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Dear Faculty, 
 
This updated edition of the Faculty Handbook has been prepared to provide you 
with useful information to help you navigate the processes and procedures of 
Rock Valley College. 
 
I want to thank you for choosing to teach at Rock Valley College and for all that you 
do to guide our students toward reaching their potential.  Your dedication to students 
both inside and outside of the classroom is evident and exemplifies your passion to 
share your expertise in your chosen field.  
  
Rock Valley College enjoys a stellar reputation, and with your help we will continue to 
expand our services and programs to meet the needs of our students and our 
community.  Please feel free to contact me if there is anything I can do to assist you. 
 
Best regards, 

 
Mike Mastroianni 
President 
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About Rock Valley College  

Vision:  
As its community’s 
college, Rock Valley 
College makes a 
difference through 
teaching, learning 
and leading. 

 

Mission:  
Rock Valley College is an educational leader in providing quality, accessible, lifelong 
learning opportunities, cultural enrichment, and support for economic and 
technological development.  
 
The College accomplishes its mission by providing the highest quality programs and 
services to: 

 Prepare students for successful transfer, competitive employment, professional, 
and personal growth 

 Foster innovative, collaborative relationships to advance a seamless educational 
system, an appreciation of the arts, economic, and technical development 

 Provide leadership in developing a nurturing culture that values learning, honors 
and respects each individual, and uses resources responsibly 

Core Values:  

Learner-centered Community The College is dedicated to providing lifelong learning opportunities that 
foster student success.  

Mutual Respect At all times, the College upholds the dignity of each individual by being 
ethical, respectful, fair, and courteous in our communication and actions. 

Excellence By setting high expectations, the College promotes excellence in teaching 
and learning.  We are service-centered and hold ourselves and each other 
accountable.  

Diversity The College promotes, celebrates and accepts diversity, including cultural 
and ethnic diversity, diversity of thought, and diverse views of others.  

Collaboration The College values working together and with the community in innovative, 
enriching partnerships.  

Innovation The College anticipates change and explores creative approaches to 
address the future. 

Public Trust The College honors the trust placed in us by the public and upholds it 
through quality of service, integrity of actions, and efficient use of 
resources.   
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Institutional Student Learning Outcomes 
Analytic Reasoning  
Students will form logical inferences, judgments, or 
conclusions from facts or premises related to topics 
encountered in the classroom, workplace, and daily 
life. 

 Communication 
Students will exchange ideas effectively in a variety of 
settings. 

Students will identify the ideas, theories, or methods 
relevant to various topics. 
 
Students will select appropriate information, resources, 
or technologies necessary to address various topics, tasks, 
or problems. 
 
Students will analyze information, resources, 
technologies, or data.  
 
Students will apply an appropriate method, strategy, or 
plan of action to perform a task, resolve a problem, or 
draw a logical conclusion. 

 Students will create texts
*
 that are clear (e.g., coherent 

and concise).  
 

Students will create texts
*
 that are substantially error-

free.  
 
Students will identify the perspective (e.g., purpose or 
audience) of texts

*
. 

 
Students will use appropriate formats and technologies 
to exchange ideas. 
 
Students will comprehend a variety of texts

*
. 

 
Students will present texts

*
 to a group. 

 
*
Texts include written, oral, aural, non-verbal, and visual 

communication. 
 

Global Awareness and Responsibility 
Students will develop the knowledge and skills 
required to responsibly interact with social and 
natural communities, both locally and globally.   

 Personal Responsibility 
Students will accept responsibility for their personal 
and professional wellness and development, 
positioning themselves for life-long learning. 

Students will expand knowledge of diverse
*
 values. 

 
Students will distinguish between what is and what ought 
to be in social and natural contexts. 
 
Students will recognize diverse

*
 perspectives, as well as 

biases and prejudices. 
 
Students will analyze social and environmental issues in a 
variety of contexts. 
 
Students will analyze the reciprocal impact of individual 
and group behavior on the local, national and global 
communities.  

 
Students will identify behaviors related to civic 
engagement. 

 
Students will work effectively in groups. 
 
*
 Diversity includes, but is not limited to, differences in 

ethnicity, culture, race, LGBTQ+ status, ability, age, 
religion, socio-economic status, and veteran status. 

 Students will recognize personal biases.   
 
Students will demonstrate civil, ethical, and professional 
behavior.  
 
Students will identify behaviors associated with greater 
well-being (e.g., physical, emotional, intellectual). 
 
Students will recognize consequences of their behavior. 
 
Students will exhibit adaptability to changing 
circumstances and environments. 
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RVC Maps and Locations 

  



 Rock Valley College 2014-2015 Faculty Handbook     

 
8 

 

 

 



Rock Valley College 2014-2015 Faculty Handbook 

 

 

RVC Organization Charts 
A complete organization chart can be found on The Quarry at  
https://quarry.rvc.cc.il.us/OrgBySup/ 

 
 

 

 

 

 

 

 

 

 

 

ACADEMIC AFFAIRS ORGANIZATION 

Dr. Brian Sager
CHIEF ACADEMIC OFFICER 
& VP ACADEMIC AFFAIRS

Janna Shwaiko
ADMINISTRATIVE 

ASSISTANT

Kathy McCarty
ADMINISTRATIVE 

ASSISTANT

Paula Grueder
CURRICULUM 

COORDINATOR

Dr. Lisa Mehlig
 

VICE PRESIDENT
OF

INSTITUTIONAL 
EFFECTIVENESS

Jessica Jones
 

VICE PRESIDENT 
HUMAN 

RESOURCES

 
Greg Wear

 INTERIM
VICE PRESIDENT

CAREER & TECHNICAL 
EDUCATION and

COMMUNITY OUTREACH
 

Misty Opat
 

DIRECTOR
OF

ATHLETICS

Susan Busenbark
 

VICE PRESIDENT
LIBERAL ARTS & SCIENCES

2014 AUG kmcc

 
Academic 

Deans & Directors

COMMUNICATION

SOCIAL SCIENCES & 
HUMANITIES, 

FITNESS, WELLNESS, SPORTS

LIFE & PHYSICAL SCIENCES

HIGH SCHOOL CONNECTIONS

ADULT EDUCATION

DISABILITY SUPPORT SERVICES

TUTOR & WRITING CENTER

ACADEMIC & INSTRUCTIONAL 
SUPPORT

LIBRARY

TESTING CENTER 

Academic 
Deans & Directors

TECHNICAL PROGRAMS, ALLIED 
HEALTH AND TRADES

BUSINESS, CIS, ENGINEERING & 
TECHNOLOGY

NURSING

COMMUNITY EDUCATION & 
OUTREACH

OFFICE OF EMPLOYMENT & 
GRANTS

BUSINESS & PROFESSIONAL 
INSTITUTE

REGIONAL TRAINING 
AT SCCE

EIGERlab

SMALL BUSINESS DEVELOPMENT 
at EIGERLAB

THEATRE & ARTS PARK

IRE SPECIALISTS
 

GRANT COORDINATOR

RESEARCH ASSOCIATE

Director
COMPENSATION, BENEFITS, 

EMPLOYEE RELATIONS

RECRUITMENT
Coordinator

BENEFITS 
Specialist

SPORTS
 

Coordinators
and

Coaches

https://quarry.rvc.cc.il.us/OrgBySup/
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Academic Affairs Divisions and Disciplines 
 

 

 

Academic Area Dean Division office 
contact info 

Department Disciplines 

Sciences 
Tom 
Guensburg 

Sharie Holub, 
Admin Asst. x3471 

Life Sciences BIO 
Physical Science AST, ATS, CHM, GEL, PGE, PHY 

Communication  
Lamata 
Mitchell 

Becky Stien, Admin 
Asst. 
Ext. 3338, CL-II Rm 
115 

Composition & Lit. ENG / JRN / LIT 
Mass Communication COM 
Reading RDG 
Speech SPH 

Social Science & 
Humanities 

Ronald 
Geary 

 
Ama Omari 
Derringer Admin 
Asst. 
Ext. 3317,  
CL-II Rm G03 

Art, Humanities, Mod 
Languages & Music 

ART / HUM / MUSIC / MODERN 
LANGUAGES: FRN, GRM, SPN 

Child Care Dev. / Edu ECE / EDU 
Fitness, Wellness & 
Sport 

FWS 

Philosophy PHL 
Social Science ANP/ECO/GEO/HST/PSC/PSY/SOC 
Criminal Justice CRM 

 
Math 
 

 
Rodger 
Hergert  
 

 
Tonya Severing, 
Admin Asst., Ext. 
3510 

Mathematics MTH/Developmental MTH 

Business, CIS, 
Engineering and 
Technology 

 
 
 

TBA 
 

 
 
Jennifer Lyman, 
Admin Asst. 
Ext. 3101, WTC-202 

Business ATG/ BUS / OFF / PCI / MGT / MKT 
Computer & 
Information Systems 

CIS / PCT / WEB 

Building Construction BCM 
Electronic Engineering 
Tech/Sustainable 
Energy Systems 

EET/SES 

Manufacturing / 
Engineering 

MET / EGR 

Athletics 
Misty Opat 
(Athletic 
Director) 

Dorothy Ann Huff, Admin Asst., x3801, PEC-1024 

Theatre Mike Webb 
TBA, Admin Asst. 
Ext. 2167, F-1 

Theatre THE 

Nursing 
Ellen 
Storm 

Cathy Nation, 
Admin Asst. 
Ext. 3261, CL-II Rm 
103 

Certified Nursing 
Assistant 

NAD 

LPN Nursing PNU 
Nursing NRS  

Technical 
Programs, Allied 
Health and 
Trades 

 
 
 
 
 
Richard 
Gocken 

 
 
 
 
 
Lynn Crosby, 
Admin. Asst. 
Allied Health 
Programs 
Ext. 3203, SCCE-201 
 
 

Automotive ATM    

Apprenticeships APT 

Aviation AVM    

Respiratory Care RSP          

Dental Hygiene DNT       

Surgical Tech SRG 

Welding WLD 

Fire Science FRE 

Graphic Arts GAT 
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Faculty Support Offices 
Faculty Support Offices (FSOs) are located in each classroom building. FSOs are open during normal 
College business hours.  
 

Faculty Support Contact information (by building) 

FSO Phone Email 

CLII 

Becky Tidberg 

CL II- 111 

(815) 921-3436 R.Tidberg@RockValleyCollege.edu 

 

WTC 

Joan Rabe 

WTC-202 

(815) 921-2192 J.Rabe@RockValleyCollege.edu 

 

SCCE 

SCCE-121 

(815) 921-4141 

(815) 921-4146 

c.brown@rockvalleycollege.edu 

JCSM 

Wanda Stolzer 

JCSM 1009  

 

(815) 921-3404 

W.Stolzer@RockValleyCollege.edu 

 

 
Faculty Support Office Services 

Mail: Inter-department envelopes are available.  All outgoing mail will be picked up once in the morning 
around 8:15am and once in the afternoon around 2:15pm. 
 

Office Supplies:  General office supplies are available. 
 

Photocopying:  Photocopying requests can be made in the FSO.  Two (2) working days may be needed to 
complete these requests; however, most of the time they will be ready the next day.   
 

Work Order Forms:  This form is to be used for word-processing requests, mailing labels, etc.  Three 3 
working days may be needed to complete these types of requests. 
 

Faxing:  Fax machines are available.  Check with your FSO for your fax number.   
 

Miscellaneous Services 

 shredder 
 three-hole paper punch 
 paper cutter 
 Proctoring exam forms for Testing Center 
 RVC letter head, memo stationary, and mailing envelopes 

mailto:W.Stolzer@rockvalleycollege.edu
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Miscellaneous forms 

 Authorization to Add a Class  
 Add/Drop 
 Leave Request/Absence Report 
 Music Permission Forms 
 Pre requisite waiver forms 

 

Faculty/Adjunct Office 

 Computers/printers 
 Scantron machines 
 Telephone 
 RVC letterhead & envelopes 
 PLC exam proctoring forms 
 Microwave 
 Refrigerator 
 Miscellaneous supplies 

Parking 
Faculty may park in the designated faculty parking areas. Parking permits may be obtained for a 
nominal fee from the Public Safety office in the Support Services Building.  You may park in non-
restricted areas at no cost. 

