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MISSION


The mission of the Department of Continuing and Professional Education (CPE) is to meet the lifelong learning needs of our community and to provide our community members with a delivery system that is accessible, affordable, efficient and effective.  





“Left untended, knowledge and skill, like all assets, depreciate in value – surprisingly quickly.” ~David Maister, Business Author and Consultant










This Instructor Handbook
and the forms included in it
are available on the department’s
web site at www.ocean.edu/cpe.htm
web page: “Instructor Resources”
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WELCOME!


Welcome!  It is a pleasure to have you as part of our instructional team.  The Continuing and Professional Education staff at Ocean County College prides itself on the quality of training/instruction provided to the community.  The administrators and support staff team will provide you with the guidance, tools and support needed to make your training with us as easy and enjoyable as possible.  We are constantly improving our processes, so please review each new edition of our handbook.

One of our goals is to support our quality instructors.  You are very important in helping us satisfy one of our other goals – to meet and exceed our customers’ expectations.  Should you have any questions, problems or concerns, please share them with the administrator with whom you are working.  You are always welcome to contact me, as well.

Again, thank you for being part of our dynamic team!

[image: Debbie%20-%20signature]Sincerely,




Deborah A. Robinson, Director
Continuing and Professional Education





IMPORTANT:

Thoroughly review this document.

Keep this handbook with you when you teach as it includes important contact information, necessary guidance regarding completing and submitting paperwork, training tips, resources for students, and more.



[image: OCC 3sails logo_1K]Mailing address:				Office Location:  Arts and Community Center
PO Box 2001				Lot #2, Ocean County College Main Campus
Toms River, NJ  08754			Phone:  732-255-0400  Registration:  732-255-0404

CONTINUING & PROFESSIONAL EDUCATION

The CPE staff is accessible to answer any questions OCC employees, students, or community residents have about the programs we offer.  Please give us a call if we can help you in any way.

Deborah Robinson, Director of Continuing & Professional Education, ext. 2309

Kathy Caro, Administrator of Nursing & Allied Health, ext. 2326
Kathy coordinates courses such as Medical Office Specialist, Medical Terminology, Medical Coding, Medical Transcription, Anatomy and Physiology, Spanish for Healthcare, Medical Billing, Paramedic Didactic Training, and many other Allied Health courses/programs.

Sandra Figner, Administrator of Technology & Professional Programs, ext. 2146
Sandy’s courses include Microsoft Office Programs, Webmaster Certificate, Programmer Certificate, Quickbooks, Tech Support Courses, and Ebay, Game Development and Digital Photography, Legal Office Assistant Certificate Program, The Bookkeeper and Certified Bookkeeper programs, and Uniform Construction Code programs.

Betty Gannon, Administrator of Community Programs, ext. 2072
Betty’s courses include Business Programs, self-enrichment courses, Boating, Dance, Music, Swimming, Early Childhood Education, children’s programs and summer camps.

Sharyn Putnam, Operations Administrator, ext. 2486
This staff person oversees the computerized operations of the department, accounting functions, student records, room scheduling, and the registration office.

Kathy Baranowski, Coordinator, Customized Training, ext. 509, and Academy for Lifelong Learning, ext. 469
Kathy sells, develops and coordinates training and professional development for business, industry and organizations.  Her clients include Alcatel-Lucent, AT&T, Navy Lakehurst, Ocean First Bank, and others.  Kathy also coordinates the Business Certificate Programs for CPE.

Administrative Assistants:  ext. 409			Registration Administrative Assistants:  ext. 404
Cathy Czarnecki,  ext. 2266			Brenda Russotti, Donna Savon,
Margaret Zackeo,  ext. 2310, 469			Lorrie Stevenson
CPE MT - Wilma Galenko, ext. 2799		CPE MT Lori Crimmins, ext. 2316



Visit our website at www.ocean.edu/cpe.htm for detailed information



If a student needs directions to a CPE class,
 directions and room assignments are available on our website.



“Success comes when you do what you love to do, and commit to being the best in your field.”  ~Brian Tracey


CONTRACTS

You will be sent a contract approximately six weeks before classes start.  Make sure the contract accurately documents the course: scheduled dates, hours and teaching salary.  Sign the contract, keep the copy for your records and immediately return the original contract in the self-addressed envelope provided.  If you have any questions concerning the contract, speak to the administrator you are working with.

