution-based initiative using effective technology to engage alumni as active participants in fundraising.
Employment Information
Communications with the College:
Main Campus:





Southern Education Center:

Ocean County College




Ocean County College

College Drive



            

Southern Education Center

PO Box 2001



           


195 Cedar Bridge Road

Toms River, NJ  08754-2001

           


Manahawkin, NJ  08050






           


(609) 978-2077 






          


 Extension 677, only from campus

MAIN CAMPUS TELEPHONE:  (732) 255-0400 

Note:  Three-digit extensions can also be dialed directly when preceded by (732) 255-0___.  Four-digit extensions can be reached only by dialing the switchboard number first.

Human Resources (Ground Floor, Library, Extension 2936) will process all paperwork related to employment.

Electronic communication
Faculty must acquaint themselves with WebAdvisor and Ocean Cruiser.  WebAdvisor is accessed through Ocean Cruiser and is used to download class lists and enter grades.  Faculty can only submit final grades via WebAdvisor and students view their grades through their WebAdvisor accounts.  Ocean County College does not send paper grade reports.  Ocean Cruiser is our on-campus mass communication network and is available through our webpage at www.ocean.edu.  Senate committee minutes and reports, agendas, committee calendars, and announcements are available there as well.  In addition, Ocean Cruiser gives individuals access to Cruiser Alert, which is Ocean County College’s emergency alert system.  It is also used to convey school closing information.  Every full-time faculty and staff members have e-mail addresses through the College’s Microsoft Exchange email system.  Ocean County College assigns faculty both an Ocean Cruiser email address and an Ocean.edu email address.  Ocean.edu is your official email address and should be checked often. Ocean Cruiser email is used by many faculty for their classes but you will not receive all of your official email there. Faculty can forward their e-mail from Ocean Cruiser to Ocean.edu, if they so desire. Instructions for forwarding email are in the appendix.  It is important for faculty to check both areas for communication they may have received.  The college supports several Microsoft Exchange desktop clients, including Outlook Corporate Edition and Outlook Web Access (OWA).  OWA can be accessed through the link https://mail.ocean.edu.  Everyone has access to OWA, as this is our web-based client which permits access to email from any computer with a web browser.  Whether or not you will be set up to use Outlook Corporate Edition depends upon your particular situation and role(s) within the College.  Faculty can receive training in Microsoft Outlook, WebAdvisor, and Ocean Cruiser.  It is offered on a regular basis by Information Technology.  Check with your department secretary for a schedule or contact the I.T. Help Desk.  All of these programs can also be accessed from your home.  IT will cover this feature at the training.  It is important that faculty use their e-mail accounts and check them frequently as this is the major way that information is disseminated quickly. 

Voice Mail & Telephones– Every full-time faculty and staff member also has a voice mail account.  Training can be obtained the same way as for e-mail.  Voice mail messages can also be picked up from home and voice mail is often used to disseminate information quickly. Access codes are assigned to each employee, which allows use of telephone toll services.  Please check your voicemail often.

Office Space and Keys - Faculty members are provided shared office space by the School Dean.  A desk, file cabinet and bookcase will normally be provided to each full-time faculty member.  Office, desk and file cabinet keys are issued by the Security Office through the School Dean in writing.

ID and Parking

Identification Card - Each employee of the college is issued a photographic identification (ID) card.  This multi-function card is used to identify employees, as a library card, as a key to enter buildings/offices, for use of the Health and Physical Education Department facility/equipment, and for admittance to college sponsored functions. Security sends out notification each semester regarding the procedures for obtaining photographic ID cards.  ID cards must be updated annually at the Security Department. New employees must have paperwork from Human Resources indicating they have access to Datatel before an ID card can be issued.  The Security Office is located at the end of Parking Lot 1 in the Security/Welcome Center. When used as a key card, authorization to any rooms must come from the School Dean.  Any requests for increased access levels must be sent to the Security Information Resource Technician in Facilities through your respective Dean.
Parking - Parking is provided for all employees and is designated by yellow lines in parking lots 1, 2, 3 and 4.  Parking permits are required to identify authorized vehicles and are furnished by Security through the Human Resources Department.  The parking permit is a bar code sticker (to be placed on the rear driver side window of your vehicle). This permit does not expire. New employees must have appropriate paperwork from Human Resources in order to be issued a parking permit.  Parking in “Official Vehicle Only” spaces is not allowed.

PAY PERIODS
Paychecks are normally directly deposited in employees’ bank accounts every other Friday starting with the first Friday in the Fall Semester and ending with the last Friday during the Spring Semester.  Payment for overload and additional duties will be included with the regular paychecks starting about the 4th week of the semester for the fall and Spring Semesters.  Advices (payroll statements) are available on line. Contact the Payroll Office for details regarding direct deposit or for information on accessing advices. 

FACULTY ABSENCE

If illness or some other emergency requires a faculty member to be absent from class, the school dean should be notified as soon as possible. Instead of canceling the class because of absence, it is preferable that a faculty member, in cooperation with the School Dean, find an appropriate substitute or activity for their class. If it is a last moment absence, it is acceptable to get a substitute and inform the dean later.  If any evening or Saturday classes must be cancelled, notify the evening/weekend administrative assistant by calling 732-255-0432, so a notice may be posted for students.  You can also notify your students through Ocean Cruiser that class will not be held and what the assignment is. Lost class time caused by personal cancellations are to be made up in an appropriate manner.

If you are teaching at an off-campus site, you should also notify the Office for Off-Campus Programming at 732-255-0319 of any absences and arrangements for making up the class time.

Please note that the College switchboard and department offices are not normally open on the weekends or before 8:00 a.m. on weekdays.

                             ACADEMIC AND INSTRUCTIONAL INFORMATION

Contact Phone Numbers                 





        Extension

Richard Strada, Executive Vice President - Instruction

       
       

487

rstrada@ocean.edu
Dr. Toni Clay, Assistant VP for Instructional Support Services                         
          2029
tclay@ocean.edu
Patricia Fenn, Executive Director of E-Learning




          2963

pfenn@ocean.edu
Dr. Maysa Abou-Youssef Hayward, Dean of E-Learning 

        & Adjunct Faculty



                 

                      2176

mhayward@ocean.edu
Dr. Carolyn Lafferty, Associate VP for Assessment & Curriculum                                    2074

clafferty@ocean.edu
 Francis Polk, Provost







                      2037

fpolk@ocean.edu
The School of Language & Arts

Includes: English, Literature, Foreign Languages, Communications,

Fine Arts, Philosophy & History

Dr. Robert Kleinschmidt, Acting Dean





         2190

rkleinschmidt@ocean.edu
The School of Mathematics, Science & Technology

Includes:  Mathematics, Science, Computer Science & Engineering

Dr. Yehia Elmogahzy, Acting Dean




    
                    2158

yelmogahzy@ocean.edu
The School of Social Science and Human Services
Includes: Social Science, Criminal Justice, Education, Fire Science,

Public Administration, Business, Nursing, Health & Human Performance

& Allied Health

Eileen Schilling, Acting Dean





                     2211 or 423

eschilling@ocean.edu 

The School of Nursing

Dr. Colleen Manzetti, Acting Dean 


                      


          486

cmanzetti@ocean.edu
Center for Academic Excellence

Maureen Reustle, Dean of Academic Services



                    2253


mreustle@ocean.edu
Library

Joseph Toth, Director of Library Services




                    2354


jtoth@ocean.edu
Evening & Weekend Services
Raymond Dondero, P/T Director of Evening & Weekend Services

                    2449

rdondero@ocean.edu
Robin Hafen, P/T Director of Evening & Weekend Services

                    2449

rhafen@ocean.edu
INSTRUCTOR RESPONSIBILITIES
An adjunct instructor has certain major responsibilities:

· To submit the Professor’s Syllabus to the school dean’s office


· To teach classes according to the established syllabus

· To evaluate student performance fairly and accurately

· To assist students in obtaining any needed support services

· To comply with administrative requests in a timely manner

All instructors will provide students with a Professor’s Syllabus at the first class meeting.  (See sample in the Appendix). Plan the semester so that there is time to cover all relevant material, allow for student questions and occasional review sessions, and provide feedback on student progress through the use of quizzes, tests, and papers.

Familiarize yourself with the support programs available to students, particularly within your academic discipline.  Your department dean is the best source of information for subject-specific tutoring or open lab services.  

THE FIRST CLASS MEETING

The first class meeting sets the tone for the semester.  Plan to arrive a few minutes early to establish the expectation that class will begin on time.  The first class, and all subsequent classes, should meet for the entire assigned time; this is especially important for the first meeting.  A few additional suggestions:

· Introduce yourself and write your name on the board.  Comment on the relevance of your own background to the subject matter or the importance of the course itself.

· Follow the instructions which come with your initial class list to make certain all students are properly enrolled.  As you take attendance, try to learn a little about the students.  Make an effort to learn their names as soon as possible. YOU ARE REQUIRED TO RUN A NEW CLASS LIST AND TAKE ATTENDANCE BEFORE EACH CLASS MEETING UNTIL THE CENSUS DATE TO INSURE THAT STUDENTS ARE PROPERLY REGISTERED FOR EACH CLASS. Instructions on how to download your class lists are in the Appendix.

Professor’s Syllabus – On the first day of the semester, it is required that faculty give each student enrolled in their classes a copy of the Professor’s Syllabus for that class.  The Professor’s Syllabus contains the specific requirements that you have as an instructor for your sections of that course.  For instance, the syllabus will give the required course objectives, but you may wish to elaborate more fully on a topic than is suggested by the course objectives.
The Professor’s Syllabus may be considered a contract between you and the student. Students should be able to determine if they will be graded on class participation, if a paper is required, if the professor allows hats in class and, very importantly, which assignments are major pieces of work and which are minor pieces of work.  This information is required to comply with the College’s policy on academic dishonesty.

It is not required or even suggested that you list every homework assignment.  The Professor’s Syllabus lets students know ahead of time what is required or what to do if the student misses a class.  A sample of the Professor’s Syllabus for both traditional sections and for DL classes is located in the Appendix of this document and online in Ocean Cruiser.  For Ocean Cruiser, log on, go to the far right to “My offices,” click on “academic documents” and on “shared files” on the left.”
Teaching Tips:

· Distribute your class syllabus which should contain the course description, a listing of the text and any other required purchases, an explanation of the material to be covered during the semester, methods of evaluation, attendance policy, tutoring services available, plagiarism policy, how the professor can be reached and student conduct.  (See appendix for a sample of the Professor’s Syllabus).

· It is suggested that you communicate that you are approachable and willing to make reasonable accommodations with the following statement on your professor’s syllabus:

“If there is any student in this class who has special needs because of learning disabilities or other kinds of disabilities, please discuss this with the instructor or contact the Center for Academic Excellence at 732.255.0456.”

· Criteria for grading should be in writing on your syllabus, including weight and number of tests, quizzes, papers, group projects and class participation.  Explicit grading standards minimize confusion and complaints.  Carefully explain these standards.  Students should be graded on their performance throughout the semester; essays, quizzes, tests, papers. Assignments should be returned to students within a week.

· Student Assessment: The College has identified a set of writing intensive courses in which students are required to generate at least 1200 words of graded work written in essay format and involving some type of critical thinking, such as analysis, classification, comparison/contrast, or argument.  A typical assignment set might include one 600-word essay written at home and one 600-word source paper researched out of class and written in class.  (Including some in-class writing may discourage plagiarism.)   While every college course should engage students in writing activities designed to enhance learning in the discipline (writing to learn), writing intensive courses specifically require students to use and develop writing skills learned in English I. A list of writing intensive courses is included in the appendix.

· Review school closing information as listed in this handbook.  This is especially important during spring semester and for off-campus sites.  Review any other “housekeeping” or emergency rules as appropriate to your course.

Suggestions:

· Involve the students in every class. 

· Use different modes of instruction. (The Faculty Innovation Center can help you use the college’s newest technology.)

· Use writing to reinforce concepts learned (i.e., to evaluate students.)

· Meet every class for the full period. 

· If you have a required text, use it. (Students hate buying expensive texts and then not using them.)

· Meet the last day. (You can use the last day for the final evaluation or to review the final test and their final grade.)

Taking Attendance - It is important to take attendance every class meeting.  This is one way to learn the students’ names and it is also required that a last date of attendance be supplied for every student who is assigned a “W.” Additionally, Federal and State grant programs, health insurers, the athletic program, and others must know whether students are attending.