 

ID Badges/Keys 
All Rock Valley College employees are issued a picture ID, which also serves as a key card.  Although 
some areas still require a key, most employees will only need their ID.  To have your ID programmed for 
a particular door or to request a key, please complete a Key Request Card (available in your Dean’s office) 
and forward to Public Safety.  For questions, call the Public Safety office at x4350. 
 

Office Space and Office Hours 
All full time faculty members will be assigned an office.  Please speak with your academic chair or dean 
for details. 
 
”All faculty members shall hold a minimum of 250 minutes of office hours per week at times which 
maximize student access. No block of office hours shall be less than 30 minutes in duration. 
 
Fifty minutes of the 250-minute total may be held online at the discretion of the faculty member. Holding 
office hours online means that the faculty member is logged on to a computer and is available to respond to 
communication as specified in the course syllabus. (The provisions of this section apply to faculty teaching 
online, as well as traditional courses.) 
 
Faculty members shall ensure that their office hour schedule is available to students by posting the schedule 
on or near their office door, by posting it in the college LMS, and/or by including it in the course syllabus 
when possible.”  
 

2012-2015 Rock Valley College Faculty Association Collective Bargaining Agreement, Article 6.7.1 

 
Be sure to include your office hours in your syllabus. 
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Voice Mail 
All full time faculty members will be provided with a telephone, direct line, and voice mail access.  Please 
contact Information Technology, your academic chair, or dean for more details. 
 

Copy Machines 
Copy machines are located in or near the Faculty Support Offices (FSO) in each classroom building.  You must 
enter your department code in the machine before it will operate, so be sure to check with the FSO 
administrative assistant if you do not know the code.   
 

Mailboxes 
Faculty mailboxes are located in the Faculty Support Offices (FSO).  Please check with your academic 
chair for the specific location of your mailbox. 
 

Email 
All full time RVC employees have a Microsoft Outlook account.   
 

Campus Desktops 
Outlook software is located on your office computer. Log in with your normal RVC network ID and 
password. 

 

Outlook Web Access 
You can access Outlook from off campus by using Outlook 365 Web Access: 
https://mail.rockvalleycollege.edu 
 
The preferred browsers for Outlook 365 are Internet Explorer 9 (or higher) or Mozilla Firefox. Google 
Chrome is not supported.  
 
Once you have Log in with your normal RVC network ID and password, you will be re-directed to a new 
web address for Outlook Web Access. 
 
This requires a 2nd logon to “ADFS.ROCKVALLEYCOLLEGE.EDU”. When prompted please reenter your 
credentials in the following format: 
 

Username: RVCNET\E# 
Password: RVC normal password 

 
Once you’ve successfully logged into Office 365 Outlook, you will be prompted to select your Time Zone 
and Language preference (you will only need to make these selections one time). 

 
Mobile Devices 

Android ActiveSync 
 On your Android Device, Open the Setting menu 

 Select Accounts & Sync 

- Delete your current corporate mail account (if applicable) 

- Select Add Account 

 Select Corporate 

 Enter your email address (E#@rockvalleycollege.edu) and password and select Next. 

https://mail.rockvalleycollege.edu/
mailto:E#@rockvalleycollege.edu
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 For the Domain\Username: use the Following Format: \E#@rockvalleycollege.edu.   

- Your password may auto populate.  If it does, do not re-enter it. 

 Server:  MOBILEMAIL.ROCKVALLEYCOLLEGE.EDU 

 Check the box for “USE Secure Connection “. 

 Check the box for “Accept All SSL Certificates”. 

 Select Next and configure your personal settings 

 Select Next again and give the Account a Name 

 When completed Select “Done” Exchange Activesync is now complete. 

 
IOS (Apple) ActiveSync 
Note: These instructions are based off the instructions found on the Apple Website; they have been 
modified for use at Rock Valley College. Rock Valley College requires the use of security on your personal 
devices; if you choose to connect to Rock Valley College Exchange email, the device will need to be 
password protected. 
 

 These instructions cover all iOS’s through iOS 6 

 Tap “Settings” 

- Tap “Mail, Contacts, Calendars” 

 Tap “Add Account” 

 Tap “Microsoft Exchange” 

 Enter your Email address, Domain, Password, and the Name/Description of the account 

 Your IOS device will now try to connect to the exchange server.  It may be necessary to enter the  

 Exchange Server: Mobilemail.Rockvalleycollege.edu 
 Slide SSL “ON” 

 Choose the content you would like to Synchronize 

 When finished Tap  “Save” 

 Rock Valley College requires the use of security on your personal devices; if you choose to 

connect to Rock Valley College Exchange email, the device will need to be passcode 

protected.  This is not your email password. 

The device will ask you for a Passcode (numerical only). 

If you do not enter a code, exchange email will not work. 

 
Microsoft Surface 

1. You'll first need to connect your Microsoft Surface to Wi-Fi.  Follow the instructions to connect to 

Rock Valley College Wireless Network.   (On the Rock Valley College website  Student Services 

 Technology Services  Select Wi-Fi). 

 

2. At this time, in order to proceed with setting up a RVC Exchange account on the Microsoft 

Surface you will first need to establish a Microsoft Live ID account, with Microsoft, before the 

Windows software will allow you to configure any other email accounts such as RVC Exchange, 

Gmail, etc.   

 
(To establish a Microsoft Live ID account, go to https://signup.live.com/ (If you have a Hotmail, 
SkyDrive, Xbox LIVE, Outlook.com, or have a Windows Phone, you may already have a Microsoft 
account.) 
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3. Once your Microsoft Live ID account has been established, select the Mail tile (icon) within the 

Metro interface.  

 
4. Under the "Add your Microsoft Account", enter the following information: 

 Email Address: Your Microsoft Live account address (example username@hotmail, 

username@live.com, etc) 

 Password: Your Microsoft Live account password 

 Then click Save. 

 
5. After saving, Mail will open into your Microsoft Live (Hotmail, Live, Outlook, etc) email account. 

You are now ready to setup your MIT Exchange account. 

 
6. On the right hand side of the screen, swipe from the right to left, revealing the Charm bar. Then 

select Settings. 

 
7. Once the Settings panel opens, select Accounts. 

 
8. A new account panel will appear, under the Microsoft account, select Add an account. 

 
Then Select Outlook 
 

9. An Add your Outlook account window will appear, enter in the following information: 

 Email address:  Your Rock Valley College email address  

(username@rockvalleycollege.edu) 

 

 Password: Your Rock Valley College network password. 

 

Then select, Show more details under the Password field. 
 

10. A new Add your Outlook account window with additional fields will appear, enter in the 

following information: 

 

 Email address: (ie.,  a.user@rockvalleycollege.edu) 

 Server name:  mobilemail.rockvalleycollege.edu 

 Username:  E#@rockvalleycollege.edu   

 Password:  RVC network password 

 

Then select, Connect. 
 

11. Your MIT Exchange setup is now complete. Your Microsoft Surface will now begin to download 

your MIT Exchange email, calendar, and contacts.  

 
12. To verify that your MIT Exchange account is syncing properly, open up the Calendar app and the 

People (Contacts) app and verify that your information is synchronizing. 

 

mailto:username@rockvalleycollege.edu
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Ordering Textbooks  
 

1. To place your textbook order, go to the RVC Bookstore’s web site: 
http://rvc.bncollege.com 

 
2. After registering for an account, click on “Faculty Resources” on the 

bookstore website homepage. You will be automatically redirected to 
the FacultyEnlight website. 

 

3. To order materials, click Adopt. Drop down menus make it easy to 
identify Term, Department, Course and Section.  

 

To select one textbook for all sections of course, click Select All, and 
the text you choose will be added to each one. 
 

4. To choose texts, click Select Materials. Search by ISBN, Title, Author – 
even course materials ordered in previous Terms. 

 

From this screen, you can search your colleagues’ adoptions, access your Favorites List, and order non-
text materials. 
 
If your class does not require a text, just click the No Materials Required for this Course tab. 
 

5. After you’ve found the perfect text, click Adopt This Book, then Review/Submit. 
 
To select additional text, click Add More Materials. From here, you will also mark text Required or 
Recommended. 
 
When you’ve finished making all your selection, click Submit Order. 

 
 
Remember to save your bookstore password in a safe place so that you will be ready for the next semester. 
 
If you have questions or need help, please call us! 
 
Sarah Skridla      Ann Miner-Smith 
Asst. Manager &     Bookstore Manager 
Textbook Manager     (815)921-1681 
(815)921-1683 

 
Book Resellers 
Book resellers often email faculty and visit faculty offices, offering to purchase new or used textbooks 
from faculty. RVC discourages its faculty from selling review copies of textbooks to book resellers, 
because it drives up the cost of books for students. If you receive a review copy of a textbook and are 
not adopting the text, please contact the publisher and ask for a return shipping label so you can send 
the book back to the publisher.  

FIND YOUR PAST ADOPTIONS 

Accessing your textbooks from 

previous Terms is as simple as 

clicking History or Find My 

School Adoptions under 

Search.  

HISTORY 

Your adoptions through 

FacultyEnlight as a registered 

user. 

FIND MY SCHOOL ADOPTIONS 

Your adoptions for the past 2 
years at your affiliated 

campuses. 
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In the Classroom 
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Accessing Class Rosters in RVC Online Services 
1. At the RVC Online Services welcome page, http://online.rockvalleycollege.edu, click the 

Log In option. 

 
2. Enter your user ID (employee ID number) and RVC Network password.  Then click 

Submit.   

 
3. Click the Faculty option. 

 
4. Click the Class Roster option. 

 
 

User ID = Employee ID Number 

Password = Network Password 

http://online.rockvalleycollege.edu/
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5. From the Select a Term drop down menu, choose the appropriate semester.  Then click 

the Submit option. 

 
6. Click in the box to the left of the class you wish to view/print (NOTE: You may only 

view/print one roster at a time.).  Then click the Submit option. 

 
7. To print the roster, choose File and then Print from your Web browser tool bar. 
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The Master Course Syllabus 

The Master Course Syllabus is the official course syllabus on file in the college’s academic offices. The 
Master Course Syllabus provides an academic contract between Rock Valley College, its students, Illinois 
educational governing boards (the Illinois Community College Board and the Illinois Board of Higher 
Education), and the schools to which RVC students transfer.  It is the document of record used by the 
College in working with external agencies.  
 
The Master Course syllabus is the document that defines a course, its intended learning outcomes, its 
content, the processes that will be used to evaluate student learning, and the required and 
recommended resources to be used in teaching the course. This is the “document of record” on a course 
that is maintained in the college’s academic offices. 
 
The Master Course Syllabus outlines the expectations for the course and the teacher and it is the 
document on which quality assurance for the course is based. It is the guide which ensures that a 
student will achieve expected learning as a result of successfully completing a course, no matter who is 
teaching the course or the circumstances of course administration. 
 
The Master Course Syllabus defines what everyone who teaches a course must do. Everyone teaching 
the course, whether full-time faculty, instructional specialist, or adjunct faculty, must follow what is in 
the Master Course Syllabus. To the point, every teacher who teaches the course must:  

 Teach the course within the required credit/lecture/lab hours.  
 Respect and work within the course description and require that the course prerequisites be 

met. Depending on the nature of the course prerequisites, this may be based on the student’s 
completion of the previous course(s) successfully, receipt of official substitution, credit earned 
by examination, and/or evaluation by the instructor that is consistent with the College policy in 
such matters. 

 Teach to all of the objectives that are stated for the course.  
 Include the topics as outlined for the course. 
 Use the methods for assessing student learning that are stated as required for the course. 
 Require (and use in teaching) the textbook(s) and supplies that are stated as being required for 

the course. In some disciplines it may be appropriate to provide a description of the text’s 
content and the level of academic rigor intended.  

 Include, as recommended, the textbook(s) and supplies that are stated as being recommended 
for the course.  

 
A teacher may add to a course’s content and go beyond what is outlined in the Master Course Syllabus. 
However, the Master Course Syllabus represents the minimum that all teachers must respect, support, 
and follow in teaching the course.  
 
The requirements of the Master Course Syllabus must be met regardless of the method of course 
delivery. A course, regardless of whether it is taught in a classroom, online, or other method such as 
hybrid must meet the requirements stated in the Master Course Syllabus.  
 