If this is the first time you are teaching a course at Ocean County College, be sure to submit all the appropriate hiring forms for tax purposes.  These forms will be sent to you by the department secretary.  Please return them in the envelope provided.

Alert the department secretary to any change of address, telephone number or alteration in your tax forms.

Please sign and return all forms, including the contract, immediately after you receive them!


VENDOR INFORMATION

If OCC CPE is hiring you through your business for over $500 of services over the year, you may be required to adhere to the following:  
· All vendors must have a Business Registration Certificate (BRC).  If you do not have one, you need to apply for it.  (There is no charge to get one.)  Companies do need to submit a new BRC each fiscal year.
· All vendors paid by PO who work for OCC on campus must have Liability Insurance.  If you do not have liability insurance, you must work as a contracted employee and complete the hire paperwork.
· If products or services are estimated to be >$15,000 during a fiscal year, the vendor will need to complete the “pay to play” state required paperwork.  IMPORTANT:  No class can be held and no vendor can get paid without the PO being fully executed.
· Vendors must submit an invoice immediately upon the completion of the course(s).  Payment cannot be processed without an accurate invoice.


AUDIO/VISUAL EQUIPMENT

If you require any media equipment such as TV/VCR, DVD, projector, etc., please notify the Department of Continuing and Professional Education administrator you are working with when you originally arrange to teach your class.  Media equipment will be available in your classroom on the appropriate date.  Regarding the equipment permanently installed in the classrooms, directions are posted by the equipment. 

If you are teaching on campus and have a media technical issue or you need guidance using the equipment, call 732-255-0400 x403 for the media secretary or/and x2260 for technical assistance.  If there is a college office or classroom phone available, feel free to ask to use it and simply dial the extension.  You may also call the CPE office for assistance.  

The evening media extension is x2144.  For additional media assistance during the evening or on weekends, see Needing Assistance on Campus.


HANDOUTS

If you have handouts that need to be duplicated for your class, please submit an original to your contact person at least seven working days prior to the start of the class.  All duplicated materials will be with your class packet on the first day of class.  If you need additional handouts made, you may make an additional request.

NOTE:  Instructors are never allowed to sell something (books, CD’s, etc.) in class.  Instructors are never to take money from students.


CONFIRMATION AND ROOM ASSIGNMENT

About one week prior to the start of your course, you will be notified of the number of students registered for the class and your classroom assignment.  You can also check the room assignment at the CPE website at www.ocean.edu/cpe.htm.  The schedule is posted each Friday for the next week’s classes.  Courses are enrollment dependent; therefore, if the course does not meet a minimum enrollment, you will be notified of its cancellation about one week prior to the start date.

Do not change your room without approval of the administrator you work for or the OCC evening administrator.

Do not change the time of your class without the approval of the administrator you work for.


HELPING TO PROMOTE YOUR COURSE

Courses will be canceled if the enrollment is less than the required minimum.  To avoid this, please help promote your course by distributing our non-credit brochures, sending email notices and mentioning your course to colleagues, friends, and neighbors.  Word of mouth is an excellent promotional strategy and the “voice of the instructor” has high credibility.

The CPE Department works with the OCC Office of College Relations to market programs through area newspapers, radio stations, the OCC website, fliers designed for specific courses, the college’s TV channel, special events, and direct mail.


INSTRUCTOR PACKET

The instructor packet contains the class roster to be used for attendance, student evaluation forms, and handouts for the class.  Your instructor packet will be ready for you to pick up in the CPE registration office located at Lot #2 in the Arts and Communty Center.  If you are teaching on campus after normal work hours, you can pick up your instructor packet in the pick-up box in the CPE foyer or make special arrangements with the administrator you work with.
 
Return the instructor packet with completed forms to the Department of Continuing and Professional Education within one week of the conclusion of your course.  There is a locked drop-off box located in the foyer of CPE.  This box is accessible Monday-Friday until 10:30 pm and on Saturdays. 


ATTENDANCE

Each instructor is expected to keep an accurate attendance record.  Mark an “X” in the box if the student is present and an “O” if they are absent. The attendance sheet is enclosed in your instructor packet.  If you misplaced or did not receive an attendance sheet, please have students sign in on a blank piece of paper including name, address, email and phone number.  

Regarding students who have registered late for the course and whose names are not listed on the class roster, get their name, home address, home phone and email address, and let them attend the first day of class.  Immediately notify the CPE business office at 732-255-0409.  If it is off hours and no staff are available, contact the business office the next day.