Absences affect the student’s own academic achievement and detract from the value of the class for the instructor and for other students.  Regular attendance at all classes and appointments should be expected.  In the event of an absence, students are responsible for all work missed.

The limit of absences set by each instructor cannot be less than ten percent of the regularly scheduled class meetings per semester.   At the beginning of the course, the instructor should state the course’s attendance

policy.  You may use your discretion in making exceptions to your stated policy if unusual circumstances arise (serious illness, jury duty, or family tragedy).

Absences due to a student’s fulfilling a bona fide religious obligation or observance are considered excused when submitted in writing and approved by the instructor.  Class work and examinations missed due to such absences must be made up as required by the instructor.

Class Lists –You will receive three class lists during the semester:  The Initial, Final, and Grade Report/Class Lists are retrieved from WebAdvisor. Instructions on how to download class lists are in the Appendix.

1. Initial Class List (Roster) (also see first class meeting) - It is essential that you ensure each student in attendance is properly registered in your particular section.  Any change in a schedule must be processed through the required drop/add procedure.  Do not permit students to attend “closed” classes in anticipation of “drops”.

2. Adding a Student – After the semester starts, a student wishing to add one of your courses to their schedule may approach you.  In this situation, if there are available seats, you may accept them.  You must use your professional judgment concerning the amount of work a student has missed and the impact this will have on their performance in this course.  The student will present you with an Add/Drop form to sign.  This can only be done prior to the attendance census date.  Be sure students are aware of the deadline.

3. Course Overloads – You may be approached by students just before or just after a semester starts and be asked to allow him/her to enroll in a course that has reached maximum capacity.  You need to use your judgment about signing the course overload form that allows this student to register for a closed course.  Some issues are safety and the number of seats in a lab or classroom.  The decision is yours to make.
4. Final Class Lists – The end of the official drop/add period is the attendance census date (10 days after the beginning of the fall and spring semester).  You will be sent a final class list for verification.  The final class list should be signed and returned to your school dean in accordance with its accompanying instructions.  No registration of any kind will be accepted after the attendance census date (10 days after the start of the semester).

Consequences of Failing to Check Your Class Rosters Frequently

It is your responsibility to continually check your class rosters.

Instructors who fail to check their class rosters on Web Advisor on day #1 and on every day of the term up to the issuing of the final class list risk disciplinary action by the Vice President of Academic Affairs.  OCC takes this stance because of state funding lost when students are not properly registered.  

It is essential that you check the Web Advisor (not Ocean Cruiser) rosters. See instructions on how to log into Web Advisor and how to download class lists in the Appendix.
Students whose names do not appear on a class list should be sent to the Office of Registration and Records because they are not allowed to remain in class.  Students may be re-admitted once they have the necessary documentation from the Registration Office.  
5. Grade Report - Toward the end of the semester, you will receive grading instructions.  ALL grades are submitted online using Web Advisor.  See instructions for logging into WebAdvisor and how to submit final grades in the appendix.  Any computer with Internet access can be used for grade submission.  Administrative staff is not responsible for submission of grades and should not be asked to record or submit grades.

It is important that your semester grades be received electronically by the Office of Registration and Records no later than 72 hours from the end of your last class.  The exact deadline will be in your grading instructions.

Dropping a Course/Withdrawing – If a student wishes to officially withdraw from any of your courses they will ask you to sign an Add/Drop form, except for DL sections. You need to sign this form and supply the last date of attendance.  You must assign a grade of “W” up until the identified last day to withdraw (see Academic Calendar on page 4).  If it is after the identified date, the student cannot withdraw. They must receive a grade of “F.”  Different rules may apply in some situations in the Nursing Program.  Again, if it is after the identified last day to withdraw date, the professor must give the student an “F”.  

To comply with federal regulations which require that the college be able to certify a student’s last date of class attendance in each class, instructors must record the last date of class attendance on the course withdrawal form (add/drop) in order for a student to get a “W.” For distance learning classes, this would be the last date that a student logged into the class. Instructors’ class records must be maintained in such a way that they can document a student’s last date of attendance should a federal audit require the college to provide such documentation.  This documentation is to be maintained for seven years. See the academic calendar on page for course withdrawal deadlines.
Absence Warning Notification – If a student has not been attending your class regularly, they risk being withdrawn due to violation of the College’s attendance policy (10% of the class meetings are allowed to be missed).  By sending the student an Absence Warning Notification Form, you let the student know that they are close to being withdrawn for not attending class.  Forms are available in the Department Office. AS A FACULTY MEMBER, YOU MAY WITHDRAW A STUDENT FROM YOUR CLASS, UP UNTIL THE COURSE WITHDRAWAL DEADLINE, FOR NON-ATTENDANCE WITHOUT THE STUDENT’S SIGNATURE.

Course Withdrawal Notification – When a student has exceeded the maximum absences of 10% of the class meetings, the professor may withdraw the student if it is on or before the designated last date to withdraw date (see page 4). If it is after the designated date, the student must receive an “F.”  If a student has missed classes due to athletic events for which they have a coach’s note or they have missed class because of illness and have a signed doctor’s note, use your discretion in deciding whether to count these toward the 10%.  The student is required to make up any missed work. If too much course work has been missed, course withdrawal forms are available in the school office. You must adhere to the designated dates for last date of withdrawal.

Notification of Unsatisfactory Progress – If a student is not doing well in your course, you may send them a Notification of Unsatisfactory Progress.  By doing so, you are making it very clear to the student that they need to improve or they risk failing this course.  They are available in the School Office.

Advising – Every semester full-time faculty member are assigned student advisees.  Faculty members should post a schedule and sign up sheet for student advisees outside their office door.  The Office of Registration and Records will notify students to let them know which School and/or Department they are assigned to and it is posted on WebAdvisor.  Your school will be supplied to the student. Advising involves assisting students in the selection of their courses for the upcoming semester.  These courses are selected using the students’ program of study as a guide. Students should gain an understanding of the academic program they are enrolled in. The faculty member should make sure that the student is signed up for the correct program and if they are not, advise the student to complete a Change of Curriculum form.  The forms are available in the Advising Center and in the Office of Registration and Records. Please note that many students are cleared to register themselves without formal advising via WebAdvisor.
Grade of Incomplete – A grade of “I” (Incomplete) may be given by an instructor if he/she approves a written request received from the student no later than the day of the final examination.  Approval of the request will allow 30 days from the beginning of the next regular semester for the work to be completed.  However, if the student is enrolled in a course for which the “I” grade is a prerequisite, the work for the incomplete course must be made up by the fifth day of the next regular semester or the student must withdraw from the higher-level course.  When the work is completed, the permanent grade will be recorded by the instructor and a corrected grade report prepared.  If the work is not completed by 30 days from the start of the next regular semester, the grade of “I” will automatically convert to an “F”.

Change of Grade Forms – If a faculty member wishes to change a student’s grade for a course they may do so using a Change of Grade form.  Forms are available from your school office and in the Registration and Records Office. The form is to be completed and signed by the faculty member and submitted to the school 
dean.
Assessment of Student Learning

The chart below summarizes the assessment activities in which full-time faculty and adjuncts are involved.  For more information, contact the academic school dean/assistant dean or Dr. Carolyn Lafferty, Assistant Vice President for Assessment and Curriculum, at x2074.   

	Type of 

Assessment 
	Who is 

Involved
	When the Assessment Occurs
	Assessment 

Method 

	Course-Level Assessment
	All FT Faculty and adjuncts teaching   f2f, DL, and OSOL sections of any of the 40 high-enrollment, 100-level courses identified for this assessment.  


	Final week of the spring semester
	Assessment instruments vary: comprehensive exam, essay, research project, embedded assessment, etc.  The assessment must be performed in face-to-face, OSOL, and online sections.  

Academic school administrative assistants will distribute assessment materials.  



	Program Evaluation
	All academic degree programs (including certificate programs) are evaluated once in five years.  Deans oversee the evaluation and the participation of full-time faculty and adjuncts. 
	A five-year calendar identifies which programs are being evaluated each academic year. 
	The program evaluation includes a direct and an indirect form of assessment.  The direct method is developed by faculty working with their dean/assistant dean and may take a variety of forms such as research project or a comprehensive exam in a capstone course.

Indirect assessment is conducted via an Alumni Survey sent to program graduates.

	General Education Assessment
	Courses in which students have completed most or all of their general education requirements.  
	In the final weeks of the spring semester
	Full-time faculty and adjuncts teaching the selected courses are usually notified by December.  They receive copies of the OCC General Education Skills Test and all the necessary materials by late April.  The test has 50 multiple choice items which address the college’s general education goals.


In addition, the college conducts Developmental Education Assessment and Distance Learning Assessment and provides training in the use of Classroom Assessment Techniques. The college’s assessment of student learning is part of a Comprehensive Plan for Institutional Effectiveness (see the college’s Institutional Effectiveness web page: http://www.ocean.edu/effectiveness.htm).
   Business Procedures
Office Services                        Phone 732-255-0414
                               Fax 732-255-0444
     
Office Services, located in the building across College Drive next to Facilities, is open from 8am to 4pm daily.   Interoffice mail, copy requests, outbound USPS mail, etc. can all be placed in the brown drop box outdoors after hours in the evening.  The drop box is checked every morning by 8:30am.
Courtesy Services

Books of stamps and metered postage are available for USPS mail.  Personal packages may also be shipped at cost through UPS, Federal Express, and DHL.  Ground and Air services are available.  Do not wrap packages in paper of any type.  Faxes may also be sent; the cost is $.50 per page in the area code 732, all others are $.75 per page, international faxes are $3.00 for the first page and $1.00 for each additional page.

Mail Service

The USPS mail is picked up at the Post Office by 8 am and distributed on the first mail run.  Mail runs are twice a day at 9:30 am and 2:15 pm.  Mail is delivered to the departmental office as a bulk drop and is not fine sorted by Office Services.  All outgoing mail must be marked with a departmental designation.  Outgoing USPS mail is picked up by the USPS at 3:30 pm daily. 

Copy Service 

Copy requests larger than 10 sets are sent to PIP Printing.   PIP picks up and delivers copy requests twice a day, 9 am and 1pm.  PIP has a contractual 48 hour turn around, which begins when PIP picks up the work from Office Services, or receives the request via email.  PIP does not have counter service available, all drop offs and pick ups are to be handled through Office Services.  You may email your request directly to pipcopy@comcast.net.  Additional processing such as folding, cutting, inserting, and mailing are completed in Office Services and will require extra time.  If you are requesting GBC binding, color copies, or a campus distribution, you must have the signature of the Area Vice President. Unsigned copy work requests will be returned for a signature.
Departmental Copiers

Departmental copiers are available for copy requests less than 10 sets.  The copiers are multifunction machines that have the ability to copy, print, fax, PC-Fax, scan, and e-file.  If you require the printer and fax drivers installed, please email mputnam@ocean.edu.  For copier service, supplies or instructions please call extension 414.
Student Printing (Go Print Card)
Students may ask faculty where and how they can print out papers, documents, etc. on campus. Students can gain access to on campus printing by purchasing Go Print Cards in dispensers available in the library and in the OCC bookstore.  Students insert their Go Print Card into copiers in the library and in the labs.  The cards are refillable when the students’ balance is low. 
Shipping & Receiving

FedEx is the preferred overnight carrier for college business.  Carriers are very competitive with ground shipments costs.  Office Services will rate shop your package and help you pick the best carrier for you shipment.  All inbound packages are logged and signed for at the departmental office.

Mass Mailings
Mailings of 200 pieces or more are to be sent as a bulk mailing.  Bulk Mail costs can be 60% lower than First Class.  Please contact Mike extension 2273, mputnam@ocean.edu for more information.  All mailings over 200 pieces require a signed Mailing Service Request Form.
Capital Assets 

Tagged items require a Capital Equipment & Furniture Disposal Form and a Work Order to be moved or removed.  Items will only be removed once the work order and disposal form are completed.  To transfer an asset to a new location, please complete the Capital Equipment & Furniture Disposal Form parts 1 and 2.  Contact John Salapka extension 2378, jsalapka@ocean.edu for more information.

Records Management

Ocean County College must comply with the State of New Jersey’s Record Retention program.   Records may not be disposed of or destroyed without prior written permission from the Division of Archives and Records Management. For detailed information please contact Mike Putnam extension 2273 or at mputnam@ocean.edu.  