Any time a Master Course Syllabus is revised it must be submitted to the required academic offices. In 
many instances, the syllabus must go through a formal approval process that involves the discipline’s 
Academic Chair, the Dean, the Vice President, and CAO as well as the college’s Curriculum Committee. All 
revised Master Course Syllabi must be submitted to Institutional Research Office for deposit into the 
College's assessment archive. 
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Items to be presented for consideration by the Curriculum Committee should be submitted to the 
appropriate Dean for signature at least 3 weeks before the Curriculum Committee meeting.    

 

Because of the significance of this document, faculty must play a primary role in the thoughtful 
development, revision, and approval of Master Course Syllabi. A Master Course Syllabus affects all 
who teach a course. It defines what must be done by everyone and under all circumstances.  
 
The real empowerment of faculty to lead and drive curriculum and to define the teaching/learning 
process is in the collaborative and successful development of a Master Course Syllabus. 

 
A template for the Master Course Syllabus begins on the next page. 
Instructions for completing the Master Course Syllabus begin on the page after the template. 
 
More information can be found at the following web site: 
http://www.rockvalleycollege.edu/Academics/InstitutionalResearch/AssessmentofStudentLearning/As
sessmentForms.cfm 
 

 

 
CURRICULUM DEVELOPMENT AND MANAGEMENT  

New Course Assessment Template 
 

Course Number and Title: 

Proposed Effective Date: 
Course Assessment Beginning Calendar Year 
(CY):  

 
 
Part I: Master Course Syllabus Mapping and Assessment Plan 
Mark the appropriate boxes to demonstrate the alignment between course objectives and 
program/discipline outcomes.  Rows can be added or removed from the table as needed.   

Course 
Objective # 

Program/Discipline Outcomes # Assessment Plan 

1 2 3 4 5 6 
Assessment Method 

Evaluation
/Grading 
Criteria 

1         

2         

3         

4         

5         

6         

         

 
 
Part II: Approval Signatures  
 
 
 
 
 

Submitted by (Instructor):  Date: 

Additional information can be found in 
the Assessment Handbook on the 
Assessing Student Learning page of the 
RVC website. 

http://www.rockvalleycollege.edu/Academics/InstitutionalResearch/AssessmentofStudentLearning/AssessmentForms.cfm
http://www.rockvalleycollege.edu/Academics/InstitutionalResearch/AssessmentofStudentLearning/AssessmentForms.cfm
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Approved for Submission by (Chair): Date: 

Approved for Submission by  (Dean):  Date:  

Approved for Submission by (Vice President of LAS or CTE): Date: 

Received by Curriculum Committee Chair:  Date: 

 
 

Master Course Syllabus 

ROCK VALLEY COLLEGE 
Division Name 

Academic Program or Department Name 
 
Course Prefix/Number – Official Course Title    PCS Code – 1.1, 1.2, or 1.4  

 
IAI – Approved IAI Course Code    OR   None 
 
COURSE DESCRIPTION 
 
Prerequisite: 
 
Credits:    Lecture:   Lab: 
 

Method(s) of Delivery (mark all that apply): Face to Face_____ Online_____ Hybrid_____ 
 
COURSE OBJECTIVES   

 
COURSE TOPIC OUTLINE  
Topics to be covered may include some or all of the following: 
 
METHOD(S) OF STUDENT ASSESSMENT  
 Student assessment methods may include some or all of the following: 

Upon successful completion of this course, the student will be able to: Institutional Student  
Learning Outcomes 
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Course Objectives 

1      
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3      
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.      
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REQUIRED READINGS AND SUPPLIES   

 
RECOMMENDED READINGS AND SUPPLIES  
 

DATE SUBMITTED    
 
REVIEW DATES  

Last Updated: 01.07.14 

  
 

 
Instructor Course Syllabus 

 

 The Instructor Course Syllabus is the syllabus that an instructor gives the students on 
the first day of class. 

 Represents an instructor’s plan for the delivery of a course. 
 Defines a course – its intended outcomes, content, student evaluation processes, 

required and recommended resources, course plan, and key policies that impact student 
success in the course. 

 Provides guidelines for students to understand the plan for a course, what is required for 
course completion, and the basis for receiving a grade in a course. 

 Represents a document that is developed, reviewed, and updated by the course 
instructor every semester. 

 
SAMPLE FORMAT 
 
This format is intended as a guideline; it shows content areas that need to be in the syllabus and 
what is included in those content areas.  The overall appearance of these content areas may reflect 
the individual ideas and purpose of the instructor. Instructors may also provide more information 
than is presented here.  This sample represents the minimum information required on an Instructor 
Course Syllabus. 

(The format begins on the following page.) 
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CURRICULUM DEVELOPMENT AND MANAGEMENT 

Instructor Syllabus Template Instructions 
 

 
Instructor  Syllabus 

ROCK VALLEY COLLEGE 
Division Name 

Academic Program or Department Name 
 

INSTRUCTOR INFORMATION – name of instructor, office location, telephone number, email address 
and office hours; may also include FSO (Faculty Support Office) information. 
 

Course Prefix/Number – Official Course Title    PCS Code – 1.1, 1.2, or 1.4  
 

IAI – Approved IAI Course Code    OR   
None 
 

 
COURSE DESCRIPTION 

Prerequisite: 
 

Credits:    Lecture:   Lab: 
 
Method(s) of Delivery (mark all that apply): Face to Face_____ Online_____
 Hybrid_____ 
 
Course Objectives   

Note:  
An electronic copy of the Instructor Course 
Syllabus Template is available on the 
Quarry > Academic Affairs > Forms and 
Files or from the Curriculum Coordinator. 

Courses that have been approved for IAI recognition should have the 
IAI numbers entered here.  For courses that have not been approved 
for IAI recognition, the notation None should be placed here. 

Description should be identical to the Master Course Syllabus and Catalog description including prerequisite/corequisite information.  
Instructor might choose to follow this description with additional information that expands student understanding of the course. 

 

The course objectives should be the same as identified in the Master Course Syllabus.  The objectives represent the intended student 
learning outcomes for the course.  This includes establishing both the nature and the difficulty level of the learning that is to take place.  
These learning outcomes are intended regardless of the instructor teaching the course and/or method of course delivery. 
 
Course Objectives must: 

 State intended learning outcomes for the course (not teaching/learning processes) 

 Be stated as observable and measureable outcomes for learning 

 Use an action verb to properly identify both the nature and difficulty level of learning that is to take place in the course. 
 
Demonstrate how the course objectives relate to the Institutional Student Learning Outcomes by placing an “X” in the appropriate box (or 
boxes). A box should be checked if a course objective contributes to students’ development of analytic reasoning, communication skills, 
global awareness/responsibility, and/or personal responsibility. Details regarding the definitions and subcomponents of the SLO can be 
found on the Assessment for Student Learning webpage. 
 

http://www.rockvalleycollege.edu/Academics/InstitutionalResearch/AssessmentofStudentLearning/SLOAssessment.cfm
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COURSE TOPIC OUTLINE  
Topics to be covered may include some or all of the following: 

 
LAST DAY TO WITHDRAW FROM THE COURSE WITH A GRADE OF “W” 
 
FINAL EXAM DATE AND TIME     
 
 
METHOD(S) OF STUDENT ASSESSMENT  
 Student assessment methods may include some or all of the following: 

 
 
 

Upon successful completion of this course, the student will be able to: Institutional Student  
Learning Outcomes 
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Course Objectives 

1      

2      

3      

.      

.      

.      

The course topic outline provides the major topic areas to be covered in the course, regardless of the 
instructor teaching the course and/or method of course delivery. The topics should be listed in the 
order and sessions for different course topics, dates for exams, and due dates for major course 
assignments during the semester.  This should include all course topics listed in the Master Course 
Syllabus.  The schedule might include additional topics but should not replace course topics listed in the 
Master Course Syllabus. 
 

The methods of student learning assessment stated in the Master Syllabus represent the minimum 
criteria for assessing student performance, regardless of the instructor teaching the course and/or 
method of course delivery.  The various methods of assessment should be listed.  The Assessment 
Handbook, which can be found on the Assessment of Student Learning page of the College website, 
offers suggestions about methods of assessment.  
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TEACHING/LEARNING ACTIVITIES   

COURSE GRADING 
 Student assessment methods may include some or all of the following: 

 

REQUIRED READINGS AND SUPPLIES   

RECOMMENDED READINGS AND SUPPLIES  

 

A description of the factors that affect student grades in the course, such as: 

 The relative weight that different exams, quizzes, assignments, and/or projects will have in determining the course 
grade. 

 The effect that in-class participation may have on the course grade. 

 The effect that attendance may have on the course grade. 

 The percent or point grading scale for assignment of letter grades. 

 

NOTE:  Use MLA or other conventional style.  Needs to reflect requirements in the Master Course Syllabus. 
 
This section represents the minimum required readings and/or supplies needed for the course, regardless of the instructor 
teaching the course and/or method of course delivery. This may be accomplished by following one of the options provided 
below: 
 

 a list of required readings (and supplies) that all faculty who teach the course must use 

 a list of required reading (and supply) options. Guidelines should be included as to the minimum number of these 
options that should/can be chosen by faculty 

 
In some disciplines it may be appropriate to provide a description of the required text’s content and the level of academic 
rigor intended with the provision that faculty can choose a text provided it meets the Master Course Syllabus criteria. 

 

NOTE:  Use MLA or other conventional style.  Needs to reflect requirements in the Master Course Syllabus. 
 
This section represents the minimum recommended reading and/or supplies needed for the course, regardless of the 
instructor teaching the course and/or method of course delivery. This may be accomplished by following one of the options 
provided below: 
 

 a list of recommended readings (and supplies) that all faculty who teach the course must use 

 a list of recommended reading (and supply) options. Guidelines should be included as to the minimum number of 
these options that should/can be chosen by faculty 

 
In some disciplines it may be appropriate to provide a description of the recommended text’s content and the level of 
academic rigor intended with the provision that faculty can choose a text provided it meets the Master Course Syllabus 
criteria. 

 

A list of course activities – i.e., assigned reading, lecture, discussion, writing assignments, viewing audio and/or visual 
materials; might also describe the role each activity plays in the teaching/learning process for the course and how the 
student can plan and make use of these activities to effectively learn from the course. 
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THE FOLLOWING INFORMATION MUST BE INCLUDED IN ALL INSTRUCTOR COURSE SYLLABI:    

1. COLLEGE POLICY ON ACADEMIC HONESTY STANDARDS AND PROCEDURES 
Academic Honesty Statement: 
The faculty and administration expect that RVC students are enrolled in courses as serious 
and honorable scholars. Furthermore, students are expected to do their own, original work, 
except when collaboration on projects is directed by faculty as part of the course or specific 
assignment.  Students are expected to observe the commonly accepted standards of 
academic honesty at all times. 

 
Students who commit any of the forms of academic dishonesty as outlined in the RVC 
Student Handbook are subject to the penalties and sanctions agreed upon by the Faculty 
and Administration of Rock Valley College. Detailed procedures regarding academic 
dishonesty are given in the RVC Student Handbook.  In addition to the penalty assigned by a 
faculty member, a report of the alleged violation and assigned penalty will be made to the 
Dean of Students Office. 

 
2. NOTIFICATION OF SERVICES FOR STUDENTS WITH DISABILITIES 

If you have a documented disability and would like to request accommodation and/or academic 
adjustments, please contact the Disability Support Services Section 504 Coordinator.  You should 
contact the coordinator as soon as a need for accommodation is known so that implementation 
can occur as soon as possible. The Disability Support Services Office is on the lower level of the 
Student Center.  The telephone number for this office is 815-921-2371 v/tty.  

3. ELECTRONIC DEVICES POLICY 
Electronic devices are only allowed in the classroom under the following conditions: 1) for academic 
purposes as approved by the instructor, or 2) as an approved accommodation for a student with a 
documented disability. 

 
4. DISCLAIMER 

A notice to students that certain circumstances may require some changes to this syllabus.  
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Student Conduct and Conflict Resolution – Judicial Affairs (JA) 
All students at RVC are expected to demonstrate qualities of respect, integrity, civility and 
honesty.  They must recognize and comply with the standards of classroom behavior stated in 
their individual course syllabi.   Acts of academic dishonesty, disruptive student behavior in the 
classroom, and appeals to sanctions imposed in each case, are under the jurisdiction of the 
faculty member and the Dean.   Below are areas the Judicial Affairs (JA) office is responsible for 
administering.  
 