A student can register online immediately before the start of the class at any computer that accesses the internet, e.g., OCC computer lab in OCC Library The registration web page can be accessed by going to www.ocean.edu/cpe.htm, and clicking on the Registration link. After they register and pay, they will be able to immediately print out a confirmation/receipt.

The attendance record must be returned with the student evaluations upon completion of the course.

IMPORTANT:  Please sign the attendance sheet.

NOTE:  Students are not to call the CPE office to leave a message for their instructor.  Please make other arrangements with your students.  If you need assistance, contact the administrator you work with.



STUDENT REFUND POLICY

Please refer students to the “Important Information” page in the back of the CPE brochure for the current refund policy.  Students may also call 732-255-0400, x404 for information.


CLASS SCHEDULE

Do not change the time or dates of your class without consulting with and getting approval from your administrative contact person/class coordinator.  Classes cancelled for any reason (bad weather, ill instructor, etc.) must be made up at another time.  The hours of the course you are contracted to teach must be satisfied.


COURSE EVALUATION METHOD

Pass out the evaluation forms for students to complete.  Assign a student to collect them and put them in the blue confidential envelope supplied to you in your instructor packet.  Have the student seal the envelope and sign the flap.

Hand in the sealed envelope with your attendance sheet.  The completed evaluations can be returned to you after they are received by a CPE administrator.


APPROPRIATE DRESS 

Please dress professionally.  Depending on what you are teaching and for whom, “casual-nice” to “business attire” is appropriate.  (Jeans, tee shirts, sweatshirts, and flip flops are not professional.)  The visual impression you make in front of the class will set the atmosphere for a quality and respectful learning experience.


DISABILITY ACCOMMODATIONS

Students or instructors requiring special services should contact the director regarding appropriate accommodations.


NEEDING ASSISTANCE ON CAMPUS

If you are teaching on campus and you need assistance:
The phone number at the main CPE office is 732-255-0409 (x409 from a campus phone).  Staff is available 8am-5pm, Monday-Friday and 5pm-7:00pm one evening per week.  If an instructor has a problem, the CPE night registration staff can be called at 732-255-0404 or at x404 from campus.  

Instructors can call Sandy Caffera, evening secretary, at 732-255-0432 or ext. 432, if there is a problem with a class on campus in the evening.  Regarding room scheduling or other immediate issues on campus in the evening, Sandy will alert Ray Dondero (the evening administrator on campus) and he will help the instructor.  Ray Dondero is available 5:30-10pm at x2449.  Robin Hafen, x2449, is the Friday 5:30-10pm and Sat & Sun 8am-3:30pm administrator.  (If someone cannot reach Robin after 12:30PM on Saturdays, they can call Security and they will contact her.)  Note: This weekend coverage may be limited during the summer.

If you are teaching on campus and have a media technical issue or you need guidance using the equipment, call 732-255-0400 x403 for the media secretary or/and x2260 for technical assistance. 

In case of media issues in the evening, the extension is x2290; Sandy Caffera can also call security and alert security to contact the evening media person.  Instructors can call security themselves at x2170 or go to the security office (small brick building at the far end of parking lot #1 in the Welcome Center) to ask them to radio the evening media person for help.

There are many occasions when the college credit classes are off on a break or holiday, but CPE still offers classes.  In this case, if you arrive to campus and your room is locked, call Security at 732-255-0400, x2170.  They will come and unlock the room for you.  Note:  when you work on campus during weekday hours, your room may also be locked.  Contact a CPE staff person at x409 to have the room unlocked.  If no one is available, call Security for them to unlock it.


EMERGENCY CONTACTS

IN ANY EMERGENCY ON CAMPUS, CALL EXT. 2200 (from a College phone).  (Reminder, the College main number is 732-255-0400). Ext. 2200 alerts the college nurse, the switchboard, and security simultaneously.  In non-emergency situations, the security desk # is 451.

Emergency telephones are located on the walls in many OCC buildings.  These RED emergency phones are directly tied to the switchboard, the college health office, and security.  In case of emergency, simply lift the handset or push the talk button and appropriate personnel will be automatically dialed.  (These red phones are for emergency use/assistance and cannot be used to dial other extensions.)