Envelopes & Paper

Mailing envelopes, paper and College stationary are available through Office Services.  Fill out the Envelope, Stationary and Paper Supply Form, and send it to Office Services to be fulfilled.  Only items listed on the form are available through Office Services.   
Recycling
Office Services recycles old laser, inkjet, fax and copier toners.  Simply place your used cartridge with the outgoing mail.  Office Services will pick up the empty containers and make sure they are recycled.  Recycling the toner cartridges benefits the college and the environment.  Old electronic equipment can also be recycled.  Smaller untagged items such as adding machines and calculators may be placed with the outgoing mail to be recycled.  Attach a note stating the condition of the item and Office Services will pick it up for recycling.

All forms can be downloaded from the Office Service website.

OCC BOOKSTORE

All faculty members are entitled to a 10% discount on all new merchandise, the exception of food items, purchased at the Bookstore. A 5% discount is offered on used books. Except for clearance items that are well below cost, the employee discount is in addition to the special sales that are run throughout the year.  It is important that you show your college I.D. prior to the sale being rung through the register.
FACILITIES REQUESTS
Authorized OCC employees can request for the use of campus facilities, other than those scheduled for classroom instruction, for activities related to the college’s mission and goals. Requests should be made at least one (1) week in advance of the scheduled event through your designated school administrative assistant using Resource25.  Club advisors to student groups should schedule rooms through Student Life.
Faculty members who find it necessary to be present on campus outside of the normal working hours or class day should contact the security office beforehand. Faculty members should not be offended if a security guard questions their presence during off hours.  

Security guards are required to take the names of all persons who enter any college building during such periods, including guests.  This is done for the protection of all persons in the event an emergency should arise.

Under no circumstances shall students be permitted to enter buildings to perform work or study during periods when the college is closed, unless appropriate college employee supervision is available at all times.

OFFICE SUPPLIES
Office supplies used in conjunction with faculty assignments are available through the school administrative assistant.  Normal supplies are usually stocked on hand in limited quantities in the department office; however, larger quantities or special items should be anticipated and requested and approved by School Deans.  Grade books are distributed by the department office at the start of each academic year.  Blue books for essay testing are to be purchased by the student from the college bookstore.

CARE OF BUILDINGS AND EQUIPMENT
Please do not remove chairs and equipment from classrooms without first checking with the school dean, as fire violations may occur by changing the load occupancy of the room.  Report any deficiencies noted in buildings or equipment to Department Deans. 

Do not request custodial or maintenance staff directly for assistance, except in an emergency.  Requests for such service should be requested through the School Dean.  All staff members are encouraged, however, to use a “Work Order Request” to report any maintenance problems.

No persons are to be admitted into any building with bare feet.  This is necessary in order to comply with insurance requirements.

SMOKING IS NOT ALLOWED ON THE OCC CAMPUS!
ACADEMIC POLICIES

Faculty should become familiar with the following College Policies. To see all College Policies, there is a Policy Book located in each academic department, in administrative offices, and on our website at ocean.edu. 
Policy #2410 - Sexual Harassment 

Sexual harassment is prohibited by Federal and State Law. Ocean County College, acting in accordance with the law, is committed to creating an environment which is responsible and supportive for all students and employees. The use of implicit or explicit sexual harassment to control, influence, or affect the performance or status of an individual, regardless of where such conduct is initiated, will not be tolerated. This applies to employee/employee, employee/student, student/employee and student/student interactions. Training will be provided to inform all members of the college community of the nature of sexual harassment, the laws which prohibit it, and the college’s policy and procedure.  Appropriate corrective action will be taken should any student or employee violate this policy.

DEFINITION OF SEXUAL HARASSMENT

The United States Government Equal Employment Opportunity Commission defines sexual harassment as unwelcome sexual behavior, requests for sexual favors, and other verbal or physical conduct of sexual nature when:

1) Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment or status in an educational course, program, or activity; or

2) Submission to, or rejection of, such conduct is used as a basis for employment or educational decisions affecting an individual; or 
3) Such conduct has the purpose or effect of unreasonably interfering with an individual's work or educational performance, or of creating an intimidating, hostile, or offensive working/learning environment.

Forms of sexual harassment include but are not limited to:

1. Sexist remarks or behavior

2. Sexual propositions or inappropriate behavior e.g., touching, patting, caressing, kissing, sexual comments, sexual conversation, emailing or displaying sexual jokes/web links, etc. which occur without threat or punishment or promise of reward
3. Sexual propositions, behavior, and/or conversation accompanied by promised rewards or threat of punishment concerning compliance

4. Physical violence or unwanted sexual intimacy, either following or apart from sexual

propositions, behavior, or conversation
To view the Policy and Procedures for #2410 in its entirety, click here 

Policy #3075 – Control of Smoking
Smoking is not permitted on campus or at any location that can reasonably be regarded as an

extension of the campus. Smoking is also prohibited in all college vehicles.

Policy #3115 – Full time Faculty Tenure

Full-time faculty of Ocean County College shall be awarded tenure in accordance with N.J.S.A. 18A:60-

6 through N.J.S.A. 18A:60-15, and in accordance with N.J.A.C. 9A:7-3.1 through N.J.A.C. 9A:7-3.5. In

order to maintain the capability to respond to the changing educational needs of future generations of

students, Ocean County College will maintain a balance between tenured and non-tenured faculty by

limiting the percentage of tenured faculty to seventy-seven percent (77%) of the total number of fulltime

Faculty [N.J.A.C. 9A:7-3.2(a)].

Tenure may be awarded only to faculty members whose performance during their probationary period

gives clear evidence of sustained and significant excellence in professional performance in each of the

following criteria:

1. Teaching (or in the case of librarians and counselors, non-teaching assignments and evidence

of professional effectiveness)

2. Service to students

3. Attendance at college-wide activities

4. Collegial/civil/constructive working relationships

5. Contribution to fulfillment of the College mission, including community outreach and involvement

6. Service to the college

7. Service to the academic school

8. Professional development

9. Research, publication, or other contributions to education, the teaching profession or the

instructor’s discipline.

Tenure may be awarded only after presentation by the faculty member of positive evidence sustained and significant excellence in professional performance in the criteria listed above and not because of the absence of evidence to the contrary.

The awarding or not awarding of a tenure contract is the sole prerogative of the Board of Trustees, within applicable laws and regulations. Nothing in the procedures shall be construed to limit or negate

that prerogative.

To view the Policy and Procedures for # 3115 in its entirety, click here
Policy #4166 - Travel 

Policy 4166 addresses employee travel for day trips and overnight.  It also includes how to request travel, the approval process, and the reimbursement process.

To view the Policy and Procedures for #4166 in its entirety, click here
Policy #5138 – Confidentiality of Student Records 

The Family Educational Rights and Privacy Act of 1974, which became effective November 19, 1974 sets out requirements designed to protect the privacy of students. Specifically, the statute governs (1) access to records and (2) the release of such records. In response to this legislation, Ocean County College has developed the following policy regarding:

1. Access to Educational Records - Access to information contained within a student's permanent education record shall be in accordance with the guidelines as set forth in the above legislation. Procedures for access shall be developed and implemented by the Vice President of Student Affairs.

2. Release of Information Contained in Educational Records - Since a student's permanent educational records contains both public and private information, it is necessary to establish criteria for the maintenance and disclosure of each. Therefore, information which is regarded as public, designated Directory Information, and subject to release without the written consent of the student, is listed in Category A. Information which can be released only with the written consent of the student and is regarded as private or privileged is listed in Category B. Any and all information contained in Categories A and B shall not be, at any time or under any circumstances, released to or made available for any commercial or profit making purposes or for any other purpose not directly related to the educational endeavors for which the information was secured.

To view the Policy and Procedures for # 5138 in its entirety, click here
Policy # 5140 - Credit for Prior Learning (Credit by Examination) 

Students may earn credit for prior learning gained through non-traditional or non-college-credit educational experiences, employment, volunteer work, etc., or classroom work at unaccredited* institutions through Credit by Examination, Challenge Examination or Portfolio Assessment.
*Accredited institutions are those that have been accredited by one of the regional institutional accrediting        bodies recognized by the American Council on Education. All other institutions are considered unaccredited.

To view the Policy and Procedures for #5140 in its entirety, click here
Policy # 5142 – Student Withdrawal General Requirements

Students may withdraw from a course prior to the course withdrawal deadline as long as they obtain the faculty member’s signature on a Drop/Add form. The faculty member must indicate the last date of attendance, even for an online course. Students will not receive a refund, and a “W” grade will appear on their transcript. If students stop attending class (or if they never attended) and failed to pursue the withdrawal, the faculty member may drop the students using the Course Withdrawal Notification form or final class list. If a student exceeds an instructor’s stated absence limit, he/she may be administratively dropped from a course without academic penalty at any time up to the course withdrawal deadline, and a grade of “W” will be assigned (see Policy #5162-Class Attendance). NOTE: When withdrawing students from online courses, a drop/add form must be submitted and the faculty member must block the student’s access to the online course. For information on withdrawals and the Nursing Program, view the policy.
To view the Policy and Procedures for #5142 in its entirety, click here
Policy #5144 – Student Withdrawals (Refunds)  

Students who withdraw from courses shall be eligible for a percentage refund of tuition and certain fees in accordance with procedures, rules and regulations developed by the college. The estate(s) of student(s) who become deceased shall be eligible for a full refund of tuition and all fees in accordance with procedures, rules and regulations developed by the College.

To view the Policy and Procedures for #5144 in its entirety, click here
Policy #5154, Grades & Scholastic Honors

	1. 
	The following grading system is used: 

	
	QUALITY 

	
	GRADE 
	STANDARD 
	POINTS 
	EARNED 
	ATTEMPTED 


A              Excellent
4.0 

X 


X

B+            Very Good                      
3.5            
X
                
X

B               Good                                 
3.0              
X
                
X

C+             Above Average                  

2.5                 
X                        
X
C 
      Average



2.0                  
X

    
X
D                Pass/Below average           
1.0          
X                        
X
F                Failure
                             
0                                                    
X
P                Passing                             

N/A                 
X
I                 Incomplete                               
0                                                     
X


UNEARNED GRADES 

R           Registered for Audit 
N/A 

T           Transfer
W          Withdraw 



N/A
CR         Credit 



N/A
NC         No Credit 



N/A


Semester hours of credit in which a grade of A, B+, B, C+, C, D, or P has been received are defined as "earned" semester hours. Quality points are earned for A, B+, B, C+, C, or D grades and, thus, affect the cumulative grade point average. Semester hours of credit in which a grade of A, B+, B, C+, C, D, or F has been received are defined as "attempted" semester hours. These grades count as attempted hours in computing the cumulative grade point average. Grades of P, R, T, CR, NC, or W are neither "earned" nor "attempted." These do not affect the cumulative grade point average.

2. Grade of “I” (Incomplete)

The grade of "I" (Incomplete) may be awarded by an instructor if he/she approves a written request received from the student no later than the day of the final examination. A valid reason for the request must be offered. Approval of the request will allow 30 days from the beginning of the next regular semester for the work to be completed. If the student is enrolled in a course for which the "I" grade course is a pre-requisite, however, the work for the incomplete course must be made up by the fifth day of the next regular semester or the student must withdraw from the higher level course. Extensions in both cases may be granted by the instructor with the consent of the Vice President of Academic Affairs. When the work is completed, the permanent grade will be recorded by the instructor and a corrected grade report will be prepared. If the work is not completed by 30 days into the next semester or by the extension date as granted, the grade of "F" will automatically be recorded. Faculty must maintain a record or file of students’ written requests for “I” grades. Note: See Section 8 for specific information regarding “I” grades assigned in NURS courses.

3. Grade of “R” (Registered for Audit)

The grade of "R" (Registered for Audit) will be recorded if the student so requests at the time of registration or during the "add" period and the instructor approves. Students registered for audit are expected to participate in all course activities but receive no credit. Any course for which a student receives an "R" may not be used as a prerequisite. In special circumstances, a student may appeal in writing to the Academic Standards Committee for permission to change to audit, if passing. No student may change from audit to credit. A student may change from credit to audit with the permission of the instructor. An instructor may request the Vice President of Academic Affairs to administratively withdraw a non-contributing or non-participatory audit student and

assign a grade of "W." Students may not audit courses in which they have an "I" grade.