Student Code of Conduct – each student is responsible for reading and complying with the code of 
conduct which is made available on the RVC website, publications are available in the following offices;  
Vice President Student Development, Student Center HUB,  JA office.  The JA office is responsible for the 
administration and interpretation of the code.  Faculty may choose to indicate in course syllabi that 
students are expected to read and comply with the RVC Code of Conduct, in addition to their course 
expectations. 
 
Academic Misconduct – Students who commit academic misconduct, as outlined in the student 
handbook and code of conduct, are subject to the penalties and sanctions agreed upon by the faculty and 
administration.  In addition to the penalty assigned by a faculty member, the faculty member must 
inform the student of the allegation and assigned penalty.  A report of the alleged violation and penalty 
should be made to the JA office for centralized tracking purposes.  The JA office is responsible for 
facilitating the appeal process if a student chooses to appeal the decision of the faculty member. 
 
Student Complaints & Resolution – Students may encounter a variety of conflicts during their 
enrollment at RVC.  The JA office will assist students in procedures that provide an equitable system for 
resolving conflicts between students, faculty, and/or staff.  The informal and formal procedures are 
outlined in the student handbook. 
 
Behavior Intervention Team – The BIT program is designed to encourage a supportive, resourceful, 
and safe environment for the RVC community.   BIT coordinates a response to concerning, distressed, or 
disturbing behaviors with the intent to provide the appropriate assistance as needed.   Referrals can be 
made online, in person, or by phone.  BIT will respond quickly to referrals.  If a threat/dangerexist a 
faculty should contact RVC Police Department immediately 815-654-4357 (emergency) or 911.  Detailed 
information regarding the BIT program and the online referral form is available on the RVC website, go 
to the search function and type BIT. 
 
Harassment and Discrimination – The College seeks to provide academic and work environments that 
are free from intimidation, discrimination, and harassment.  These types of behaviors are inappropriate 
for a college environment.   Any student that feels they are victims of harassment or discrimination may 
seek assistance from the Director of Enrollment Management and Judicial Affairs.  If a faculty member 
feels they are a victim of harassment or discrimination they should contact the Managing Director of 
Human Resources. 
 
Section 504, ADA, and Title IX compliance –   Any student seeking a complaint regarding compliance 
with these federal laws should be referred to the Judicial Affairs Office for an investigation and 
resolution. 
 
Lynn Perkins, Dean of Students, is the ADA Compliance Officer on campus.    
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Assessment at Rock Valley College 
 
Assessment at Rock Valley College focuses on the constant improvement of student learning 
through faculty-driven activities at multiple levels. Specifically, faculty participate in assessment 
activities at the following four levels: 
 
1. Class Assessment– assessment designed to measure student success in one section of a 

course or in a distinct class; the methods are determined by the instructor or the 
instructor in conjunction with the department. 
 

2. Course Assessment– assessment designed to measure student success in all sections of a 
particular course, such as ENG101, MTH 099, or SOC 190. 
 

3. Program/Discipline Assessment– assessment designed to measure student learning for 
a sequence of courses, a program of study, or a degree/certificate. 
 

4. Institutional Assessment– assessment designed to measure student learning across the 
college regardless of program/discipline of study. Assessment at this level includes, but is 
not limited to, measuring the institution’s Student Learning Outcomes (SLO). 

 
The Assessment Committee provides leadership and guidance on course, program/discipline, 
and institutional assessment. The Office of Institutional Research further maintains the 
integrity of the assessment process by membership on the Assessment Committee and 
working with Deans, Department Chairs, and faculty as needed. Additional information about 
assessment (e.g., timelines, resources, and results) can be found on the Assessment of Student 
Learning page of  the RVC website. For more information about your role in assessment, 
please contact your Department Chair, Dean, or the Office of Institutional Research. 
 
Committee Members: Heather Snider; Brian Wagner; Lisa Mehlig; Lynnette Danzl-Tauer; 
Marie Navickis; Melissa Commisso; Patrick Peyer; Paula Grueder; Richard Gocken; Sharon 
Cooper; Susan Busenbark; Theresa Gilbert; Matt Vincent; Matt Oakes; and Chuck Konkol   
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INSTITUTIONAL STUDENT LEARNING OUTCOMES 

Analytic Reasoning  
Students will form logical inferences, judgments, or 
conclusions from facts or premises related to topics 
encountered in the classroom, workplace, and daily 
life. 

 Communication 
Students will exchange ideas effectively in a variety of 
settings. 

Students will identify the ideas, theories, or methods 
relevant to various topics. 
 
Students will select appropriate information, resources, 
or technologies necessary to address various topics, tasks, 
or problems. 
 
Students will analyze information, resources, 
technologies, or data.  
 
Students will apply an appropriate method, strategy, or 
plan of action to perform a task, resolve a problem, or 
draw a logical conclusion. 

 Students will create texts
*
 that are clear (e.g., coherent 

and concise).  
 

Students will create texts
*
 that are substantially error-

free.  
 
Students will identify the perspective (e.g., purpose or 
audience) of texts

*
. 

 
Students will use appropriate formats and technologies 
to exchange ideas. 
 
Students will comprehend a variety of texts

*
. 

 
Students will present texts

*
 to a group. 

 
*
Texts include written, oral, aural, non-verbal, and visual 

communication. 
 

Global Awareness and Responsibility 
Students will develop the knowledge and skills 
required to responsibly interact with social and 
natural communities, both locally and globally.   

 Personal Responsibility 
Students will accept responsibility for their personal 
and professional wellness and development, 
positioning themselves for life-long learning. 

Students will expand knowledge of diverse
*
 values. 

 
Students will distinguish between what is and what ought 
to be in social and natural contexts. 
 
Students will recognize diverse

*
 perspectives, as well as 

biases and prejudices. 
 
Students will analyze social and environmental issues in a 
variety of contexts. 
 
Students will analyze the reciprocal impact of individual 
and group behavior on the local, national and global 
communities.  

 
Students will identify behaviors related to civic 
engagement. 

 
Students will work effectively in groups. 
 
*
 Diversity includes, but is not limited to, differences in 

ethnicity, culture, race, LGBTQ+ status, ability, age, 
religion, socio-economic status, and veteran status. 

 Students will recognize personal biases.   
 
Students will demonstrate civil, ethical, and professional 
behavior.  
 
Students will identify behaviors associated with greater 
well-being (e.g., physical, emotional, intellectual). 
 
Students will recognize consequences of their behavior. 
 
Students will exhibit adaptability to changing 
circumstances and environments. 
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Entering Student Grades 
1. At the RVC Online Services welcome page, http://online.rockvalleycollege.edu, click the 

Log In option. 

 
2. Enter your user ID (employee ID number) and password.  Then click Submit.   

 

 
3. Click the Faculty option. 

 
4. Click the Grading option. 

User ID = Employee ID Number 

Password = Network Password 

http://online.rockvalleycollege.edu/


 Rock Valley College 2014-2015 Faculty Handbook     

 
33 

 

 
5. Select the appropriate term from the drop down menu. Then click Submit. 

 
6. Select either Midterm or Final grades from the drop down menu.  Then check the 

box to left of the class for which you intend to enter grades.  Then click Submit. 

 
7. Using the drop down menu adjacent to each student, select the appropriate grade.  

Note:  If a student receives an “F” as a final grade, the instructor must enter the last date that 

this student attended class.  Enter that date in the box to the right of the grade options. 

 

8. When finished, click the Submit button.  Then print a copy for your records. 
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Credit Course Refund Schedule 
Rock Valley College has determined that students may receive a tuition refund upon dropping credit 
courses, based on the following guidelines.  In each case if the student drops courses by the specified 
date, all tuition and fees are refunded.  There is no prorated schedule for tuition and fee refunds. 
 
Tuition refund requests should be made to the Records & Registration Office during normal business hours.  
Refunds will be made according to the following schedule: 
Course Length 100% Refund No Refund 

16-week course    (Fall-
Spring) 

Before or during first 7 
business days of semester 

After the 7th business day of 
the semester  

4 – 15 week course On or before 4th business day 
from start of class 

After the 4th business day 

Less than 4 week course On or before 3rd business day 
from start of class 

After the 3rd business day 

 

The college reserves the right to make the final decision on all refunds. 

 It is the students’ responsibility to know the refund dates for their courses. 
 Non-attendance DOES NOT constitute a drop in a course nor qualify students for a refund. 
 Failure to drop a course properly may result in a failing grade. 
 No refunds will be granted when students are dismissed or suspended from the college for 

disciplinary reasons. 
 It is the students’ responsibility to drop themselves from a course. 

 

Appeals 

No tuition refund will be granted following the refund date.  If extenuating circumstances exist (i.e. military 
activation, death of immediate family member, or a serious medical condition) a student may submit a Tuition 
Appeal Form and must submit, with supporting documentation, to the Records and Registration Office. An 
appeal does not automatically result in a refund.  Appeals must be made no later than the term in which the 
course occurred.  

Adding Students to Closed Sections 
When a class is at capacity and therefore closed, a faculty member may allow a student to register for the 
class by filling out an Authorization to Add a Class form.  The student then has the responsibility to take 
the form to the Admissions and Records office. This form is also used to allow students to add a class 
during the schedule adjustment period. 
 
Faculty can get forms from the FSO or Admissions and Records office.  Students should not have 
possession of an Authorization to Add a Class form unless it is completed and signed by a faculty member 
or division chair. 
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Copyright and Fair Use Guidelines 
Copyright law is complex, but based on a webinar sponsored by the RVC Library, there are some 
common sense generalities that can apply to most of us. Here are a few key points: 
 
 If you have a legal copy of a product – a book, a CD, a DVD, etc. – then you have the right to 

display/show/play it in a classroom. However, you do not have the right to copy it – even parts of it – 

except under “fair use” guidelines. (More on “fair use” later.) 

 

 The TEACH Act: If you are teaching online and want to show a work that you purchased, then: 

o The web site where you post the work must be password protected and accessible only to 

your students. (Eagle meets this criterion.) 

 

o The students must not be able to download and re-distribute the work. In other words, you 

should stream the audio/video rather than making it downloadable. Eagle does NOT meet 

this requirement, so unless you are the copyright owner, you have explicit permission from 

the copyright holder, or the work is in the public domain, do not upload audio or video files 

to Eagle. Please note that RVC is planning to obtain a media server that complies with the 

TEACH act. We will let you know when the server becomes available.  

 

o You may only use portions of the work, not the complete work. (There is no clear definition 

of what percentage constitutes a reasonable portion. Ten percent seems to be a commonly 

accepted practice.) 

 

o You must include the copyright information along with the work. 

 

 The Fair Use doctrine is an extension of copyright law which allows the copying and redistribution 

of a copyrighted work, under certain circumstances. The Fair Use doctrine includes four criteria for 

determining whether such copying is “fair use.” 

 

1. Copying materials for educational use (as opposed to commercial use) is more likely to be 

considered fair use. Transformative uses (used for a different purpose than its original 

intent, such as parodies and critiques) are more likely to be considered fair use. Copying a 
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picture that you obtained online or from a book and using it in a PowerPoint is usually 

considered transformative, because your purpose (education) is different than the creator’s 

purpose (entertainment). 

 

2. Is the work published or unpublished? Factual or fictional? Using a published work is more 

likely to be considered fair use. Using a factual work is more likely to be considered fair use. 

 

3. Are you copying all or part of the work? Copying a small portion of the work is more likely to 

be considered fair use than copying the entire work. 

 

4. The impact on sales of the original work is considered. For example, if I use a Dilbert comic 

strip in a handout, I am probably not having a negative impact on the sales of the Dilbert 

compilation books, because my students wouldn’t have bought the book for that one comic 

strip. In that case, my use would probably be considered fair use. 

 

 If you own a video in an old format (e.g. VHS tape) and you only have a DVD player in your 

classroom, it is NOT legal to copy the VHS tape to DVD. You must purchase the video on DVD, if it is 

available. (That’s because copying the tape would impact the sale of the DVD.) 

 

 Linking to a work that’s online is legal. (Linking is not the same as copying.) While material online is 

copyrighted by default, the fact that it’s publicly accessible (because the creator put it there) implies 

that the creator intended for it to be viewed by the general public.  

 

 If you want to copy a magazine/journal article or a book chapter as a handout for your students, 

then you must consider whether this is “spontaneous” or “repeated” use. Suppose you saw an article 

about a current event and you want to discuss it in class. It’s an article you’ll discuss this semester, 

but not every semester. That’s considered spontaneous use, and is usually considered fair use. 