IN CASE OF FIRE

In case of fire, you will hear a loud, shrieking sound and see strobe light flashes.  Instruct your class to immediately exit the building.  Instruct your students to meet you outside at the bus stop by parking lot #2.  Do not use the elevator.  Follow the exit directions on the wall.  If a stairway is blocked, use the alternate exit.  You must take attendance before your class starts and take your attendance sheet out with you.  Once you get outside, take attendance again.  If someone is missing, report it to a firefighter or police officer.  Do not go back in the building to look for the person.  NOTE:  Never assume it is a drill.  If the alarm sounds, exit the building.


INSTRUCTOR ABSENCE

If illness or some other emergency requires an instructor to be absent from class, the department office (732-255-0409) or the administrator you are working with, must be notified as soon as possible.  If an evening or Saturday class must be cancelled at the last minute, notify the evening (or Saturday) secretary by calling 732-255-0432.  Request that a notice be posted at the classroom for the students.  (Security can be contacted to post a message, as a last resort.)

Lost class time needs to be made up.  Coordinate this with the administrator you work with.  Do not make arrangements for someone else to teach your class.  This type arrangement must be made through the administrator you work for.  Please note that the College switchboard and department offices are not normally open before 8:00 a.m.


CONTINUING EDUCATION UNITS (CEUs) and CPEs

The Continuing Education Unit (CEU) is a means of recording the career and professional development continuing education activities in which a person participated.  One CEU represents ten class hours of instruction.

Requirements for CEUs based on attendance only:  Each participant completing the course for professional development with a minimum of 80% attendance will receive CEUs.  

Requirements for CEUs based on attendance and performance:  for those courses in which a test is administered to evaluate students’ knowledge or skill, each course participant completing the course for professional development with a minimum of 80% attendance and a passing grade will receive CEUs.

Instructors – important – Announce the 80% attendance rule during the first class.  If a student registers late and starts the course after the first session, this counts as an absence.

CEUs are communicated on a grade report mailed to the student after the course and only upon request by the student.  CPE administrators can arrange for an entire class to receive grade reports, if requested by the instructor.

CPEs are also available for accountants.  If someone is requesting CPEs, please inform the administrator you work with.

Contact Hours are available for nurses for identified courses.


CERTIFICATES

Upon successful completion of all courses in a certificate or fast track training career program, students may request their certificate via the “Request Information” link on our website.


TRAINING TIPS

Please…
· Be in class at least 10 minutes before start time and be prepared to start on time.
· Please put your cell phone on “vibrate”.  There are situations when we need to reach an instructor, so you might want to check your phone if it vibrates.  It will probably say “Ocean County College.”  You cannot reply to the college number that appears on your phone.  Call 732-255-0409.  Be respectful of the class and do not answer personal calls during the time you are instructing.  
· OCC is agreeing to teach students or contracting with a company/agency/organization to provide training by the hour, as well as to cover the topical material stated in the brochure or proposal.  If you finish the material early, you are responsible to instruct them for the time you are contracted to teach.  Be prepared with additional material/exercises in order to fulfill the contract requirements and provide a quality learning experience for your students.
· It is against College policy to bring your child to class with you.  Please arrange child care for your child at another site, while you teach for us.  Also, students are not allowed to bring their children to class.  Students’ children are not allowed to sit in the hallway or nearby waiting area while their parents are in class.

Remember…
· If a student is talking and interruptive in class and it bothers you, it probably bothers the other students as well.  Feel free to appropriately limit their activity.  Students can be dismissed from class for using inappropriate language or for other misconduct.  If there is an incident, inform CPE administration.
· Any student under the influence of alcohol should be asked to leave the class and the incident must be reported to the CPE Director.  You can call security for assistance at anytime at ext. 2200.  There is a nurse on campus that can assist when needed.  Contact them through ext. 2200.
· Present yourself as an OCC instructor, not a private consultant.  Do not distribute your private business card/information to our clients/students.  Do not advertise or sell other than OCC services/programs in our classes.  Never take money from students.
· As part of our team, inform the administrator of additional training needed or requested by the customer.  Student requests are valuable information.

Thank you for providing a quality training experience for our students!

“If you think you are too small to make a difference, you haven’t been in bed with a mosquito.” ~Anita Roddick






HOUSEKEEPING

If you rearrange a classroom, please put it back the way you found it or set it up per the diagram on the wall (if there is one).

After using the white board, please erase it for the next instructor.