4. Grade of “W” (Withdrawal)

The grade of “W” will be assigned when a student withdraws or is administratively dropped from a course in accordance with College policy (see Procedure).
5. President’s Honor List

The President's Honor List is official recognition by the faculty of outstanding academic achievement. A student who has completed a minimum of 12 credits, with a semester grade point average of 3.50 or better and no grade lower that a "C" in that semester, qualifies for this honor. The President's Honor List is compiled each semester, including the summer session. Part-time students are eligible for this honor at the completion of 16, 32, 48 and 64 credit hours respectively, with a cumulative grade point average of 3.50 or better.  Enrollment on a full-time or part-time basis does not have to be maintained during consecutive semesters to qualify. If a student stops attending for one semester or more, the cumulative average will be the determinant.
6. Pass/No Credit

A full-time student who has completed his/her freshman year may register for one free elective course outside of his/her major field on a pass-no credit basis each semester beginning with his/her third semester. A part-time student who has earned a minimum of 28 semester hours of credit may register on a pass-no credit basis for one elective course during any succeeding semester for a maximum of three courses. Students so registered shall be expected to complete all course requirements. The grade of "P" will be recorded for successful completion of each course with semester hours of credit applied toward degree. A grade of "NC," No Credit, will be used to indicate unsuccessful completion of the course and will appear on the permanent record. In neither case will the cumulative grade point average be affected.

7. College Honors Program

Students officially enrolled in the College Honors Program who have earned a "C" or “D” grade in any course will be given two options:

a. To accept the grade earned; or

b. To accept a "P" at the discretion of the instructor.

Should a student select option b more than one time, he/she will automatically be dropped from the Honors Program.

8. Nursing Program

Students enrolled in NURS courses receive an “I” grade if they are in the remediation phase of Contemporary Nursing (NURS 275). If the remediation phase of NURS 275 is not made up within 30 days into the next semester, a grade of “F” in the course will automatically be recorded. In order to fulfill program requirements, students enrolled in the Nursing Program must obtain at least a "C" in all the courses listed in the Nursing Program curriculum guide, including NURS and BIOL courses and courses satisfying the OCC and general education requirements. A “D” in these courses (like an “F”) are a non-passing grade.
A student receiving his/her first non-passing grade in any NURS course (clinical or non clinical) may repeat the course only once. If unsuccessful on the second attempt, the student is dismissed from the nursing program. If a student achieves a second non-passing grade in a subsequent clinical NURS course (NURS 175, 176, 273, 274), he/she will fail out of the Nursing Program. A student who has failed out of the nursing program due to academic (as opposed to clinical) performance may automatically apply for readmission. A student who has failed out of the nursing program due to clinical performance in at least one NURS course cannot automatically reapply to the program but may contact the Nursing Program administrator for consideration on a case by case basis.

Readmission to the nursing program provides two options:
Option I

A student may reapply to the nursing program one time only after retaking Anatomy & Physiology I (BIOL 130), Anatomy & Physiology II (BIOL 131), and Student Success (ACAD 155) as Ocean County College face-to-face courses. A student must satisfy any new and /or additional requirements prior to acceptance.

Option II

A student may reapply to the nursing program one time only after successfully achieving an LPN license. A student must satisfy any new and/or additional requirements prior to acceptance. This student would be eligible to apply to the Traditional, OSOL or Career Mobility tracks. Upon acceptance into the program, the student must repeat all NURS courses regardless of any prior successful grades. A nursing student can appeal his/her grade or dismissal from the program in writing to the Appeal Board of the Nursing Program (see the Nursing Student Handbook).

9. Developmental Courses

A passing grade for courses designated as developmental is "C" or better. These courses may not be used for credit toward graduation.

To view the Policy and Procedures for #5154, in its entirety, click here
Policy #5156 - Academic Standards/Academic Progress 

Academic Warning Notices 

Professors have the option of submitting a notice of unsatisfactory progress to students in their classes at any time during the semester in order to advise the student of his or her academic standing in the class.

Academic Sanctions for Unsatisfactory Academic Progress - Grade Point Deficiency

The academic sanctions for failing to maintain satisfactory academic progress may include probation, special probation, academic restriction, and academic suspension. These sanctions will be imposed on students who either fail to earn sufficient grade points or who continue to withdraw excessively from classes. More specifically, any student who has completed 12 or more semester hours with a grade point average below 2.00 ("C" average) will have an academic sanction for grade point deficiency imposed in accordance with the chart below. In addition, any student whose grade point average is below 2.00 or who has failed to earn at least 50 percent of all credits registered for on the official day of counting student enrollment for two or more consecutive semesters during which he/she has attempted at least six credits will have an academic sanction

imposed in accordance with the chart below. Where two sanctions apply, the more severe will be in effect.

To view the Policy and Procedures for #5156 in its entirety, click here
POLICY # 5160: Waiver of Courses  
1. A required course in a given curriculum may be substituted by another course where deemed appropriate by the Dean.

2. A required course in a given curriculum may be waived by the Dean.  When the course is waived, an equal number of credits must be earned to meet graduation requirements.

3. A waiver form must be filed with the Office of Admissions & Records by the Dean. 

4. No more than three courses may be waived without the additional approval of the Vice President of Academic Affairs.
POLICY # 5162:  Class Attendance 
Ocean County College, recognizing that class attendance must be consistent with the objectives of the

institution, will develop and maintain student attendance regulations and procedures which are consistent with these objectives. Attendance at all classes and appointments is expected.  Absences affect the student’s own academic achievement and detract from the value of the class for the instructor and for other students.  The student should use mature judgment and consult with the instructor concerning unavoidable absences from class.   Students are responsible for all work missed due to absence.

At the beginning of each course, the instructor will state the attendance policy for that course.  Individual instructors determine the attendance policies for their courses; however, if an instructor chooses to make absence a component of course grading procedures, grade penalties for absence may be imposed only when a student exceeds a ten-percent absence rate. 

For nursing students, the above statement applies only to classroom hours. Attendance for the clinical and college laboratory experience is mandatory. Students missing a clinical or laboratory experience will fail the clinical component of the NURS course and will be subject to the protocols associated with failing a NURS course (see current nursing student handbook).

A student may withdraw or be administratively dropped without academic penalty at any time up to the

course withdrawal deadline and a grade of “W” will be assigned. Because a student may exercise his/her right to request a “W” up to the course withdrawal deadline he/she cannot receive an “F” grade through the course withdrawal deadline even if he/she is failing. However, there are exceptions that allow the College to assign an “F” grade prior to the course withdrawal deadline. If the student stops attending classes or is administratively dropped after the course withdrawal deadline, a grade of “F” will be assigned. 

The last date to withdraw for each term is listed in the Academic Calendar on page 4.
To view the Policy and Procedures for #5162 in its entirety, click here
POLICY #5162. 1:  Religious Holidays
1. Absences due to a student’s fulfilling a bona fide religious obligation or observance are considered excused when submitted in writing and approved by the instructor.

2. Class work and examinations missed due to such absences must be made up as required by the instructor.

POLICY #5180:  Academic Dishonesty 

Academic dishonesty includes, but is not limited to, plagiarism, cribbing, fabrication, misrepresentation, unauthorized collaboration, and/or cheating on any academic assignment submitted for a course as well as identity fraud in any face-to-face or distance learning course, exam, or academic exercise. Any student aiding another student in any form of academic dishonesty is considered equally guilty and subject to the same penalties.

To view the Policy and Procedures for #5180 in its entirety, click here
Policy #5240 - Children on Campus 
Children under the age of 18 who are not registered students at Ocean County College, are allowed on campus property only under the immediate supervision of a parent, guardian, or registered student, or while participating in a scheduled program or event. Children are never to be left unsupervised and are prohibited from being left unattended in college buildings or on college grounds. On an emergency basis only, it is the prerogative of faculty to permit children of enrolled students’ admission to regular classes. However, admission of children to scientific laboratory type settings is prohibited for safety reasons.

Procedure for Policy #5240 Children on Campus 
Anyone noting a child who is unsupervised or unescorted should notify Security immediately. Security will notify appropriate officials which may include DYFS (Division of Youth and Family Services of New Jersey.)

Policy #5246.1 - Drugs 
The illegal use, manufacture, possession, transfer, distribution or sale of drugs is a violation of the law and existing policy of Ocean County College. Alcohol is considered a drug and is totally prohibited from campus. The College will therefore make every effort to uphold the law and render assistance and support to law enforcement agencies pursuing their objectives, while at the same time rendering assistance to students when needed or necessary.

To view the Policy and Procedures for #5246.1 in its entirety, click here
Policy #5246.2 - Demonstrations 

The philosophy of Ocean County College is to encourage freedom in the expression of ideas presented in a scholarly and law abiding manner. The college shall develop rules and regulations which guarantee this freedom of expression and at the same time insure that demonstrations which threaten to interfere with the daily operations of Ocean County College or cause personal injury to individuals or damage to property will not be tolerated on campus.

To view the Policy and Procedures for #5246.2 in its entirety, click here
Policy #5247 - Student Discipline 
Ocean County College reserves the right to suspend, expel or take other corrective or disciplinary action against students for behavior reported to the Vice President of Student Affairs that contributes or results in:

a. Danger to the safety and well-being of oneself and/or others.

b. A breach of college rules and/or regulations as set forth in this policy and the most current Student Handbook and College Catalog.

c. A disruption of any college curriculum or co-curriculum program.

Specific disciplinary action shall be determined by the Vice President of Student Affairs, utilizing the procedures and sanctions cited in the Student/Faculty Judiciary Council in accordance with its constitution. These sanctions include: verbal or written reprimand, restitution of costs, disciplinary probation, suspension, or expulsion.

To view the Policy and Procedures for #5247 in its entirety, click here
To view the Ocean County College Student-Faculty Judiciary Council Constitution, see Appendix.
Policy #7110 – Writing Across the Curriculum

To foster intentional learners who are empowered to communicate effectively in writing, Ocean County College developed a Writing across the Curriculum process in which students are required to generate at least 1200 words of written, graded work in courses designated as “Writing Intensive.” These courses, whose goal is “writing to learn,” are listed in the document “Writing Intensive Courses for Writing across the Curriculum.”

Department deans, at their discretion, may designate additional courses as writing intensive. The possibilities for writing assignments are endless and are best generated by faculty members in the various disciplines. Assignments might take the form of narrative lab reports in science classes, classroom observations in education classes, detailed explanations of a mathematical process or of a problem-solving process in mathematics or engineering classes, reviews of a concert or a film or an annotated museum visit in humanities classes, an analysis of a company’s annual report in business classes, an explanation of a complex social issue in social science classes, an original documented essay generated by information from three or more print or electronic 
sources, an explanation of various body functions or malfunctions in health and human performance classes, an editorial on a controversial environmental issue in science or social science classes, clinical reports or patient histories in nursing classes.

To view Policy and Procedures #7110 in its entirety, click here
For a listing of the writing intensive courses, see Appendix.

	ADAPTED FROM THE A.A.U.P. DECLARATION OF ACADEMIC FREEDOM
A.  Faculty members are entitled to full freedom in research and in the publication of the results, subject to the adequate performance of their other academic duties.  Research undertaken for payment, should be based upon a prior understanding with the authorities of the institution.

B.  Faculty members are entitled to freedom in the classroom in discussing subjects without introducing controversial matters that have no relation to the subject matter.  
C.  Faculty members are citizens, members of a learned profession, and officers of an educational institution.  When speaking or writing as citizens, there should be no institutional censorship or discipline which could cause the public to judge the profession and the institution negatively nor should faculty members indicate that they are institutional spokespersons.
                              CODE OF ETHICS OF THE EDUCATION PROFESSION

                                                  Adopted by the NEA 1975 Representative Assembly           

Preamble

The educator, believing in the worth and dignity of each human being, recognizes the supreme importance of the pursuit of truth, devotion to excellence, and the nurture of the democratic principles. Essential to these goals is the protection of freedom to learn and to teach and the guarantee of equal educational opportunity for all. The educator accepts the responsibility to adhere to the highest ethical standards.
The educator recognizes the magnitude of the responsibility inherent in the teaching process. The desire for the respect and confidence of one's colleagues, of students, of parents, and of the members of the community provides the incentive to attain and maintain the highest possible degree of ethical conduct. The Code of Ethics of the Education Profession indicates the aspiration of all educators and provides standards by which to judge conduct.
The remedies specified by the NEA and/or its affiliates for the violation of any provision of this Code shall be exclusive and no such provision shall be enforceable in any form other than the one specifically designated by the NEA or its affiliates.
PRINCIPLE I

Commitment to the Student

The educator strives to help each student realize his or her potential as a worthy and effective member of society. The educator therefore works to stimulate the spirit of inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation of worthy goals.