However, if you plan to use the article/chapter every semester (“repeated use”), then you should 

obtain the permission of the copyright holder before making copies for your students.  

 

 If you use a copyrighted work under the Fair Use guidelines, you should cite the creator. If there is a 

dispute over Fair Use, your citation shows that you were acting in good faith. 

 

 The Fair Use doctrine is open to interpretation; “fair use” is always determined after the fact, using 

the four criteria mentioned earlier. 

 

 If you are found guilty of violating copyright but you can show that you acted in good faith based on 

your interpretation of the Fair Use doctrine, then the court is unlikely to force you to pay statutory 

damages. You will probably be given a “cease and desist” order.  

Sources: 
 TEACH Act:    http://www.copyright.com/media/pdfs/CR-Teach-Act.pdf  

 Fair Use doctrine:   http://www.copyright.gov/fls/fl102.html  

 Academic Impressions Webinar: Applying the Fair Use Doctrine (handout) 

 Waxer, B. & Baum, M. (2007). Copyright on the Internet.  
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RVC Academic Resources  
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FACULTY 

Testing Center Information 
 
The Testing Center is the central location for academic testing services and programs offered at Rock Valley College.   
We are committed to providing a professional and accessible testing environment for our students and community.   
 

Exam Information    

 
Test administration services (including paper/pencil, RVC Eagle, and other computer-based tests) that we 
DO and DO NOT provide for faculty are listed below: 
 

DO Provide DO NOT Provide 

Tests for students in distance learning courses (Hybrid, Internet)   
Tests for entire roster(s) of students 
in face-to-face courses 

Make-up tests for individual students in face-to-face courses (not 
entire rosters) 

Re-tests  

Testing accommodations for students with disabilities 
Tests for students without disabilities who 
“prefer” to test in the Testing Center rather than 
in class. 

Scantron answer sheets, pencils, scratch paper, lined paper, noise-
reduction headphones, tissues, and basic calculators 

Homework collection; students are instructed to 
deliver homework to faculty offices or FSOs 

 
Exams:  
o Include faculty name & course name in the heading of all tests. 
o Complete Test Proctoring Form (with test instructions) for each test. List or attach roster of students expected to take the 

test. 
o If using the after-hours Drop Box (located outside Testing Center doors), enclose completed Exam Proctoring Form and all 

test materials in a large envelope.   
 
Finals: 
Due to grade submission deadlines, tests will NOT be returned via campus mail during Finals week. All tests must be picked up 
by faculty or a designated individual w/photo ID. After finals, all remaining tests in your file from the semester are returned via 
campus mail, unless the exam completion date(s) indicate otherwise. 
 
Off-campus Locations (SCCE and LOC) have limited testing services. Contact the Student Development Offices, SCCE x4146 and 
LOC x4290, for more information. 
 
Out-of-town Testing: The Testing Center has information and forms available to assist you in arranging a proctored test at a 
non-RVC location. 
 
See the companion form, STUDENTS Testing Center Information, to familiarize yourself with the services offered to students. 
Feel free to distribute this form to your students.  
 

Contact Information   

 
Location:  Main Campus, Student Center (SC), lower level  
Phone:  (815) 921-2385 (faculty use) 
E-mail:  RVC-Testing-Center@rockvalleycollege.edu  
Website:  www.rockvalleycollege.edu/testing 
Fax:  (815) 921-2389 

 
 

Hours: Fall/Spring hours Summer hours 

Monday 8 a.m. – 5 p.m. 8 a.m. – 5 p.m. 
Tuesday 8 a.m. – 8 p.m. 8 a.m. – 8 p.m. 
Wednesday 8 a.m. – 8 p.m. 8 a.m. – 8 p.m. 
Thursday 8 a.m. – 8 p.m. 8 a.m. – 8 p.m. 
Friday 8 a.m. – 5 p.m. 8 a.m. – 1 p.m. 
Saturday*   8 a.m. – noon*  8 a.m. – noon*  
*Open one Saturday each month; please call for availability 

Testing Center 

http://www.rockvalleycollege.edu/testing
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STUDENT 

Testing Center Information 

 
General Information for Students 

 
The Testing Center is the central location for all academic testing services and programs offered at Rock Valley College.  We are 
committed to providing a secure and professional testing environment for our students and community.  
 
Most students using the test proctoring services of the Testing Center are enrolled in courses that are identified as Internet 
(INT) or Hybrid. Make-up, placement and certification tests are also administered in the Testing Center, as well as, testing 
accommodations for students with documented disabilities.  
  
Location:  Main Campus, Student Center (SC), lower level  
Phone:  (815) 921-2380 
E-mail:  RVC-Testing-Center@rockvalleycollege.edu 
Website:  www.rockvalleycollege.edu/testing 
Fax:  (815) 921-2389 
Hours: 

 
 
 
 
 
 

 
 
 
 
 

Guidelines for Students  

 
 Photo identification is required for all testing services. 
 Testing labs are monitored and recorded by video surveillance.  
 Students must know the name of the course and the course instructor.  
 Students confirmed or suspected of cheating or violating test instructions will be reported to the Office of Judicial 

Affairs based on RVC Academic Honesty Standards & Procedures. 
 Books, notes, and personal belongings (including, but not limited to, hats, lap tops, cell phones, I-pods, purses) must be 

stored in a locker. 
 For Make-up testing, students must make arrangements with the instructor for the test to be delivered to the Testing 

Center. 
 Most Make-up tests are administered on a walk-in basis.  No appointment is required. 
 If computer use is permitted for test completion, students may walk-in and computers will be available on a first-

come, first-serve basis.  It is strongly suggested that students do not wait until the last day of a test, as computer 
availability may be limited if the class size is large.  Students know their passwords if required.  Testing Staff does not 
have access to these. Use of personal disks/drives is prohibited.   

 Tests may not be started within ½ hour of closing.   
 All tests must be completed by closing. 
 All tests must be completed in one sitting, unless otherwise specified by the instructor. 
 It is the student’s responsibility to complete tests by the date specified by the instructor. 
 Students are encouraged to check EAGLE for instructor changes to the test deadline or requirements prior to arrival at 

the Testing Center. 
 Snacks and drinks are not permitted in the testing areas. 
 Children are not permitted in the testing areas. 

 
The Testing Center provides the following supplies: scratch paper, lined paper, scantron answer sheets,  
pencils, noise reduction head phones, tissues, and a limited supply of basic calculators.            

             

 Fall/Spring hours Summer hours 
Monday 8 a.m. – 5 p.m. 8 a.m. – 5 p.m. 
Tuesday 8 a.m. – 8 p.m. 8 a.m. – 8 p.m. 
Wednesday 8 a.m. – 8 p.m. 8 a.m. – 8 p.m. 
Thursday 8 a.m. – 8 p.m. 8 a.m. – 8 p.m. 
Friday 8 a.m. – 5 p.m. 8 a.m. – 1 p.m. 
Saturday* 8 a.m. – noon 8 a.m. – noon 
*open one Saturday each month; please call for availability 
Please note: Friday, Saturday and evening hours are subject to change during spring 
break, summer terms, & between Fall and Spring semesters. Contact Testing Center 
to verify hours of operation during these periods. 

Testing Center 

http://www.rockvalleycollege.edu/testing
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Tutoring Center 
Purpose:  The purpose of the Tutoring Center is to assist Rock Valley College students enrolled in credit 
courses in achieving academic success by providing free peer tutoring services.  The program is 
accredited by the College Reading and Learning Association.  A student can schedule a session by either 
stopping by or calling the Tutoring Center.  
 
Location:  Student Center, Lower Level  
Phone Number:  (815) 921-2370 
Fax:  (815) 921-2389 
Hours: 

 Fall/Spring Summer  
Monday 9 am to 7 pm 9 am to 5 pm 
Tuesday 9 am to 7 pm 9 am to 5 pm 

Wednesday 9 am to 7 pm 9 am to 5 pm 
Thursday 9 am to 7 pm 9 am to 5 pm 

Friday 9 am to 2 pm 9 am to 1 pm 
 

Hours are subject to change based on tutor availability. 
 

There are no tutoring services during finals, when there are no classes,  
or when the College is closed. 

 

Tutoring Guidelines within the Tutoring Center 

 
Tutoring will only be conducted within the Tutoring Lab.  If students feel that they need extra assistance, 
scheduling an additional one-time session may be beneficial.  Students may also fill out a “Private Tutor 
Needed” request.  This orange card should be left at the Tutoring Center for the Tutor Supervisor to 
coordinate with tutors who may choose to work with students privately at an off-campus location on a 
cost basis worked out between the tutor and the student. 
 
All sessions start on the hour and may last up to fifty minutes.  The tutor will be at the designated table 
ready to greet students and start the session.  It is the student’s responsibility to come to a session 
having attempted the materials in an effort to be able to ask the tutor questions or express concerns.  
Tutors may need to get to class and deserve a ten minute break before their next session.  Thus, the 
session will end by ten minutes of the hour. 
 
The tutor will have required paperwork to complete regarding each tutee he/she is assigned.  This 
information will be collected at the student’s first standing session or at the beginning of a one-time 
session. 

 
Online Tutoring 

Brainfuse TutorNow has replaced SmartThinking as RVC’s online tutoring system. In addition to live tutoring, 
Brainfuse offers a whole section for student studying with or without tutor help, and a way for students to 
login and collaborate together using a shared whiteboard. Students can use a Flashbulb link to access pre-
existing material for flashcards or create their own. They can also create “brainwaves” which are video 
recordings of a whiteboard that can be saved and shared with others. (Faculty can use this for their students!
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Writing Center 

The RVC Writing Center seeks to serve the Rock Valley College community by providing students and 
faculty alike with needed space, devoted time, and individualized attention necessary to promote an 
encouraging and productive writing climate, to develop and foster positive writing habits, and to 
effectively address the challenges and nurture the needs of student writers across the curriculum. 
 
All services in the Writing Center are provided by full-time and/or adjunct faculty as well as degreed 
professionals in the Composition and Literature department. 
 
Location: Student Center, Lower Level, Tutoring Lab 
Phone: (815) 921-2370 
Please call to schedule an appointment. 
http://www.rockvalleycollege.edu/StudentServices/WritingCenter.cfm 
 

Math Lab 
The RVC Math Lab is staffed by the math faculty and serves all RVC math students.  It also houses 24 
computers available to students for math related uses such as online math homework and self-paced 
math classes. 
 
Location: JCSM 0210/0212 
 
Lab Phone: (815) 921-3525 and 921-3526   
Please note, these phone numbers are intended only to provide voicemail stating Math Lab 
hours. Not to receive calls or take voicemail. 
 
Math Lab Coordinator: 
Heather Foes     
(815) 921-3521     
JCSM 0123 
 
 

Library Services 
Services for Faculty 
The Rock Valley College Library offers several services that provide support for our faculty. 
 
What is Information Literacy? 
Information literacy is knowing how to find information, evaluate it, and use it effectively. 
 
Working together with faculty, librarians introduce students to skills needed to function in today’s 
information-based society.  These skills include the ability to located, analyze, evaluate, and synthesize 
information. 
 
How do I schedule a class session with a librarian? 
Contact the Library Administration Office, Vicki Klaas via v.klaas@rockvalleycollege.edu, 815-921-4626 
or the liaison librarian for your academic department: 

 
Academic Department   Liaison Librarian  Contact Number 
Engineering and Technology  Steve Thompson  815-921-4602 
Allied Health 
Nursing 
Fitness, Wellness, and Sport 
Technical Programs 

http://www.rockvalleycollege.edu/StudentServices/WritingCenter.cfm
mailto:v.klaas@rockvalleycollege.edu
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Business     Maria Figiel-Krueger  815-921-4606 
Social Sciences 
 
Composition, Literature, and    Brent Eckert   815-921-4604 
Communication 
Fine Arts 
Humanities 
 
Physical Science    Yiluo Song   815-921-4602 
Mathematics 
Life Science 
CIS 

 

 

Information Technology Services 
Information Technology Services (ITS) provides computing and communications infrastructure, 
services, support, and innovation for RVC's instructional and administrative programs. ITS staff works 
closely with many other departments to provide a wide range of services for students, faculty and staff.   
ITS is composed of several Support Groups whose staff is available during normal College business 
hours. 
 