If you notice a broken chair, computer or media equipment, etc., please alert the administrator you work with or leave a note in your instructor packet when you return it.  Thank you.  This will help us keep our facilities in excellent condition.



COMPUTER LAB USE

If you experience computer trouble, contact Sandy Figner at 732-244-0409.  There is a 24 hour IT help desk service at ext. 2144, should you need assistance outside of CPE office hours.

If you notice a computer issue/problem that needs to be addressed but is not an emergency for your class, please notify Sandy Figner or put a note in your instructor packet when you return it.

Please…
· If you unplug a PC to plug in a laptop, please plug in the PC after you are finished using the connection.
· Leave all computers on at all times.  Do not turn them off when you are finished with class.

NOTE:  If the computer internet connection is live, you will see a green dot by the connection.

Food and drinks are not allowed in computer labs.


COURSE SUPPLIES

If supplies are needed for your course, this is to be planned for with the administrator you work with.  Supply purchases will be processed through OCC prior to the class.  Unexpected receipts presented for a class will not be reimbursed by OCC.

Instructors:  Feel free to print this page off the website and hand it out to your class.


Math and English Tutoring for Students who Need Assistance

CPE students can utilize OCC tutors to brush up on math and English skills.

Tutors are available during the following hours:
Tuesday and Friday - 10am-3pm; Wednesday – 1pm-6pm; Thursday – 4pm-7:30pm
Students can walk in without an appointment, but calling ahead to confirm availability is advisable.

Math tutor lab, Russell Building, room 123
Phone number:  732-255-0400, ext. 2919 or ext. 2158

English tutor lab, Russell Building, room 124
Phone number:  732-255-0400, ext. 2986

Computer Labs are available for independent math or English skills brush up.  An assistant is available to give assistance, also.
	Hours of availability:
	Monday-Thursday - 8am-9:45pm; Friday – 8am-4pm; Saturday – 9am-12noon
Call 732-255-0400, ext. 2986 to confirm availability.  Occasionally, the labs are closed for special class projects.

Math computer lab, Russell Building, room 125
English writing lab, Russell Building, room 142

NOTE:  Students should bring their CPE course registration confirmation with them when using these services.

· Students should bring their book(s) and/or course assignments, in order to get the appropriate assistance.
· Additional math help is available at the websites listed below:
Algebra Study Modules on the OCC website review Math 011 algebra concepts.  http://www.ocean.edu/MathBasicSkillsPub/index.htm.
Algebasics is a very user-friendly site that provides practice in Algebra topics.  http://www.algebasics.com/index.html
The Math Page – A complete review of Arithmetic and Algebra; very user friendly.  http://www.themathpage.com
This comprehensive site reviews principles from basic mathematics through calculus.  Try the Pre-Algebra and the Algebra sections for review.  www.Math.com.

If you would prefer to use a book to review, try one of the following:
· Schaum’s Elementary Algebra, McGraw-Hill Publishers (under $20)
· Check the local library-Algebra is in the Mathematics section (510-section)

PAYCHECK PROCESS

Instructors are required to submit timesheets for all work performed.  You can find a timesheet on the CPE web site at www.ocean.edu/cpe.htm under “Become an Instructor/Instructor Resources” then “Instructor Resources.”  Submit the timesheet according to the schedule on the right side of the form.  CPE instructors are paid every two weeks for the duration of the course.  

Classes that fall before the two-week period may be submitted on the current timesheet.  Pay attention not to submit a course twice.  Please do not submit timesheets for classes that fall after the two week pay period or for any classes you did not yet teach.  You receive an employee ID number when employed at OCC and this number is also on the label on your instructor packet, next to your name.  Put this ID number on your timesheet in the space provided.

Timesheets and payroll questions should be directed to Margaret Zackeo (phone 732-255-0409) in the CPE office.  Timesheets can be submitted to Margaret by fax (732-864-3855) and must be signed.  Timesheets submitted by email must be sent to both your Administrator and Margaret (mzackeo@ocean.edu) and must state that the timesheet is attached.  Accounting will accept the email message in lieu of a signature.

Under no circumstances are you to arrange for someone to cover/teach your class.  All alternate teaching situations must be approved and arranged by a CPE administrator and they must be paid through OCC.


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.