In fulfillment of the obligation to the student, the educator--

1. Shall not unreasonably restrain the student from independent action in the pursuit of learning. 

2. Shall not unreasonably deny the student's access to varying points of view. 

3. Shall not deliberately suppress or distort subject matter relevant to the student's progress. 

4. Shall make reasonable effort to protect the student from conditions harmful to learning or to health and safety.

   5. Shall not intentionally expose the student to embarrassment or disparagement. 

6. Shall not on the basis of race, color, creed, sex, national origin, marital     status, political or religious beliefs, family, social or cultural background, or sexual orientation, unfairly-- 

a. Exclude any student from participation in any program 

b. Deny benefits to any student 

c. Grant any advantage to any student 

7. Shall not use professional relationships with students for private advantage.

8. Shall not disclose information about students obtained in the course of professional service unless disclosure serves a compelling professional purpose or is required by law. 
PRINCIPLE II

Commitment to the Profession

The education profession is vested by the public with a trust and responsibility requiring the highest ideals of professional service.

In the belief that the quality of the services of the education profession directly influences the nation and its citizens, the educator shall exert every effort to raise professional standards, to promote a climate that encourages the exercise of professional judgment, to achieve conditions that attract persons worthy of the trust to careers in education, and to assist in preventing the practice of the profession by unqualified persons.

In fulfillment of the obligation to the profession, the educator--

1. Shall not in an application for a professional position deliberately make a false statement or fail to disclose a material fact related to competency and qualifications. 

2. Shall not misrepresent his/her professional qualifications. 

3. Shall not assist any entry into the profession of a person known to be unqualified in respect to character, education, or other relevant attribute. 

4. Shall not knowingly make a false statement concerning the qualifications of a candidate for a professional position. 

5. Shall not assist a noneducator in the unauthorized practice of teaching. 

6. Shall not disclose information about colleagues obtained in the course of professional service unless disclosure serves a compelling professional purpose or is required by law. 

7. Shall not knowingly make false or malicious statements about a colleague. 

8. Shall not accept any gratuity, gift, or favor that might impair or appear to influence professional decisions or action. 



	

	CODE OF ETHICS OF THE EDUCATION PROFESSION

Adapted from the NEA 1975 Representative Assembly Code of Ethics 

Preamble

The faculty member, believing in the worth and dignity of each human being, recognizes the supreme importance of the pursuit of truth, devotion to excellence, and the nurture of the democratic principles. Essential to these goals is the protection of freedom to learn and to teach and the guarantee of equal educational opportunity for all. The faculty member accepts the responsibility to adhere to the highest ethical standards.
The faculty member recognizes the magnitude of the responsibility inherent in the teaching process. The desire for the respect and confidence of one's colleagues, of students, of parents, and of the members of the community provides the incentive to attain and maintain the highest possible degree of ethical conduct. The Code of Ethics of the Education Profession indicates the aspiration of all faculty members and provides standards by which to judge conduct.

PRINCIPLE I

Commitment to the Student

The faculty member strives to help each student realize his or her potential as a worthy and effective member of society. The faculty member therefore works to stimulate the spirit of inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation of worthy goals.

In fulfillment of the obligation to the student, the faculty member--

1. Shall not unreasonably restrain the student from independent action in the pursuit of learning. 

2. Shall not unreasonably deny the student's access to varying points of view. 

3. Shall not deliberately suppress or distort subject matter relevant to the student's progress. 

4. Shall make reasonable effort to protect the student from conditions harmful to learning or to health and safety. 

5. Shall not intentionally expose the student to embarrassment or disparagement. 

6. Shall not on the basis of race, color, creed, sex, national origin, marital status, political or religious beliefs, family, social or cultural background, or sexual orientation, unfairly-- 

a. Exclude any student from participation in any program 

b. Deny benefits to any student 

c. Grant any advantage to any student 

7. Shall not use professional relationships with students for private advantage. 
8. Shall not disclose information about students obtained in the course of professional service unless disclosure serves a compelling professional purpose or is required by law. 
PRINCIPLE II

Commitment to the Profession

The education profession is vested by the public with a trust and responsibility requiring the highest ideals of professional service.

In the belief that the quality of the services of the education profession directly influences the nation and its citizens, the faculty member shall exert every effort to raise professional standards, to promote a climate that encourages the exercise of professional judgment, to achieve conditions that attract persons worthy of the trust to careers in education, and to assist in preventing the practice of the profession by unqualified persons.

In fulfillment of the obligation to the profession, the faculty member--

1. Shall not in an application for a professional position deliberately make a false statement or fail to disclose a material fact related to competency and qualifications. 

2. Shall not misrepresent his/her professional qualifications. 

3. Shall not assist any entry into the profession of a person known to be unqualified in respect to character, education, or other relevant attribute. 

4. Shall not knowingly make a false statement concerning the qualifications of a candidate for a professional position. 

5. Shall not disclose information about colleagues obtained in the course of professional service unless disclosure serves a compelling professional purpose or is required by law. 

6. Shall not knowingly make false or malicious statements about a colleague.

7. Shall not accept any gratuity, gift, or favor that might impair or appear to influence                        professional decisions or action.

 



INSTRUCTIONAL SUPPORT SERVICES

LIBRARY
The Library provides services that support the educational goals of Ocean County College and meets the information needs of students, faculty, staff, administration, and community through the building and maintaining of a vital collection of library materials and resources.
Contacts:


Circulation:

(732) 255-0392 or (732) 255-0400, x2247 

Reference:

(732) 255-0400, x2287

Computer Lab:
(732) 255-0400, x2371

 Fax:  


(732) 854-3869
 Homepage:

http://www.ocean.edu/library/welcome.html (catalog, policies, staff)
Schedule:

The following are the fall and spring semester hours.  Changes for summer sessions, winter recess, spring break and holiday hours are posted in advance and are listed on the Library’s web page.




Monday – Friday  
8:00 a.m. –   10:00 pm




Saturday 

10:00 a.m. – 5:00 pm




Sunday

Closed

Library Instruction for Your Class
We encourage faculty to bring classes to the Library for an introduction to research or to urge their students to attend walk-in sessions. To request group instruction, please contact the Reference Department at x2287 at least two weeks in advance.  Librarians also provide one-on-one instruction to teach students to identify and access relevant sources for their research assignments.
Placing Materials on Reserve
The Library has designated an area behind the Circ Desk to store books, videos, and articles that students may use for your courses. You may place items “ON RESERVE” by completing the Library Reserve Request form two weeks prior to the beginning of the semester. Students must have a valid OCC ID to use reserve materials. We ask that you become familiar with general copyright policy (http://lib/ocean.edu/path.htm), as it governs reserve procedure.
Recommending Resources for Purchase

OCC librarians are assigned subjects for which they select materials for the Library's collection. Requests to purchase books, films and other material can be made through the Purchase Request form or by contacting the appropriate subject specialist at (http://lib.ocean.edu/departmentliaisons.htm).  You may be asked to preview films that cost more than $100.00. Requests to purchase journal subscriptions and databases, because they require continued funding, often are made on a one-for-one basis by cancelling subscriptions that correspond to the amount requested. 
Borrowing Privileges
Material from OCC Library:

Faculty may borrow an unlimited number of items from the circulating collection for a loan period of one semester. The exception to this rule is audiovisual material, which circulates for two weeks.  Reference materials and periodical issues do not circulate except upon special arrangement with the Circulation Manager (x2247).

Material from Other Libraries:
The Library obtains materials that support course work through inter-library loan.  Please use the appropriate ILL Request form. We follow federal copyright guidelines when requesting print, non-print and electronic materials. Faculty also may participate in the VALE Reciprocal Borrowing Program, through which they may gain on-site borrowing privileges at 47 New Jersey academic libraries. Please use this enrollment form, which must be signed by an OCC Library staff member.
Princeton’s Firestone Library Access
The OCC Library has purchased an Access Card to Princeton University's Firestone Library for the use of OCC employees who are pursuing scholarly work. In order to borrow the card:

· Employees must be currently employed and in good standing with the Ocean County College Library. Adjuncts must be actively employed during the semester. Employees must show their OCC Photo ID card at the Circulation Desk and sign for the card. 

· The card must be returned within 30 days. 

Failure to return the card will result in a $550.00 replacement fee for the borrower. Please contact the Library Circulation Desk at 732.255.0400, x2247 for more information.

Connecting to Databases from Off-Campus
OCC affiliates may access the Library's database collection from home to read and download full-text articles from hundreds of magazines and journals. Please follow the instructions on the Access Databases page.

Computing in the Library:

The Library has a second floor computer lab with PCs that contain Microsoft Office, Adobe Photoshop and LockDown Browser and other software. Throughout the library there are PCs for general use, some of which have basic productivity software.

CENTER FOR ACADEMIC EXCELLENCE
The Center for Academic Excellence (CAE) coordinates efforts to improve the academic experience of OCC students, with special focus on the first year experience (30 or less credits).  The CAE provides an array of academic support services designed to engage students in learning opportunities, both in and out of the classroom: 
First Year Experience Course, ACAD 155: a three credit seminar that provides a comprehensive introduction to collegiate level expectations and resources available to support student learning.  The course has been found to be an effective mechanism for establishing connections to peers and faculty and for increasing the academic performance and campus engagement of students.  Content is focuses on topics that will enhance academic learning, for example: survey of campus resources, understanding learning styles, time management, use of technology and critical thinking skills.  Contact Maureen Reustle at extension 2253.
Academic Tutoring Services: Student-to-student academic tutoring is available free of charge – see Peer Tutors below.  Professional tutors are available for certain disciplines, i.e. Mathematics tutoring Lab, Writing Skills Lab and for certain areas funded by grants i.e. Carl Perkins Grant.

Check with your Academic Dean, or contact Diane DeFilippo at extension 2957.

Peer Tutors: Peer Tutors are available in subjects such as mathematics, science, humanities, and social sciences. OCC students, under the recommendation of faculty, are able to become peer tutors while helping students succeed in college. Check the Tutoring Community on Ocean Cruiser for times and locations. Contact Diane DeFilippo at extension 2957.

Peer Mentors: Peer Mentors assist first year students to strive for excellence in their college endeavors at OCC by helping with orientation and registration, providing information about campus and academic supports, and encouraging club and extracurricular involvement. Mentors develop their own leadership and communication skills while focusing on the needs of first year students at OCC. For more information, please contact Diane DeFilippo at extension 2957.
Testing Services: Faculty may use the proctoring services offered by the college Testing Center for make-up tests, distance learning/home study tests or tests for students needing testing accommodations.  The Testing Center is not available for whole class testing.  Contact Lorie Trachtenberg at extension 2442.

Students with Disabilities: Students with a documented disability can receive academic accommodations and support services free of charge. A student requesting classroom or testing accommodations should present the instructor with an ADA/504 Accommodation Plan prepared by Disability Services in the Center for Academic Excellence.  For concerns regarding compliance with The American with Disabilities Act of 1990 and any questions regarding Disability Services, please contact Lorett Cramer at extension 2427.
Study Strategy Seminars: A series of seminars that provide tips and strategies to promote academic success. Seminars are presented throughout the semester and include various topics such as time management and note taking. Check Ocean Cruiser for the seminar schedule. Contact Diane DeFilippo at extension 2957.

New Faculty Series: Through a series of workshops, all new and untenured, full-time faculty are encouraged to attend the New Faculty Series developed by the Dean of Academic Services. These workshops are designed to welcome new faces to campus, share ideas and best practices, encourage collaboration, and enhance the teaching process.
New Jersey Stars Enrichment Program: Mandated by legislature, is required for all NJ Stars students who do not earn a 3.0 GPA during their first semester. Students in the Enrichment Program are required to take ACAD 155: Student Success to maintain their scholarship. The program also provides students with valuable resources and services such as advising, course scheduling, and tutoring to help NJ Stars students build a foundation for success in college. Contact Maureen Reustle at extension 456.
Academic Advising:   All students with disabilities can choose to be advised through the Center for Academic Excellence. The center provides a comprehensive review of the Academic Advising process through specialized orientation and the ACAD 155 First Year Experience Course and assistance from peer mentors.
Screenings for at risk students: Students who are struggling with academics can be referred by faculty for a screening. Discussion of the students approach to text, lecture, note taking and study are followed by personalized instruction in study strategies. Follow up appointments may occur. Contact Diane DeFilippo at extension 2957.