An After-Hours Support process exists to provide limited support outside these hours.  This process 
takes advantage of the IT Operations staffing, evening Micro-Computer Support staff and ITS Student 
Workers (for assistance, follow the prompts listed below).  For more information on the After-Hours 
Users Support plan, see the related Quarry FAQ (Information Technology – General IT).   
 
To provide additional support when ITS is unstaffed, an answering service is under contract.  The 
service will forward any emergency calls to the appropriate IT staff.  Non-emergency calls will leave a 
message to be answered the following business day.   
 
To contact ITS, dial 921-4800 and follow the prompts: 
1 –After-Hours and Emergency Support 
Critical System Emergency defined: 
 Class in session and Smart Room equipment not working 

 Example:  Data projector, computer, VCR, DVD, speakers, receiver, remote, Elmo 
 Network  down /  Internet not  accessible 

 Virus Reported 

 Email down 
2 – Desktop Support  
3 – Operations Support  
4 – Voice Support  
5 – Audio/Visual Support   
6 – Administrative Office Support  

 
 
 
 
 
 
 



 Rock Valley College 2014-2015 Faculty Handbook     

 
44 

 

Schedules 
Operations Support Group 
Daily, 7am -11pm (excluding Holidays) 
Micro-Computer Support Group   
M-TH, 7am-10pm, (Spring & Fall when classes are in session) 
M-TH, 7am-5pm (No classes in session and Summer term)   
Fri, 7am-5pm 
Systems Support Group  
M-F, 8am-5pm (schedules may vary based on projects) 
Programming Support Group 
M-F, 8am-5pm 
Administrative Support Group 
M-F, 7am-4pm 

During the College Summer Friday schedule, Operations is staffed until 6pm, all other groups until 1pm 

 

Wi-Fi Access 
Note: Use of RVC Wi-Fi requires authentication via an account because RVC is required to track any access 
to the Internet.  Employees and Students have accounts for access. Employees may request an account for a 
Guest by using the Quarry/InfoTech/ITHelpDesk/GuestNetworkAccountRequest button. 
 

1. Close all web browsers. 
2. In RVC areas where your device can detect the RVC-Easy-Web-Internet wireless network SSID, 

use your system to Connect to the wireless network. 
3. Open your web browser and let it load from its home page or point it to any web site. (You may 

be advised about a certificate warning – click on the link that says ‘Continue to the Web-site”). 
You will automatically be redirected to a web page displaying a RVC logo with Username and 
Password boxes. 

4. Enter you RVC network username and password and click the Submit button. 
5. You will be authenticated with your credentials and then be returned to the destination of the 

web site you initially tried to access. 

 
iOS Mirroring Pilot Info 

Note: This location Information is subject to change as we roll-out additional areas where iOS mirroring is 
available. Go to the room or location which has been enabled for this pilot for RVC employees: 

 
Site Bldg Rm Enabled   Site Bldg Rm Enabled 
MAIN WTC G11 3/24/2014  MAIN WTC 246 12/1/2013 
MAIN WTC 151 3/24/2014  MAIN WTC 268 12/1/2013 
MAIN WTC 152 3/24/2014  MAIN WTC 269 12/1/2013 
MAIN WTC 210 12/1/2013  MAIN WTC 270 12/1/2013 
MAIN  WTC 211 12/1/2013  MAIN WTC 277 3/24/2014 
         
MAIN JCSM 1112 3/20/2014  MAIN JCSM  2116 3/20/2014 
MAIN JCSM 2122 3/20/2014      
         
MAIN CL II G26 4/25/2014  MAIN CL II G27 4/25/2014 
MAIN CL II 227 4/25/2014  MAIN CL II 228 4/25/2014 
         
MAIN PEC 0200 4/17/2014  MAIN PEC 0204 4/17/2014 
MAIN  PEC 0106 4/17/2014  MAIN PEC 0116 4/17/2014 
         
SAML SCCE  159 3/31/2014  SAML SCCE 161 3/31/2014 
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1. Power on your iOS device and configure to connect it to the network for this pilot (one time setup): 

a. Setting 
b. Wi-Fi – enable  
c. Select the wireless network: RVC-Employees-AirPlay-Only 
d. When prompted, fill-in the info below: 

i. Username: your RVC username: (e0123456) 
ii. Password: your RVC password 

e. Click on Join Network 
f. Verify your iOS device is connected to the RVC-Employees-AirPlay-Only wireless network 
g. Note: the RVC-Employees-AirPlay-Only wireless network is designed only for use of iOS 

mirroring using AirPlay. If you are not mirroring an iOS device, then be sure to access wi-fi via 
the “RVC’ network. 

 
2. At the instructor workstation: 

a. Power it on 
b. Login with your RVC credentials 
c. Start AirServer application (it is already pre-installed, configured and tested) 

i. Start button 
1. All Programs 

a. AirServer program group 
 

i. AirServer application 
 
3.  From your iOS device, enable mirroring the instructor station: 

a. From bottom of display, swipe up with one figure 
b. Tap on Airplay icon 
c. Select the nearby instructor station running AirServer 
d. When prompted for password, check the instructor station for on-screen 4-digit code, then 

enter it and click OK. 
i. If no 4-digit code appears on instructor station, then enter any character in the iOS 

device password box and click on OK in order to trigger the instructor station to provide 
the 4-digit code.  
 

e. Slide the Mirroring button to the right to enable mirroring to AirServer on the instructor station 
f. Mirroring from the iOS device to the instructor station will begin 

 
4.  Power on the projector if desired. 
 
5.  Perform typical activities to mirror with you iOS device. 

a. AirServer’s default settings should suffice for most applications 
b. If you encounter difficulties, then carefully not your experience including date, time and location 

when events occurred and submit an eTicket under the Wireless category. 
 
6.  When done with mirroring, disable it from you iOS device: 

a. From bottom of display, swipe up with one figure 
b. Tap on AirPlay icon 
c. Slide the Mirroring button to the left to disable mirroring to the instructor station. 

 
7.  Logout of the instructor station. 
 
8.  Power off the project. 
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Collaboration: Faculty and Students with Special Needs 
Legal Issues 
 
What is required to be in compliance with the ADA and Section 504? 
The Americans with Disabilities Act of 1990 and Section 504 of the Rehabilitation Act of 1973 state that, 
“no otherwise qualified individual with a disability shall, solely by reason of his/her disability, be 
excluded from the participation in, be denied the benefits of, or be subjected to discrimination under any 
program or activity of a public entity.” 
 
One way a college tries to ensure that all students with disabilities have equal access is by providing 
accommodations.  Accommodations are a necessary part of meeting the requirements of the ADA. 
 
Who is covered under the ADA and Section 504? 
Any individual who has a physical or mental impairment that substantially limits one or more major life 
activities such as caring for oneself, performing manual tasks, walking, seeing, hearing, speaking, 
breathing, learning or working. 
 
Note:  Individuals are not entitled to protection of the ADA simply because they have been diagnosed 
with a disability.  The disability must substantially limit their ability to perform major life activities.  
Thus, the eligibility determination process is on a case-by-case basis. 
 
Reasonable Accommodations 
 
What is an accommodation? 
An accommodation is a legally mandated modification or service that gives a student with a disability an 
equal opportunity to benefit from the educational process. 
 
Accommodations do not lower academic standards and/or compromise the integrity of an academic 
program.  The course content should not be fundamentally altered by an accommodation. 
 
Note:  There is often more than one option available to accommodate a student’s needs.  The ADA law 
requires that students be provided with effective accommodations, not the best or most expensive.  In 
addition, institutions are not required to provide accommodations that are unduly burdensome or that 
would fundamentally alter an educational program. 
 
How do students receive accommodations? 
The student must make contact with the Disability Support Services (DSS) office in order to become 
eligible to receive accommodations.  If a student approaches you and states that he/she has a disability 
and needs accommodations, refer the student to the DSS Office. 
 
What is the procedure for students to receive accommodations? 
Any student who has a disability and wishes to receive accommodations must self-disclose to the DSS 
office and present appropriate documentation that supports the disability and subsequent 
accommodations.  The DSS staff will then conduct an intake interview and discuss with the student the 
accommodations that he/she qualifies for as well as the procedures that are required for the 
implementation of the accommodations. 
Types of Accommodations 
 
What types of accommodations will NOT be provided? 
 personal devices such as wheelchairs, hearing aids or glasses 
 personal services such as assistance with eating, toileting, or dressing 
 accommodations that would fundamentally alter the nature of a program 
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 accommodations which lower or substantially modify academic or program standards 
 accommodations that are unduly burdensome, administratively or financially 
 
Note:  The decision to deny an accommodation should not be made lightly, and not before an alternative 
methods of providing the requested accommodation have been explored.  
 
What types of accommodations can be given to a student with a special need in an academic 
setting? 
The following tables provide examples of some of the more common accommodations that are used by 
students with disabilities.  These lists are intended to be used as a guide.  Some academic 
accommodations that may be requested include, but are not limited to the following: 

 

Common Academic Accommodations for Students with Special Needs 
 

 
Disability 

 
Accommodation(s) 

Low Vision Seating in front of class 
 Large print handouts, lab signs and equipment labels 
 TV monitor connected to microscope to enlarge images 
 Adaptive computer software (e.g., ZoomText) 
 Note-taker to assist with class lecture notes 
Blindness Audio-taped, Brailled or electronic formatted lecture notes, handouts 

and texts 
 Verbal descriptions of visual aids 
 Raised line drawings and tactile models of graphic materials 
 Braille lab signs and equipment labels, auditory lab warning signals 
 Adaptive lab equipment (e.g., talking thermometers and calculators, 

light probes, and tactile timers) 
 Computer with voice output (e.g., JAWS), Braille screen display and 

printer output 
 CCTV (closed circuit television)/reading machines to enlarge printed 

materials 
Hearing Loss/Deafness Sign language interpreter 
 Real-time captioning and closed captioning for lectures, videos and 

activities 
 FM systems, assistive listening devices 
 Note-taker for class lectures 
 Use of visual aids, handouts, etc. 
 Written assignments, lab instructions, demonstration summaries 
 Visual warning system for lab emergencies 
 Use of electronic mail for class and private discussions 
 Preferential seating in front of room 
Mobility Impairment Note-taker for class lectures 
 Lab assistant, group lab assignments 
 Classrooms, labs and field trips in accessible locations 
 Adjustable tables/work stations 
 Class assignments made available in electronic format 
 Adaptive computer/software (e.g., voice input, Morse code, alternative 

keyboard) 
Health Impairment Note-taker for class lectures 
 Flexible attendance requirements and extra exam time 
 Assignments made available in electronic format, use of email to 

facilitate communication 
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Common Academic Accommodations for Students with Learning and Other Disabilities 
 

Academic Accommodations Testing Accommodations 
Note-takers for class lectures Extended time on exams, tests and quizzes 
Audio-taped lectures Allow exams in quiet, distraction-free rooms 
Closed captioned videos, films Audio-taped or read exams 
Visual, oral and tactile 
instructions/demonstrations 

 
Scribe to record and/or type/write answers 

Computer with voice output (e.g., JAWS) Use of word processor, spell check and/or 
dictionary 

Use of word processor, spell check and/or 
grammar checker for assignments 

 
Use of calculator for math exams 

Read aloud material that is written on the 
chalkboard or overhead transparencies 

 
Alternative ways of taking exams (circle answers 
on Scantron forms, verbally give answers, slide 
presentations, etc.) 

Make your  notes available for material that is 
not found in texts or other accessible sources 

 
Alternative test designs (e.g., verbal vs. essay) 

Provide an individual orientation to the 
laboratory and equipment and extra practice 
with tasks and equipment 

 

Use of a dictionary and/or thesaurus for 
homework, assignments 

 

Allow frequent breaks to get up and move 
around 

 

Books on Tape  
Use of calculator for math work  
Additional time to complete in-class assignments  

 

Helpful Tips for Instructors: 
Students with Special Needs in the Classroom 

 

The following tips may serve to create a universally accessible learning environment for all students, 
although they can be especially helpful for students who have a disability. 
 