Purpose: The Sexual Harassment Complaint Procedure is to provide an internal monitoring process to investigate and alleviate sexual harassment complaints of employees and students.
Confidentiality: The college has a legal responsibility to create and maintain a safe environment. All proceedings will be conducted in a manner which protects the confidentiality interests of those involved to the extent possible.
Complaint: A complaint is defined as any allegation by an employee or student that he/she has been the victim of sexual harassment. The college and each of its officers have a legal obligation to take all complaints seriously. The two methods of initiating, exploring and resolving complaints are described below. An individual may initiate the procedure at either the informal or the formal level.
For specific information about procedures related to sexual harassment follow up or investigation, contact a sexual harassment response team member, human resources, or the administrator you are working with.

You are invited to take the online Sexual Harassment Employee training course.  If you are interested, contact the OCC Human Resources’ Director at x 2096.


Travel Reimbursement

The instructor’s coordinator must approve local and non-overnight travel in advance.  All one-day travel on official College business, where the staff member uses his/her personal automobile must be reported on the Monthly Mileage and Expense Voucher form.  Travel reimbursement is usually only provided for out-of-county travel expenses and for courses contracted for by a company or agency.

The mileage rate for the use of a privately owned automobile while on College business will be equivalent to the Internal Revenue Service mileage rates. The report must be approved by the traveler’s supervisor and received by the Accounting Department within 30 days after the end of the month in which the expense occurred.  Reimbursement for tolls is allowable without receipts. Receipts will be requested only if the reimbursement request appears inaccurate or excessive. Receipts are required for parking reimbursement. 
Mileage claimed for travel from the traveler’s regular work location should be the actual mileage traveled on the most direct route. If the traveler chooses an alternative route for personal convenience, the mileage submitted should be based on an Official Highway Map or internet map service (the college uses Map Quest.)  Unreasonable mileage claims will be reduced accordingly. If total mileage traveled is less than the mileage normally traveled from home to his/her regular work location, no request for mileage reimbursement should be submitted. 

It is required that employees on official College business driving personally owned automobiles, are properly licensed and are adequately protected by personal liability and property damage insurance at their own expense. The College will not reimburse fines incurred for parking or traffic violations for personal or College vehicles.


OCC HOLIDAY SCHEDULE 

The College is closed on the following holidays.  For the specific dates for the current year, contact the administrative office at 732-255-0409 or go to the main OCC website at www.ocean.edu. 

	Independence Day					
 	Labor Day	 					
	Thanksgiving Day					
	Friday after Thanksgiving				
	Winter Break – About two weeks around the Christmas and New Year’s holidays
	Dr. Martin Luther King Day			
	Spring Break Day – Good Friday
	Memorial Day				  

NOTE:  There may be a situation when a class is run on a college holiday.  Security is on campus 24/7.  Call them when you arrive to unlock the classroom.


SMOKING

Please announce this to your students.  On campus, smoking is allowed in the parking lots only.  


EMERGENCY and 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 sufficient parking facilities and heavily traveled walk areas.  Electricity outages also cause closings.

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)
										  
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.

NOTE:  If a student cannot attend due to the weather, but OCC is open, they must be marked absent.

If you are teaching at alternate locations, instruct your students to listen to area radio stations for closings.  If the college is closed, but the alternate teaching site is open, the class is held.


BOOKSTORE

All textbooks, as well as additional class supplies and College memorabilia, are available at the College Bookstore located in the College Center.  Flash drives are required as the backup medium for all computer classes.  They can also be purchased in the bookstore.  Books and other items can be ordered online on the bookstore page on the College web site at www.ocean.edu.  For OCC Bookstore hours check the website or call 732-255-0333. 


CAFETERIA

The cafeteria on the main campus serves both hot and cold food as well as various snacks throughout the day.  The cafeteria is located in the College Center and is typically open as follows:
Monday through Thursday	7:00am to 8:00pm
Friday				7:00am to 2:00pm
Saturday			check in advance
Vending machines are located throughout the campus and at off-campus sites.  While students and instructors are allowed to have food and drinks in the classrooms, we do ask that you be careful to pick up any trash after class.  Food and drinks are not allowed in computer labs.


NEW COURSE IDEAS

New course ideas are always welcome.  We encourage you to submit new course proposals directly to the administrator with whom you work.  

Classes are scheduled approximately five months prior to the start of the semester.  Instructors interested in teaching a course in the Department of Continuing and Professional Education should contact the department and forward a resume, course description, and tentative outline.  The appropriate administrator will review the course and contact the potential instructor.