Learning Assessments: The CAE offers a fee based service to OCC and other college students. Learning assessments are completed using the Woodcock Johnson III, Test of Cognitive Abilities and Achievement Testing. Contact Lorett Cramer at extension 2427.

Learning Communities: The CAE hosts 5 communities on Ocean Cruiser.

· Center for Academic Excellence for students

· ACAD 155 Community for ACAD 155 Instructors

· ACAD 155 Community for ACAD 155 students

· Peer Mentor Community

Writing & Mathematics Centers
Dr. Christine Kephardt, Writing Skills Tutor, extension 2262

Megan Contreras-Campana, Mathematics Tutor, extension 2341
The Writing Center is a free resource open to all OCC students who are looking for support with reading and/or writing for any course requiring it, including all courses that fall under the Writing across the Curriculum (WAC) initiative.  It is also available to students looking to improve and polish their skills.  The center is located in Russell Hall, Room 124, telephone # 732.255.0400, extension 2262 on the main campus and extension 680 at the SEC. 
The Mathematics Center is a free resource open to all OCC students who would like help with their math skills, with learning course material and in preparing for exams.  It is located in Russell Hall, Room 123, telephone # 732.255.0400, extension 2341 at the main campus and extension 680 at the SEC.  
MEDIA SERVICES

Media Distribution: More than 60 classrooms at the Main Campus and the SEC are equipped with a TV/VCR or DVD unit, overhead projector and screen.  For a complete list of rooms and equipment or to obtain help with the operation of equipment, call the Media Department at extension 2260.

Delivery of additional instructional technology equipment (other than standard classroom equipment, slide projectors, etc.) to be used in the classroom may be ordered by calling the Media Department at extension 2260.  Requests for equipment must be made at least 24 hours in advance.  Media personnel deliver and pick up the equipment, with the exception of LCD projectors already installed in various classrooms.  The instructor operates equipment and it is also his or her responsibility to obtain any instructional materials to be used with the equipment.

Instructional technology equipment is available only for college programs, not for personal use.

STUDENT AFFAIRS DIVISION

VICE PRESIDENT OF STUDENT AFFAIRS – Mr. Don Doran – Extension 2030

The Vice President of Student Affairs is designated as the chief student affairs officer of the college and, as such, shall design and supervise a program of student affairs functions, which encourage and challenge the full development of the whole student.  Fundamental to student development is the belief that students change, grow and move toward self-realization, self-fulfillment and responsible social development.  This program provides:

1. Orientation to college and to educational, personal, and career opportunities.

2. Appraisal of individual potentialities and limitations.

3. Consultation with students about plans, progress, and problems.

4. Participation of students in activities that will supplement and enrich the classroom experience.

5. Regulations to provide optimal conditions for social and academic development.

6. Services enabling the student to attend and remain in college, and make the transition to further education or employment.

Referral of problems, questions, or suggestions relative to recruitment, admissions, registration, records, advising, counseling, placement, student activities, athletics or other areas of concern should be directed to The Vice President of Student Affairs.
ACTING DIRECTOR OF REGISTRATION AND RECORDS – Mr. Mark Mehlmann Ext. 2494
The Director of Registration and Records is responsible for admissions, registration, and record maintenance at the college. Provision of pre-college information to high schools, preparing and distributing descriptive material, handling inquiries concerning college attendance and offering advice to prospective students is the responsibility of this area. In addition, this office will perform evaluations of transcripts of previous academic work.

The director also serves as the College Registrar and is also responsible for developing and maintaining a meaningful and integrated records system, establishing and implementing policies regarding record accessibility and conducting and interpreting research on students’ characteristics.
The Director designs registration procedures, processes class changes and withdrawals and assists in the projection of college and class enrollments.  The Director, in conjunction with staff, also advises faculty and administration on academic policies, evaluates graduation eligibility and presents pertinent information in questions of probation and dismissal.

The Director is also responsible for disciplinary tuition refund appeals.  
The Director of Registration and Records serves as the primary college official for The Family Educational Rights and Privacy Act (FERPA) and is directly responsible to the Vice President of Student Affairs.  

DIRECTOR OF ADMISSIONS AND RECRUITMENT – Ms. Jaclyn Rodemann – Extension 2330

The Director of Recruitment is responsible for the coordination of campus outreach and recruitment initiatives in the community.  The director and staff is responsible for the coordination of on-campus events, such as open house programs, college night, campus tours, etc., for the purpose of providing information to potential students and their families.  Additionally, the director hires and trains OCC students to serve as student recruiters covering events and the Recruitment Call Center.  The director also works with the JumpStart Program, Early Admissions, and NJ Stars.

DIRECTOR OF EDUCATIONAL OPPORTUNITY FUND PROGRAM (EOF) AND MULTICULTURAL SERVICES (OMS) – Ms. Laura Rickards – Extension 2400

The Director of EOF/OMS is responsible for administering all aspects of the Educational Opportunity Fund Program and the Office of Multicultural Services.  The Director plans, develops and coordinates a comprehensive support service network to recruit and retain financially and educationally disadvantaged students qualified for EOF and students of color served by OMS.  Counselors are available to offer advising, advocacy, and personal counseling.  Tutoring is also available.  Students in the EOF Program receive a grant from the state of NJ to supplement their educational costs.  The OMS Office sponsors campus wide diversity programs and workshops.

DIRECTOR OF ACADEMIC PLANNING – Ms. Mary Lee Keller ​- Extension 300

The Director of Academic Planning is responsible for the development and supervision of all Advising Center activities.  Advisors can provide assistance with such concerns as educational planning and goal setting, transfer counseling, tutoring needs, study skills, and test anxiety. The Advising Center is also responsible for new student orientation activities.
HEALTH SERVICES – Extension 364

The Health Services office is located in the Instructional Building.  Services are available 8:00 am to 10:00 pm, Monday through Friday, and 8:00 am to 1:00 pm on Saturday. Professional nurses are available to students, faculty and staff to meet immediate health needs and to provide assistance with health promotion and disease prevention through counseling and education.  In an emergency, the nurse, the security office and the college switchboard can be reached by picking up the Red Phone located in each hallway, or by dialing 2200 on any telephone.

STUDENT LIFE – Ms. Jennifer Fazio, Director of Student Life - Extension 2455
The Student Life Office is located in the College Center.  The department coordinates the activities of more than 50 student clubs and organizations.  The staff works very closely with faculty and student leaders in developing co-curricular programs at the college community. Student Life also works in conjunction with the Advising Center in providing orientation to new students.
DIRECTOR OF ATHLETICS – Ms. Ilene Cohen – Extension 2118

The Athletic Director is responsible for the leadership, coordination, and supervision of the athletic program as well as coordinating outreach efforts to county high schools and coaches for the purpose of strengthening relationship and building partnerships between OCC and county high schools athletic programs.  The director supervises all athletic fields and facilities for scheduling and support services for non-classroom related programs.  The director maintains athlete medical records and insurance compliance, secures and approves contest officials, and plans and schedules all intercollegiate and intramural athletic events.

The Director of Athletics is also responsible for student disciplinary processes and student grievances.

DIRECTOR OF CAREER, EMPLOYMENT AND COUNSELING SERVICES – 
Dr. Kate Pandolpho - Extension 2941
Services are provided by trained professionals to assist students with career, employment, personal, and academic issues.  These services include an online major and career decision making process, online resources, information and referral to external resources, career assessment and interpretation, career counseling, connections to recruiting employers, and assistance with interviewing resumes and cover letters.  Brief, problem-solving personal counseling services are provided to students by trained counseling professionals.

INTERVENTION AND STUDENT FOLLOW-UP SERVICES

EXCESSIVE ABSENCES

You are encouraged to contact any student by mail, email, or telephone who is encountering academic difficulty because of excessive absences.  Sometimes early intervention can resolve an attendance problem before it results in failure or withdrawal.

STUDENT CONDUCT

The classroom demands certain behaviors and etiquette be generally observed by most students.  It is important for you to establish certain expectations at the onset of the course as part of your oral and written orientation using the professor’s syllabus distributed on the first day of class.  If a student commits minor infractions not appropriate to the classroom, try to resolve the problem informally.  Deal with such situations early and in private by calling the student aside and explaining the need to correct the classroom behavior.

In a case of serious behavioral problems, immediately seek assistance from the appropriate student service offices:

· Director of Career, Employment & Counseling Services (Extension 364) for psychological concerns

· Security (Extension 360) for public safety concerns

· The Director of Athletics (Extension 2118) is also responsible for student disciplinary processes and student grievances.

The office of the Vice President of Student Affairs (Extension 2030) will coordinate the intervention process when student behavior could lead to removal from class or from school.  It is important to remember that you are not alone or without supportive services to deal with any behavior which disrupts your classroom environment.

 STUDENT-EDUCATIONAL RECORDS
The cumulative educational records of all students are maintained in the Office of Registration and Records and may be available to faculty members for use in the counseling of students.  It is imperative that the following procedure be observed in handling student folders:

1. Folders must not be taken out of the Admissions area. They must be read “on the spot” in the Registration and Records Office or in the adjacent Advising Center.

2. Contents of folders must be kept completely confidential and under no circumstances shown to students or discussed within the hearing of others.

3. For stated legitimate reasons, certain information, listed as Directory Information, contained in the student’s educational record may be released without his/her consent in accordance with the Family Educational Rights and Privacy Act of 1974 (College Policy #5138).

STUDENT HANDBOOK

The Student Handbook is distributed to each faculty member at the start of each academic year.  Suggestions regarding additions, deletions, and corrections are to be directed to the Director of Student Life.
STUDENT EMPLOYMENT

Each academic school is assigned a work-study budget for student assistants in accordance with requests as submitted to the Vice President of Finance and dependent upon the availability of funds.  Each School Dean is responsible for keeping their expenditures for student assistants within this budget.  Requests for student employees should be made in writing to the Director of Financial Aid.
FINANCIAL AID

The Director of Financial Aid, Dr. Norma Betz, is responsible for all facets of the financial aid program at the college.  The Financial Aid Office processes all applications for aid, seeks funds for grants-in-aid, administers student loans, arranges part-time employment (on and off campus) and oversees the Veterans Program.  She can be reached at extension 2038.

OFFICE OF COLLEGE RELATIONS

The Office of College Relations is directly responsible to the president for the overall marketing, public relations, and communication strategies for the institution. College Relations guides all communication efforts for the college through the sub-departments of publications, web, marketing, and public relations.  The College Relations office is staffed with well-trained communications professionals who are available to help you promote programs and activities throughout the year. 

The College Relations team wants to help you promote your professional accomplishments, programs, courses, events, lectures, and anything else you are doing at OCC.  Call them to get your copy of the “User’s Guide” or to take advantage of their many marketing services.  


Telephone:
(732) 255-0326 (ext. 326 on campus)


Email:

publicrelations@ocean.edu
EMERGENCY PROCEDURES

Main Campus Toms River 
This procedure should be used at all times, day and evenings, weekdays and weekends, for the Toms River Campus. The SEC and off-site locations will use different procedures. 

All calls for students in crisis should be made to the Campus Emergency number, extension 2200, or pick up any red phone on campus. Security will take appropriate action, which may include contacting a member of the Crisis Response Team. 

On the main campus, call extension 2200 or use a Red Phone.
At the SEC, the Information Office at extension 680 can connect you to SEC Security. 
· Medical Emergencies - Immediately designate someone to go to the Administrative Office to inform the Administrator on Duty or Security Officer of the emergency.  The Administrator on duty will call 911.   Do not leave the person in need unattended.  Stay with the individual until help arrives. Automated External Defibrillators (AED) are located throughout the campus in the event someone is having a heart attack.
· Psychiatric Emergencies (e.g., individual is violent, homicidal, suicidal, and presents an imminent life threatening situation) - Immediately designate someone to go to the Administrative Office to inform the Administrator on Duty or the Security Officer of the emergency.  The Administrator on duty will call 911. Do not leave the person in need unattended.  Stay with the individual until help arrives.