Preparation of Course Materials 

 Provide students with a course syllabus before the start of the semester, if possible 
 Provide students with written copies of handouts, outlines, study guides, etc. 
 Make lists of required readings available well before the first day of class 
 Arrange for handouts to be tape recorded and/or available in electronic format before the 

course begins (just in case) 
 Provide clear Xerox copies of your PowerPoints and notes 
 Include statement on syllabus inviting students with special needs to inform you during office 

hours and/or seek assistance from the DSS office 
 

Course Content 
 Permit recording of lectures 
 Outline class presentations and legibly write key terms/points on the board or overhead 
 Repeat and summarize segments of each lecture (especially information that is written on the 

board or overhead) 
 When dealing with abstract concepts, illustrate them with concrete examples, personal 

examples, hands-on models or visual tools (charts, graphs, etc.) 
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 Repeat or re-word complicated directions 
Teaching Techniques 

 Write larger, darker and in all caps when using the chalk board or overhead 
 Face the class when speaking at all times 
 Repeat students’ questions and/or paraphrase what was stated for everyone to hear 
 Keep the classroom door closed to limit noise 
 Encourage use of office hours  
 Inform students of emergency evacuation procedures 
 Keep hands and obstructions away from face and mouth while speaking 

 
Laboratory 
 Provide a tour of the laboratory environment and discuss any safety concerns 
 Assign group lab projects to allow all students to contribute according to their abilities 
 Arrange lab equipment so it is easily accessible 
 Give oral and written lab instructions 
 
Testing/Evaluations 
 Assure that exams test the essential skills or knowledge needed for the course or field of study 
 Consider allowing students to turn in exams via electronic mail or diskette 
 Avoid overly complicated language in exam questions, and clearly separate items when spacing 

them on the exam sheet 
 Try not to test on material just presented since additional time is generally required to assimilate 

new knowledge 
 

Environmental Tips 
 Keep walkways clear of obstructions and overhangs, even temporary ones 
 Be familiar with where the elevators and accessible entrances are in your building 
 When giving directions around campus, provide accessible routes 
 Make sure lighting in classrooms is sufficient 
 
For additional information, or for questions pertaining to a student with a disability, contact: 
 
Disability Support Services 
Student Center, Ground Floor 
(815) 921-2371 
RVC-DisabilityServices@rockvalleycollege.edu 
www.rockvalleycollege.edu/disabilityservices 
 
Additional Resources for Disability and Postsecondary Education: 
AHEAD (Association on Higher Education and Disability) 
www.ahead.org 
 
DAIS (Disability Access Information & Support) 
www.daisweb.com 
 
DO-IT 
University of Washington 
www.washington.edu/doit/ 
 
Postsecondary Education Network (PEPNet) 2 
www.pepnet.org 

http://www.ahead.org/
http://www.daisweb.com/
http://www.washington.edu/doit/
http://www.pepnet.org/


 Rock Valley College 2014-2015 Faculty Handbook     

 
50 

 

 

Reasonable Accommodations Guide 
OBLIGATION TO PROVIDE 
A faculty member is legally required under federal law (Americans with Disabilities Act (ADA) and  
Section 504), to provide a reasonable accommodation. As long as the reasonable accommodation does 
not lower or substantially modify the course/program's fundamental standards. A faculty member may 
deny a reasonable accommodation request, but only after first providing evidence to the DSS 
coordinator how the requested accommodation will fundamentally alter the nature of the course. 
Faculty should contact Disability Support Services to initiate the review process. 
 
COLLABORATION 
The provision of reasonable accommodations is a collaborative process in which the student, Disability 
Service staff, and faculty all play a role.  Disability Service staff determine which accommodations a 
student is entitled to.  However, it is the student’s responsibility to request accommodations, and to 
engage in dialogue with his/her instructors regarding their need for accommodation. Likewise, faculty 
have an obligation to provide reasonable accommodations and to ensure that the student has equal 
access to the course/program.   
 
STUDENTS RIGHTS 
Students at Rock Valley College have the right to: 
 

 Equal access to all educational opportunities offered at RVC. This includes services, programs, 
courses, activities, jobs and facilities. 

 Equal opportunity to learn and receive reasonable accommodations and services.  
 Confidential treatment of their educational records, in accord with FERPA regulations. 
 Information about services, programs and/or resources available in accessible formats (digital, 

large print, audio, Braille or electronic). 
 
INSTRUCTOR RIGHTS 
Instructors at Rock Valley College have the right to: 
 

 Maintain Rock Valley College’s academic standards; 
 Request that the student completes the accommodation process before providing the 

accommodation; 
 Ask the student to meet with you to discuss the student’s need for reasonable accommodations, 

academic adjustments, and/or auxiliary aids; 
 Consult with the student, Disability Service Staff, or the Dean of Students about the selection of 

equally effective and appropriate accommodations, adjustments, and/or auxiliary aids; 
 Deny a student’s request for an accommodation if the student has not been approved for such 

accommodation by the Disability Services Office (approved accommodations are communicated 
to instructors via the Student Accommodation form; 

 Discuss with the Disability Services office if you have concerns that an accommodation 
compromises the academic integrity or creates a fundamental alteration of the course and/or 
program. 

 
Refusal can be made only after consulting the Disability Support Services Coordinator. 
Consultation should begin with Disability Service Staff. 
 
DETERMINING FUNDAMENTAL ALTERATION OF A COURSE/PROGRAM 
There may be times that the student and/or Disability Support Services staff request an accommodation 
that you believe may potentially compromise the academic integrity or create a fundamental alteration 
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of the course and/or program. To determine whether an accommodation fundamentally alters the 
nature of a course, faculty should: 
 
1. Identify the essential academic standards of the course (i.e. course/program requirements that go to 
the very nature of the subject matter, or that are of the utmost importance in achieving the 
course/program objective); 
 
2. Articulate specific requirements that individual instructors believe are fundamental to teaching the 
course/program (takes academic freedom into consideration); 
 
3. Identify the unique qualities of the course/program in relation to its overall objectives and any 
program in which the course is required; 
 
4. Engage in "reasoned deliberation" as to whether modification of the course/program would change 
the fundamental academic standards; 
 
5. Determine whether there are any alternative options to the fundamental requirements of the course. 
(See questions to consider.) 
 
Determining Fundamental Alteration -- Questions to Consider 
 
 
 
 
 
 
 
 
 
 
 
 
The decision to deny an accommodation should not, however, be taken lightly. By answering the above 
questions and documenting the process, instructors can establish that they have thoroughly evaluated 
both the awarded accommodation and the course/ program objectives. It’s important to realize that 
failure to provide a reasonable accommodation to a student with a disability is a violation of law, putting 
in jeopardy, among other things, an institution’s receipt of federal financial assistance. However, 
disability laws also require that students with disabilities meet the “essential” “academic” and 
“technical” standards of the college. 
 
If you have any questions, or would like further clarification on any of the information provided here, 
please feel free to contact the Disability Services Coordinator and/or the Dean of Students: 
 
Lynn Shattuck     Lynn Perkins 
Disability Support Services Coordinator   Dean of Students 
Student Center, Ground Floor    Student Center, 2nd Floor 

(815) 921-2356      (815) 921-4268 
L.Shattuck@rockvalleycollege.edu                G.Perkins@rockvalleycollege.edu 
 

 

1. Why is the standard that the instructor believes will be lowered important to the course/program? 
 
2. Is the standard the better way (or only way) to achieve the desired academic objective? 
 
3. Will the requested accommodation lower academic standards of the course/program? If so, how? 
 
4. Can a different method/requirement that will not be altered by the accommodation achieve the desired 
academic/pedagogical result? 
 
5. If not, why not? 

mailto:L.Shattuck@rockvalleycollege.edu
mailto:G.Perkins@rockvalleycollege.edu
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RVC Policies and Procedures  
 

 
 

 

RVC’s administrative policies can be found online at  
http://www.rockvalleycollege.edu/About/upload/RVC_Administrative_Policy_Manual.pdf 
 
Additional relevant policies and procedures are located in the RVC Employee Handbook, 
available in the Human Resources area of The Quarry, located at  
https://quarry.rvc.cc.il.us 
 
Policies and procedures related to student interactions can be accessed via the Student Policy 
Index, located online at  
http://www.rockvalleycollege.edu/About/StudentPolicyIndex.cfm 
  

http://www.rockvalleycollege.edu/About/upload/RVC_Administrative_Policy_Manual.pdf
https://quarry.rvc.cc.il.us/
http://www.rockvalleycollege.edu/About/StudentPolicyIndex.cfm
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FERPA Basics 

The FERPA affords students certain rights with respect to their education records. They are: 

The right to inspect and review the student’s education records within 45 days of the day Rock Valley 
College’s Records & Registration office receives a request for access. Students should submit to the 
Records & Registration office written requests that identify the record(s) they wish to inspect. The 
college will make arrangements for access and notify the student of the time and place where the 
records may be inspected. If the records are not maintained by the college official to whom the request 
was submitted, that official shall advise the student of the correct official to whom the request should be 
addressed. 

The right to request the amendment of the student’s education records that the student believes is 
inaccurate or misleading. Students may ask Rock Valley College to amend a record that they believe is 
inaccurate or misleading. They should write the college official responsible for the record, clearly 
identify the part of the record they want changed, and specify why it is inaccurate or misleading. If Rock 
Valley College decides not to amend the record as requested by the student, the college will notify the 
student of the decision and advise the student of his or her right to a hearing regarding the request for 
amendment. Additional information regarding the hearing procedures will be provided to the student 
when notified of the right to a hearing. 

The right to consent to disclosures of personally identifiable information (not “Directory Information”) 
contained in the student’s education records, except to the extent that FERPA authorizes disclosure 
without consent. One exception which permits disclosure without consent is disclosure to school 
officials with legitimate educational interests. A school official is a person employed by the college in an 
administrative, supervisory, academic or research, or support staff position (including law enforcement 
unit personnel and health staff); a person or company with whom the college has contracted (such as an 
attorney, auditor, or collection agent); a person serving on the Board of Trustees; or a student serving on 
an official committee, such as a disciplinary or grievance committee, or assisting another school official 
in performing his or her task. A school official has a legitimate educational interest if the official needs to 
review an education record in order to fulfill his or her professional responsibility. 

The right to file a complaint with the U.S. Department of Education concerning alleged failures by Rock 
Valley College to comply with the requirements of FERPA. The name and address of the office that 
administers FERPA is: 

Family Policy Compliance Office 
U.S. Department of Education 
600 Independence Avenue, SW 
Washington, D.C. 20202-4605 

Notice of Public Student Information  

Rock Valley College has designated the following categories of student information as public or 
“directory information.”  

 Name, address, phone number, date and place of birth, and dates of attendance/enrollment 
status, and e-mail address. 

 Height and weight of athletic participants, and degrees or certificates received. 
 Such information may be disclosed by the college for any purpose at its discretion. However, the 

student may withhold disclosure by filling written notification with the college. 
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Information may be withheld by filling written notification in the Records & Registration office, located 
in the Student Center, prior to the tenth day of classes. Forms requesting the withholding of categories of 
“directory information” are available in the Records & Registration office, Student Center. 

Rock Valley College assumes that failure on the part of any student to specifically request the 
withholding of "Directory Information" indicates approval of disclosure. 

What are the basic rules?  
 
Student educational records are considered confidential and may not be released without the written 
consent of the student. 
 
As a faculty or staff member you have a responsibility to educational records in your possession.  
 
Some information is considered public (sometimes called “Directory Information”). This information can 
be released without the student’s written permission. However, the student may opt to consider this 
information confidential as well.  
 
Directory information is: name, address, e-mail address, phone, dates of attendance, degrees received, 
major program, height and weight of athletes, enrollment status, campus, school, college, division, class, 
standing, and awards. 
 
You have access to information only for legitimate use in completion of your responsibilities as a college 
employee. “Need to know” is the basic principle.  
If you are ever in doubt, do not release any information until you contact the Office of the Registrar at 
(815) 921-4267. 
 

 Do NOT at any time use a student’s entire social security number or student ID number in a 
public posting of grades.  

 
 Never link the name of a student with that student’s social security number or student ID 

number in any public manner. 
 

 Never circulate a printed class list with student name and social security numbers, student ID 
number, or grades as an attendance roaster.  
 

 Never discuss the progress of any student with anyone other than the student (including 
parents) without the consent of the student. 
 

 Never provide anyone with lists of students enrolled in your classes for any commercial purpose.  
 

 Never provide anyone with student schedules or assist anyone other than college employees in 
finding a student of campus. 
 