Our community education bulletin production schedule is as follows:

Semester (months included)	Deadline for Course Proposal Submission
Spring		(January-May)				September 10
Summer	(May-August)				January 10
Fall		(September-December)			April 10


CAMPUS MAP and SITE DIRECTIONS

A campus map and directions to the college off-campus sites is available on the main college website at www.ocean.edu.


PARKING

Parking on campus is provided for all employees and is designated by yellow lines in parking lots 1, 2 and 3.  Parking permits are required to identify faculty/staff authorized vehicles.  Parking passes may be distributed on a limited basis.  NOTE:  You will be ticketed if you do not display the pass and park in the “Faculty/Staff” parking areas.  You can park in the student lots (white lines) without a parking pass.  


“Success is not a destination, it’s a journey”.  ~Zig Zigler


Ocean County College
Continuing and Professional Education

Instructors: Please announce to your classes…
Computer Instructors– Before you start your class, please quickly take them to the site.

Register Online for Instant Enrollment

Register for classes online.  Search for the course(s) you want, pay and get immediate confirmation of your registration.

NOTE:
Web registration does not include the entire Continuing and Professional Education (CPE) catalogue.
For the entire CPE catalogue, go to www.ocean.edu/cpe.htm and click on the Course Schedule/Catalogue.  

When registering online you must be able to make your payment at the time of registration.  Registration will not be processed without payment.  VISA, MasterCard, American Express and Discover are accepted.

Students under 18 years of age cannot be registered online.  Registrations for students under 18 must be accompanied by a Health and Waver Form at the time of registration.

NOTE:  You must be willing to submit your social security number as indicated, to register online.

How to Register and Pay online for Continuing and Professional Education Courses:

Go to www.ocean.edu/cpe.htm and click on the Registration link, click on Register Online,
click the Continuing Education Tool Bar and follow the instructions.

	Register and Pay for Continuing Education Classes
	Enter the course code number (example CEHS 121) and/or course name (key word),
                    and then submit
	Select the course and then submit
	Enter all required information and submit
	Enter Credit Card information, click submit
	Print the confirmation page for your records; bring the confirmation to the class 
	

For online registration assistance, call 732-255-0404, during business hours.

For additional information about registering for CPE courses, visit our web site at www.ocean.edu/cpe.htm and click on the Registration link for phone in, fax in, or walk in registration information.




IMPORTANT

Please observe the following Kids on Campus procedures:


	Orientation:  A 5-10 minute orientation is suggested on the first day of camp to discuss camp procedures and activities with parents/guardians.  Please remind parents/guardians of the camp end time and area designated for student pick up and sign-out.

	Attendance Sheets:  Provided in packet.  Anyone not on our list should show proof of registration or contact the administrator.  If neither is available, please take down name, address, phone number and payment information to be checked later.

	Bathrooms/Snacks/Breaks:  Ask parents to take their child to the bathroom before the parent leaves.  After class begins, announce that the entire class will take a restroom break together.  Do not allow a child to go to the restroom alone.  If your class cannot go together, send children with a partner.  Schedule a short break for a snack/drink or a chance to get up and stretch.  Do not allow children to go to the vending machines alone.

	Health and Waiver Form:  The instructor folder includes information from the form for each student registered in your course.  This form contains confidential information about students.  As per the signed Statement of Confidentiality, this information is not to be shared.  Please take note of any important information including: allergies, health issues, medication and individuals with permission to sign out campers.

	Incidents:  Please report any major incidents that may occur with students, parents, workers or classroom problems immediately after class to the administrator in charge.

	Scrapes and Minor Injuries:  In the event that a student receives a scrape or other non-emergency injury, contact the Continuing Education administrator you are working with at 732-255-0409.  The Security Office located in the CBET Building and the college nurse also have access to parents’ contact information, if needed.

	Medical Emergencies:  Instructors should familiarize themselves with the closest red emergency phone or call box near their classroom or instructional area.  In the event of a medical emergency, the red emergency phone should be used and automatically dials the College Operator, Security and Nurse’s Office.  Be sure to provide as many details as possible.  In emergencies, do not hesitate to call 911, if necessary.

	Sign-out sheet:  A sign-out sheet will be provided to you in your instructor packet that lists student names and dates of the camp.  Parents/guardians and those individuals who have a valid dismissal pass are the only individuals permitted to sign-out a child.  
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