· Emotional Distress (e.g., uncontrollably upset or crying, verbalizing thoughts to harm self or others, and other behaviors or thoughts requiring immediate attention) If possible, escort the individual to Nancy Polonitza at extension 680 or 632 in the SEC  in the Counseling Office, Room 129 or, in Nancy’s absence, to Aileen Cartlidge (extension 677) in Room 130. On the main campus, call security immediately. If it seems that the individual cannot be easily moved to another location, send someone to bring the counselor or administrator to your location. Stay with the individual until help arrives.
Certain situations may require Security to utilize different protocols. The Security Officer will decide how to proceed. 
If you wish to discuss any aspect of these procedures, please contact Nancy Polonitza at the SEC in Room 129, extension 632. 
Follow-Up
We want to follow-up with students who are in crisis.  To help us accomplish this, please call Nancy Polonitza at extension 680 or 632 at the SEC or extension 348 (or extension 2495 – direct line) on the Main Campus.  We Leave your name, a phone number at which you can be reached during daytime hours and a brief summary of the crisis situation that occurred.  If the student is comfortable with including his or her contact information, please include it in the message.
WEATHER CLOSINGS

Throughout the academic year, occasions arise which may necessitate the canceling of classes.  This is particularly the case during the winter months.  The need may arise not only as a result of extremely poor traveling conditions, but also because of the inability to ready ample parking facilities and heavily traveled walk areas.

Faculty and staff members will be contacted through a prearranged telephone chain.

The OCC website www.ocean.edu will post weather-related closings for on-site and off-site operations.  There will also be a recorded message on the main college phone line, 732-255-0400.  In addition to these outlets, local media are expected to announce college closings.  If the college is open, there will be no announcement.  The following radio stations and TV station will air announcements on closings or delayed openings:  




B98.5 (WBBO)

  98.5 FM




WBUD/WKXW

101.5 FM

WJLK


              94.3 FM




WJRZ


            100.1 FM

WOBM


  92.7 FM

               News 12 New Jersey                                    check your local cable listing
                                    OCC                                          Channel 20

Please note that the college will be closed according to the following three definite announcements:
· By 5:30 a.m. to announce closing of the college for a specified period of time;

· By 10:30 a.m. to announce closing of the college for the afternoon (until 6:00 p.m.);

· By 2:30 p.m. to announce closing of the college for the evening (after 6:00 p.m.)

If the college is closed at 5:30 a.m., listen to the later radio reports to learn if the college is to be closed for the afternoon and evening.  If circumstances warrant it, the college may be closed for the entire day with a single announcement.  

Off-campus sites are sometimes not available for evening classes if they have been closed for day operations or have had early dismissal.  The Office for Off-Campus Programming (732-255-0319) should have a number where you can be reached in the daytime.  You are strongly urged to set up a telephone chain early in the semester with home and work numbers for your students.  With cooperation an entire class can be contacted quickly.
OFF-CAMPUS SITE PROCEDURES

In addition to the general information in this handbook, faculty who are given a teaching assignment at an off-campus site should be aware of the following specific procedures.  Any questions pertaining to off-campus sites should be directed to Eileen Schilling, Acting Dean of Social Science and Human Services & Coordinator of Off-Site Operations at 732-255-0319 or at the following e-mail: eschilling@ocean.edu. Locations, addresses, and directions to all of our off-campus sites are located on our website at ocean.edu.

In order to provide for uniformity at the various sites, the following should be observed:

CALENDAR

The class dates on the college calendar should be followed.  The logic behind this is obvious as many students plan their vacations around the regular college calendar.  Frequently they are attending classes both on and off campus; however, they are Ocean County College students, not students in the particular school district where the class is held.  Deviations from the college calendar engender numerous student complaints.  Unfortunately, it is quite possible that the off-campus site school may be closed when we are in session because there is no common calendar for public schools within the county.  If this is the case, you have three options.

1. Try to meet in a classroom on campus.  Get in touch with the administrative assistant for Off-Campus Programming (732-255-0319) to make arrangements.

2. Make up the lost class session by arranging with the host school and students to come in for an additional session.

3. Add the appropriate number of minutes/hours lost because of the closure to other class sessions.  Whatever arrangements are made, the required hours of class instruction must be maintained.
4. Assign an independent or alternate learning experience if your course lends itself to this option.

HOST SCHOOL/OFF-CAMPUS CLASS RELATIONSHIP

Without the generosity of the host schools, our off-campus programs would not exist.  Therefore, it is imperative that you follow the regulations set forth by the host school.  At the start of the semester, you should introduce yourself to the OCC Off-Campus Site Assistant (usually the Community School or Adult Education Principal) and inquire if there are any specific prohibitions or regulations, particularly with regard to food or beverages in the classroom.  Most area schools have strict policies about smoking which we must also observe.

Do not assume the OCC classes will not meet if the host school is closed in observance of a holiday.  We work with the host sites to accommodate the OCC calendar where at all possible.  You will be notified directly by Off-Campus Programming of any deviations from the college calendar so you can arrange to meet the time requirements as set forth above.

OFF-/ON-CAMPUS CLOSURES—WEATHER CONDITIONS

If the evening session on-campus is closed because of weather conditions, you should cancel your classes at the off-campus sites even though they are open.  (This is in keeping with following the college calendar.)  Obviously, if the off-campus site is closed and the college is open, OCC still has to cancel classes.  We will notify you of any closing as soon as we become aware of it.  However, as stated in “Weather Closings” previously in this handbook, the Ocean County College website www.ocean.edu will post weather-related closings for on-site and off-site classes.  In addition, school and college closings will be announced on the local radio stations listed in “Weather Closings”.

It is your responsibility to initiate a method of calling your students and notifying them of the closure.  A telephone chain and/or email distribution can be established on the first evening of class with work and home phone numbers so that you and your students will each have to make only a few calls.  Students are extremely appreciative of this effort.  OCC does not have the resources to assist with these calls because emergency closings generally affect the entire campus, all sites and all evening shifts.

A Public Statement
In 1983, the Council on Post-Secondary Accreditation issued a public statement concerning off-campus sites.  They stated: “A primary concern is to provide reasonable assurance that off-campus programs meet or surpass minimal standards and reflect the quality of the sponsoring institution.” With your cooperation, we can make certain that the excellent standards of Ocean County College are maintained at the off-campus sites.

APPENDIXES

Sample

Ocean County College

             Professor's Syllabus

Professor's Name: (Specify address title: Dr., Mr., Mrs., Ms., Prof.)

Course Title and Number:

Catalog Description: (From the current catalog)

Semester:

Office Location: (not required for adjuncts or full-time faculty in semesters other than fall and spring)


Phone Number: [not required for adjuncts, who may provide their department number or the Office of Evening/Weekend Services number:  (732) 255-0400 X432]

E-Mail Address: firstinitiallastname@ocean.edu or firstname_lastname@occ.mailcruiser.com (All faculty members have two email accounts.)

Office Hours: (not required for adjuncts)

Other Meeting Times: To arrange a meeting with your instructor in addition to the regularly scheduled office hours, please contact your instructor directly or contact the Department of  ______________ (Phone: __________/ Email ___________).

Required Text and other Materials:

Course Learning Outcomes/Objectives (from the Official Course Description): 

General Education Goals Addressed in the Course (from the Official Course Description):

Course Standards: (Papers on time, class participation, testing policies, withdrawal policy, etc.  Define participation and, if this is included in the final grade, how it is measured and what it is worth.) 

Attendance Policy:

Grading scale: (i.e., A = 90 - 100)

Course Outline:

Statement of Plagiarism: (suggested phrasing) Students should refer to the student handbook and review Policy #5180.  Consider defining plagiarism.

Statement about Civility:  (classroom behavior, hats, phones, lateness) [See www.ocean.edu/civility.htm]

Evaluation of student:  (Weight and number of tests and quizzes, papers, projects, class participation, attendance)

Campus Resources and Services:   Tutoring is available [a] in the Writing Center for writing assignments in all subject areas, not just English courses, and [b] in the Mathematics Tutoring Center.   Tutoring information for all other subjects can be found on the Tutoring page on the college website.   In addition, Study Strategy Seminars are scheduled each week and are posted on the college website under “Academics.”  More information on college services can be found by using the A-Z index on the college website (for example, under “T” for Tutoring or under “S” for Study Strategy Seminars). 

Statement of Accommodation:  If there is any student in this class who has special needs because of learning disabilities or other kinds of disabilities, please feel free to come and discuss this with me or a staff member in the Center for Academic Excellence. For more information on Disability Services go to: http://www.ocean.edu/campus/student_services/drc/cas.htm
Disclaimer:  Individual faculty members may make reasonable changes to this course outline exclusive of course requirements, course calendar, and grading procedures.  

All individuals should not assume that anything received, sent, or stored in this course or in any course is private.  Students’ written work, assignments, and test results may be used anonymously for college assessment purposes.  Course content, support materials, and communications (including chats, discussions, emails, and any other forms of communication) may be used for quality assurance purposes by authorized college administrators.  

Important Notes

Ocean Cruiser is the official email communication for students at OCC (firstname_lastname@occ.mailcruiser.com) 

Failure to pay for this course may result in your being dropped for non-payment.

SAMPLE (DL classes)
Ocean County College

Professor's Syllabus for Distance Learning Sections

Professor's Name: (Specify address title: Dr., Mr., Mrs., Ms., Prof.)

Course Title and Number:

Catalog Description: (From the current catalog)

Semester:

Office Location: (not required for adjuncts or full-time faculty in semesters other than fall and spring)


Phone Number: [not required for adjuncts, who may provide their department number or the Office of Evening/Weekend Services number:  (732) 255-0400 X432]

E-Mail Address: firstinitiallastname@ocean.edu and firstname_lastname@occ.mailcruiser.com (All faculty members have two email accounts.)

Office Hours: (not required for adjuncts)

Other Meeting Times: To arrange a meeting with your instructor in addition to the regularly scheduled office hours, please contact your instructor directly or contact the Department of  ______________ (Phone: __________/ Email ___________).

Required Text and other Materials:

Course Learning Outcomes/Objectives (from the Official Course Description): 

General Education Goals Addressed in the Course (from the Official Course Description):

Course Standards: (Papers on time, class participation, testing policies, withdrawal policy, etc.  Define participation and, if this is included in the final grade, how it is measured and what it is worth.) 

Attendance Policy:

Grading scale: (i.e., A = 90 - 100)

Course Outline:

Statement of Plagiarism: (suggested phrasing) Students should refer to the student handbook and review Policy #5180.  Consider defining plagiarism.

Statement about Civility:  (ex., online classroom behavior, online netiquette) [See www.ocean.edu/civility.htm]

Evaluation of student:  (Weight and number of tests and quizzes, papers, projects, class participation, attendance)

Campus Resources and Services:   Tutoring is available [a] in the Writing Center for writing assignments in all subject areas, not just English courses, and [b] in the Mathematics Tutoring Center.   Tutoring information for all other subjects can be found on the Tutoring page on the college website.   In addition, Study Strategy Seminars are scheduled each week and are posted on the college website under “Academics.”  More information on college services can be found by using the A-Z index on the college website (for example, under “T” for Tutoring or under “S” for Study Strategy Seminars). 

Statement of Accommodation:  If there is any student in this class who has special needs because of learning disabilities or other kinds of disabilities, please feel free to come and discuss this with me or a staff member in the Center for Academic Excellence. For more information on Disability Services go to: http://ocean.edu/campus/student_services/drc/cas.htm
Disclaimer:  Individual faculty members may make reasonable changes to this course outline exclusive of course requirements, course calendar, and grading procedures.  

All individuals should not assume that anything received, sent, or stored in this course or in any course is private.  Students’ written work, assignments, and test results may be used anonymously for college assessment purposes.  Course content, support materials, and communications (including chats, discussions, emails, and any other forms of communication) may be used for quality assurance purposes by authorized college administrators.  

Important Notes

Ocean Cruiser is the official email communication for students at OCC (firstname_lastname@occ.mailcruiser.com) 

Failure to pay for this course may result in your being dropped for non-payment.
HOW TO INSTRUCTIONS

How to Log on to Ocean Cruiser
1. Go to the college website: www.ocean.edu
2.  Look to the top on the homepage of the website and click on “Ocean Cruiser.”

3.  On the Ocean Cruiser home page, see the log in box on the right
4. Easy user name:   your firstname_yourlastname

5.  Initial password:  last six digits of your social security number

6. After your initial password is entered, you will be prompted to change it to something private that you can remember.
7. Navigate Ocean Cruiser as needed

	How to Log on to WebAdvisor

1. Go to the college website: www.ocean.edu
2.  Look to the top on the homepage of the website and click on “Ocean Cruiser.”

3.  On the Ocean Cruiser home page, see the log in box on the right
4. Easy user name:   your firstname_yourlastname

5.  Initial password:  last six digits of your social security number

6. After your initial password is entered, you will be prompted to change it to something private that you can remember.

7.  See the tab marked “WebAdvisor” on the top.

8.  It will take you to the main menu and click on “WebAdvisor for Faculty.”  
How to Forward Mail from OceanCruiser to Ocean.edu
1. From Ocean Cruiser email, click on the Tools tab on the left.

2. In the list below that tab, select filters.

3. On the right side of the screen, select the Forwarding Filter tab.

4. Enter the email address to forward to and place a check next to: Forwarding Enabled

5. Click on Save

Note: The forwarding may take up to 30 minutes to take effect initially. 

INSTRUCTIONS FOR DOWNLOADING CLASS LISTS

Class rosters are available online, using WebAdvisor.  It is important to check your online roster daily during the first days of each term through the census date, as students add and drop sections, or are dropped for nonpayment.  It is absolutely essential that each student in attendance be properly registered in your particular section on or before the attendance census date (ten days after the start of a main semester) and less time if it is an abbreviated term.  Specific attendance census dates are listed on our web site at http://www.ocean.edu/admissions/Attendance_Census_Date.htm
If any student is in your class whose name does not appear on the WebAdvisor roster, that student is not registered in your course.  He or she must come to Registration and Records to register ON OR BEFORE THE CENSUS DATE (ten days after the start of days for the main semester).  The census timeline may be different for the abbreviated semesters. Inform students of this deadline, because after this date, no registrations will be accepted in Registration & Records even if the student provides signed paperwork.    

To Access your Online Roster:
1.  Go to the College Website and click “Ocean Cruiser” on the top of the page.

2.  Log in as per the instructions above and go to WebAdvisor’s homepage.

2.  Click on WebAdvisor for Faculty.

3.  Click on Class Rosters.  

4.  You will then be required to log in.  All instructors should already have WebAdvisor logins (firstname_lastname) and passwords (the first time you log in, your password is the last six digits of your social security number; you will be prompted to immediately change this to something private; only for purposes of grading does the password always remain the last six digits of the social security number.  Note that if you click on password reset, the temporary password will be sent to your Ocean Cruiser email address). 

5.  Select the term, and click submit.

6.  Choose the course you wish to view by clicking on the box next to the course, and then click submit.  Your roster will appear on the screen.

If you have not been officially assigned in the computer system as the instructor of a particular section, you will not be able to access the roster.  Contact your Department Dean to correct this.  

Final Class Lists will be forwarded to you for signature after the attendance census dates.  
Please DO NOT permit students to attend “closed” classes anticipating “drops.”  If a student wants to add your course and no seats are available, s/he may request a “Course Overload Authorization.”  If you sign an overload form, the student can take the form to the Office of Admissions & Records during the Drop/Add period.  Overload forms are available from the School Dean’s office.  Again, the student should be made aware of the deadline.  If you have any questions/concerns regarding your class rosters, please feel free to contact us at 732-255-0400 and ask for Stephanie Miller (x2418) or Mary Fennessy (x2423).  

INSTRUCTIONS ON HOW TO SUBMIT FINAL GRADES ON LINE

Grade entry is done online.  Complete these steps in order to submit your grades:  

1.  Go to the College Website and click “Ocean Cruiser” on the top of the page.

2.  Log in as per the instructions above and go to WebAdvisor’s homepage.

2.  Click on WebAdvisor for Faculty.

3. Click on “Grading” (don’t attempt to log in until after you’ve clicked on “Grading”).  

4. You will be prompted for Login ID (your first name, underscore symbol, last name, all in lower case, for instance, jane_doe) and your PIN (for grading purposes, the last 6 digits of your SS#, and not your usual WebAdvisor password).  

5. Select the semester or term you are looking to grade from the drop down menu, and click “continue.”  

6. Select the course you wish to grade by clicking the circle next to the course, and then clicking “Get Roster.”  

7. Enter each student’s grade using the drop down menu.  (If you have a student in your class who is not listed on this roster, the student has either been withdrawn or never registered. Contact Admissions with questions about a particular student.)  For any student receiving an F, a last date of attendance must be entered into the column next to
the grade, as indicated.  Do not use this field for any other reason than the last date of attendance, in the MM/DD/YY format, for a F grade. 

8. The system will NOT allow you to record a “W” for a student on the final roster, as the withdrawal deadline has passed.

9. Verify that your grades are correct, and print the web page for your records.

10.  Click “confirm” to submit the grades.  

11.  If there were any errors detected, e.g., comments in last attend date column or blank grades, you will not be able to SUBMIT your grades.  You will have to click on the browser BACK button to return to the class roster page and fix the oversights.

12. Finally, you must click “submit” to complete your grade entry.  Note that once you do this, your grades are verified as official, and available to the students.  If you feel you may have submitted a grade in error, see your department administrator to get a Change of Grade Form.  You can’t change verified grades online.

If you have any questions or concerns regarding your grade submission, call 732-255-0304, or email webadvisor@ocean.edu. 
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OCEAN COUNTY COLLEGE

STUDENT-FACULTY JUDICIARY COUNCIL

CONSTITUTION

Preamble

The Student-Faculty Judiciary Council is an appellate body to be convened at the request of a student who has been sanctioned by the Vice President of Student Affairs for violations of Student Discipline Policy #5247.

Article I. Jurisdiction of the Judiciary Council

A. The provisions contained within this constitution shall apply to all full-time and part-time student of Ocean County College.

B. These provisions shall apply to any appeal brought before the Council concerning a disciplinary decision by the Vice President of Student Affairs. The Council shall have no original jurisdiction over matters of discipline.

Article II. Composition of the Judiciary Council

A. The Judiciary Council shall consist of:

1. The Vice President of Academic Affairs, or his/her representative, who shall serve as Chair;

2. The Vice President of Student Affairs shall serve as both the Clerk of the Council, with responsibility to handle all administrative details, and present the college's case against the student. S/he shall not vote on Council Matters.

3. Eight (8) faculty members randomly selected but the Vice President of Student Affairs from the full-time faculty at the beginning of each academic year.

4. Eight (8) student members randomly selected by the Vice President of Student Affairs from the student body at the beginning of each academic year.

B. Any resignation from the Council shall be filled as soon as possible by the same random selection process.

Article III. Composition of Appeal Hearing Boards

A. As such need arises, the Vice President of Academic Affairs shall randomly select two (2) faculty and two (2) student members of the Judiciary Council to serve as an Appeal Hearing Board. The Vice President of Academic Affairs, or his/her representative, shall serve as Chair. An alternate student member and faculty member shall be chosen to serve in a non-voting capacity, except in the absence of a regular faculty or student member.

B. The Chair shall convene an Appeal Hearing Board with ten (10) calendar days of receipt of a written request to do so by a sanctioned student.

Article IV. The Appeal Hearing

A. The student appearing before the Appeal Hearing Board shall have the right to be accompanied by an advisor of his/her choice. The role of the advisor shall be restricted during the hearing to only providing advice and counsel to the student. (Legal counsel shall qualify as advisors but shall not have any right to represent the student in the Appeal-Hearing procedure).

B. The agenda for Appeal Hearings shall be as follows: 

(1) Welcome and introductions by the Chair, 

(2) Review of procedures 

(3) Presentation of charges and findings of the Vice President of Student Affairs (4) Questions by Board Members 

(5) Presentation by appellant 

(6) Questions by Board Members 

(7) Open discussion 

(8) Closing statements

(9) Adjournment

C. The burden of proof shall rest upon the appellant to provide evidence-substantiating claims. Appeals shall be made only for one or more of the following reasons:

1. New information

2. Violations of Due Process

3. Length/Type of Sanctions

D. The appellant shall be given an opportunity to testify and to present witnesses relevant to the case.

E. Two (2) days prior to the Appeal Hearing the sanctioned student shall submit in writing to the Vice President of Student Affairs, the name of the advisor s/he intends to use.

F. The decision of the Appeal Hearing Board shall be based solely upon matters placed in evidence during the Hearing.

G. Failure or refusal of a student to participate in the proceedings of the Appeal Hearing Board s/he has sought shall result in the sanctions imposed by the Vice President of Student Affairs taking effect immediately.

H. Am audio recording shall be made of all hearings. The recordings shall remain the property of Ocean County College.

I. The confidentiality of all appeals shall be in accordance with applicable state and federal laws.

J. Decisions of the Board shall be reached by a majority vote. At tie vote shall be deemed a vote to sustain the decision and sanction of the Vice President of Student Affairs.

Article V. Sanctions

If the Appeal Hearing Board supports the sanctions of the Vice President of Student Affairs, such sanctions shall take effect immediately.

If the Appeal Hearing Board supports the appeal by the student, the Board shall have the authority to do one or more of the following:

1. dismiss the sanction;

2. modify the Vice President of Student Affairs' sanction;

3. impose one or more of the sanctions defined in college Policy #5247, in whole or in part.

All decisions of the Appeal Hearing Board shall be final.

WRITING ACROSS THE CURRICULUM

The college has identified a set of writing intensive courses in which students are required to generate at least 1200 words of graded work written in essay format and involving some type of critical thinking, such as analysis, classification, comparison/contrast, or argument.  A typical assignment set might include one 600-word essay written at home and one 600-word source paper researched out of class and written in class.  (Including some in-class writing may discourage plagiarism.)   While every college course should engage students in writing activities designed to enhance learning in the discipline (writing to learn), writing intensive courses specifically require students to use and develop writing skills learned in English I. A list of writing intensive courses appears below.

Writing Intensive Courses

Academic Skills: 


ACAD 155: Student Success

Anthropology:    


ANTH 133: Introduction to Anthropology

Art:  
ARTS 159: Visual Literacy; ARTS 181: Art History I; ARTS 182: Art History II; ARTS 205: Art History III

Business:
 BUSN 210: Business Communications; BUSN 214: Words Processing       Applications; BUSN 252: Business Law II; BUSN 271: Principles of Management; LAAW 104: Introduction to Litigation; LAAW 201 Legal research and Writing

Communications:    
COMM 108: American Deaf Culture and History; COMM 110: Intro to Communications; COMM 151: Media Writing I; COMM 152: Media Writing II; COMM 154: Fundamentals of Public Speaking; COMM 172: Communication Law; COMM 202: Intercultural Communication; 

COMM 272: Public Relations and Publicity; COMM 278: Mass Media and the Public Mind; COMM 282: Mass Communications; COMM 283: Introduction to Radio; COMM 284: Broadcast Production

Computer Science:   
CSIT 110: Computer Literacy; CSIT 140: Introduction to Computer Organization
Education: 



EDUC 175: Introduction to Teaching

English: 



All Courses ENGL 020 and Higher

Film:




FILM 200: Understanding Film; FILM 202: From Literature to Film; 

FILM 220: Italian Film

Graphic Design: 


COCG 165: Graphics Portfolio

Health and Human Performance: 
HEHP 225: Contemporary Health

History: 



HIST 171: Western Civilization I; HIST 172: Western Civilization II

HIST 173: United States History I; HIST 174: United States History II

Honors:           


All 200 Honors Courses

Humanities: 
HUMN 200: The Faces of Modernism; HUMN 297: Special Topics in the Humanities

Mathematics: 
MATH 151: A Survey of Mathematics; MATH 156: Introduction to Statistics

Music: 



MUSC 192: Introduction to Music Appreciation

Nursing: 



NURS 275: Contemporary Nursing

Philosophy



PHIL 190: Intro to Critical thinking; PHIL 191: Intro to Philosophy

 




PHIL 192: Contemporary Ethical Issues; PHIL 193: World Religions

 




PHIL 198: Intro Business Ethics; PHIL 290: Biomedical Ethics

PHIL 293: Religious Experiences

Photography: 



COPH 217: Photojournalism and Picture Editing

Political Science: 


POLI 161: American Federal Government

Psychology: 



PSYC 172: General Psychology; PSYC 173: Child Psychology

Science: 



PHYS 281: Physics I; PHYS 282: Physics II; PHYS 283: Physics III

Sociology: 



SOCI 181: Introduction to Sociology

Theater: 



THTR 195: Introduction to Theater; THTR 196: Contemporary Theater
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