Frequently-Asked Questions 
 

1. If a student’s parent calls asking how a student is doing in class, can you give out that 
information?  

 
No, even though the person inquiring may be the student’s parent, FERPA recognizes students in 
secondary education as adults, regardless of age. Therefore, you cannot give out that grade or 
any other non-directory information.  
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You must assume that the student is an adult who is entitled to privacy, even from parents. 
Parents may assert their rights to the records if the student is dependent according to the tax 
code.  
 

2. You receive a call from a recruiting firm asking for names and addresses of students with a GPA 
of 3.0 or better. They say they have good job leads for these students. Can you help these 
students get jobs by giving out this information? 
 
No, while we all want to help students get good job, that request should be sent to the 
appropriate office.  
 
Do not give out student information that pertains to GPA to anyone without prior written 
consent of the student. In this case the request should be forwarded to the Office of the Registrar. 
ALL outside requests for any information such as Dean’s lists must be referred to the Office of 
the Registrar. Information about the recruiting firm could be provided to students through the 
Career Services department of the college. 
 

3. A person comes up to the Social Science and Humanities department with a letter containing a 
signature that gives consent to release the transcript of a student. Do you give the transcript to 
them? 
 
No, transcripts are only available through the Records & Registration Office (Office of the 
Registrar). 
 

4. You receive a phone call from the local police department indicating that they are trying to 
determine whether a particular student was in attendance on a specific day. Since they are in the 
middle of investigation, are you allowed to give them this information? 
 
No, the police should first be directed to the Office of the Registrar. Information about whether 
or not a student was enrolled in a particular semester is Directory Information, and can be 
obtained through the Office of the Registrar. If the police require more information, a subpoena 
may be required. 
 
Additionally, FERPA requires notification of the student, unless it is specifically stated in the 
subpoena that the student must not be notified.  
 

5. You get a frantic phone call from an individual who says that he is a student’s father and must get 
in touch with her immediately because of a family emergency. Can you tell him when and where 
her next class is today? 
 
No, for the safety of the student, you cannot tell another person where a student is at any time. 
Inform the caller they should contact the Office of the Registrar for more information. 
 

6. Is it wrong for professors to leave exams, paper, outside their office their offices for students to 
pick up?  
 
Yes, that is a violation of the privacy rule because it is inappropriate for student to have access to 
other students’ information.  
 
You cannot leave personally identifiable materials in a public place. 
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7. An unauthorized person retrieves information from a computer screen that was left unattended. 
Under FERPA, is the Institution responsible? 
 
Yes, information on a computer screen should be treated the same as printed reports. 
 
The medium in which the information is held is unimportant. No, information should be left 
accessible or unattended, including computer displays.  

 

University Religious Observances Act 
http://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=1076&ChapterID=18 
 
    (110 ILCS 110/1) (from Ch. 144, par. 2101)  
    Sec. 1. A public institution of higher education shall adopt a policy which reasonably accommodates 
the religious observance of individual students in regard to admissions, class attendance, and the 
scheduling of examinations and work requirements. This policy shall include a grievance procedure by 
which a student who believes that he or she has been unreasonably denied an educational benefit due to 
his or her religious belief or practices may seek redress. Such policy shall be made known to faculty and 
students annually by inclusion in the institution's handbook, manual or other similar document 
regularly provided to faculty and students. For the purposes of this Section (a) "public institution of 
higher education" means the University of Illinois, Southern Illinois University, Chicago State University, 
Eastern Illinois University, Governors State University, Illinois State University, Northeastern Illinois 
University, Northern Illinois University, Western Illinois University, the public community colleges of the 
State and any other public universities, colleges and community colleges now or hereafter established or 
authorized by the General Assembly; and (b) "religious observance" or "religious practice" includes all 
aspects of religious observance and practice, as well as belief.  
(Source: P.A. 89-4, eff. 1-1-96.)  
 
 
    (110 ILCS 110/1.5)  
    Sec. 1.5. Absence of student due to religious beliefs. 
    (a) In this Section, "institution of higher learning" has the meaning ascribed to that term in the Higher 
Education Student Assistance Act. 
    (b) Any student in an institution of higher learning, other than a religious or denominational 
institution of higher learning, who is unable, because of his or her religious beliefs, to attend classes or to 
participate in any examination, study, or work requirement on a particular day shall be excused from 
any such examination, study, or work requirement and shall be provided with an opportunity to make 
up the examination, study, or work requirement that he or she may have missed because of such 
absence on a particular day; provided that the student notifies the faculty member or instructor well in 
advance of any anticipated absence or a pending conflict between a scheduled class and the religious 
observance and provided that the make-up examination, study, or work does not create an unreasonable 
burden upon the institution. No fees of any kind shall be charged by the institution for making available 
to the student such an opportunity. No adverse or prejudicial effects shall result to any student because 
of his or her availing himself or herself of the provisions of this Section. 
    (c) A copy of this Section shall be published by each institution of higher learning in the catalog of the 
institution containing the list of available courses.  
(Source: P.A. 97-1038, eff. 1-1-13.) 
 

 
 

http://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=1076&ChapterID=18
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Request for CHE Approval 
Faculty      ID# 
Term: 
 
Non-teaching assignments will be according to the Collective Bargaining Agreement, Section 7.5.3 
as follows: 
CHE and/or stipends shall be granted for certain non-teaching assignments.  These assignments may 
include, but are not limited to, student activities (e.g., academic competition, intercollegiate athletics, 
speech team), curriculum-program development, Valley Forge, Employee Wellness program, PTK, FIGs, 
laboratory facility development, community projects, and faculty development projects.   CHEs shall be 
awarded to faculty for semester or year-long academic advisorships or other activities or assignments 
that may or may not have a predictable number of hours and an established budget. Academic 
advisorships have duties that may include attending regular meetings, recruiting students, community 
service projects, and/or travel to conventions. Examples of advisorships include but are not limited to 
student organizations such as PTK, the Valley Forge, and the literary magazine. Examples of other 
activities or assignments may include participation in a grant project, development of curriculum or 
facilities, technology work and training.     
 
A minimum of 1.0 CHE shall be awarded for 32 hours of work/semester and shall increase in 
increments of 0.5 CHE for each additional 16 hours.  Assignments of less than 32 hours shall receive no 
CHE. 
 
Faculty members must submit proposals to the appropriate Dean for requested CHE’s by the end 
of the 2nd week of the term in which service is to be rendered.  Exceptions to this deadline may 
be granted for specific projects or duties by the Dean. 
 
Proposals may be initiated by a faculty member, student activity, or administration and must include a 
definition of the project, anticipated outcomes, anticipated hours required, estimated completion date, 
and other costs associated with the project. 

 
Assignment Proposal for CHE____________________________________________________ 
 
1. Definition of Project: 

 
 

2. Anticipated Outcome: 
      
 

3. Anticipated Hours Required/CHEs requested:: 
 

 
4. Completion Date: 
 

 
5. Budgetary Impact (Additional Project Costs/Potential Revenue): 
 
 
Approval Signatures         __________________________________________________________________ 
 
Proposer:        ________ ______________ Date:   ________  
 
VP Human Resources:  ______________________________________________________ Date:  __________ 
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Dean:       ______________________________________ Date:     
 
VP in Academic Affairs:   ___________________________ ______________ Date:     
 
Provost/CAO:   ___________________  ______________________ Date:     
 
√ Copy sent to Faculty Association President    Date:  __________ 
 
 
Recommendation and Notification        _____________________________________________ 
 
 
Faculty Appointed:  ________________________________________  CHEs Granted:  _____________ 

 

Report of CHE Activities 
 

Faculty Non-teaching Assignment – Report of CHE Activities 
 

Faculty  Click here to enter text.  ID# Click here to enter text.    
 
Term: Fall  ☐  Spring   ☐  Summer   ☐ 
 
Faculty with non-teaching assignments must provide a report of the completed assignment 
according to the Collective Bargaining Agreement, Section 7.5.3 as follows: 
 
Upon completion of the project/assigned duties, the faculty member shall submit a report of the 
completed project/assigned duties by the first day of the following term.  Extensions must be approved 
by the appropriate dean. 
 
Assignment Report for CHE Activities____________________________________________ 
 
6. Definition of Project: 

 
 

7. Project Assignment/Duties Completed: 
 
 

8. Completion Date: 
 
 
9. Future Recommendations: 
 
 
Reviewed and Received_________________________________________________   
 
Dean:    ___________________________  Date:      
 
VP in Academic Affairs____________________________________  Date:      
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Provost/CAO:  ____________ ______________________ ___ _____   Date:      
 
VP Human Resources:  ___________________________________   Date:  __________________ 
 
Faculty Association President:      ____ Date:   ____ ________ 
 
 

First Tuesday Lecture Series Application 
I. INTRODUCTION 
The First Tuesday Lecture series showcases excellence in faculty scholarship and creative activity, 
providing an opportunity for faculty to present that scholarship to the college community and 
community-at-large.  The first lecture was given on October 6, 1981 by R. David Gustafson. 
 
A $250 stipend is awarded to First Tuesday Lecturers. 
 
II. ELIGIBILITY AND SELECTION CRITERIA 
Any tenured, tenure-track, or adjunct faculty member of Rock Valley College is eligible to submit a 
proposal for review by the Academic Affairs administration.  The proposed lecture should appeal to a 
wide audience from within and outside the College, including students, faculty, and community 
members. 
 
Selection of First Tuesday Lectures will be based on the following criteria: 
 

A. Proposed Topic—The proposed topic for the lecture must: 
 Be of interest to a variety of people and have broad appeal to those within and 

outside the College,  
 Be based on the presenter’s discipline or based on his/her academic research, 
 Contribute to the lecturer’s discipline, to the scholarly community, and/or to 

society. 
 
B. Presentation Potential—The applicant must be capable of producing and delivering a 

presentation that will engage the interest of a diverse audience. 
 
C. Scholarly Standing—The applicant must be sufficiently engaged in the proposed topic to be 

able to make an authoritative presentation.  Engagement in the topic will typically include 
ongoing and/or past research, curriculum/program development, or creative endeavor. 

 
III. APPLICATION PROCEDURES 
The Office of the Vice President of Academic Affairs will email a First Tuesday Faculty Lecture 
Application form to all full-time tenured and tenure-track faculty in January for the following academic 
year. 
 
All applications should be submitted to the office of the Provost & Chief Academic Officer by March 15th 
for the following academic year. 
 
IV. SELECTION PROCESS 

A. Academic Affairs administration, primarily the members of Deans’ Council, shall be 
responsible for reviewing applications for the First Tuesday Faculty Lecture Series. 
 

B. Preference will be given to first-time lecturers. 
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C. The Academic administration may consider lecturers from the community-at-large, as long as 
an RVC faculty member serves as a co-presenter.  The $250 stipend will be split between the 
two presenters. 

 
D. The office of the Provosts & Chief Academic Officer will notify all applicants of the 

recommendations by letter in July. 
 

 
E. The timeline is as follows: 

 
Call for applications - January 
Application deadline - March 15 
Faculty Professional Development Committee Review – April 
Deans’ Council Review - April 
Recommendations to CAO – May 
Letters to Applicants -   June 
 
 

V. PRESENTATION GUIDELINES 
 
The lecture presentations are designed to showcase scholarly/creative work, and to make both the 
nature of the work and its contributions to the community of scholars accessible to a wide audience.   
 

A. The presentation should communicate the lecturer’s work in a format that facilitates interest 
and understanding on the part of those who may not be familiar with the specific discipline. 

 
B. The lecturer should consider what presentation format(s) would be most effective in light of the 

audience and topic.  Presentation styles in addition to traditional lectures could include (but are 
not limited to) visuals, readings, posters, audio, and performances. 

 
C. The lecturer should plan a presentation of about 45 minutes, with a question and answer session 

to follow.   
 

APPLICATION 
 
Applicant’s Name:   __________________________________________________________ 
 
Applicant’s Department: ______________________________________________________ 
 
Proposed lecture title: _______________________________________________________    
           __________  
 
Brief description of lecture subject:   
________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________ 
 
Preferred date of presentation -1st choice: 
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OCTOBER  FEBRUARY  
  
NOVEMBER  MARCH  
  
DECEMBER  APRIL  
  
 MAY  
 
Preferred date of presentation - 2nd choice (circle one): 
 
 
 
OCTOBER  FEBRUARY  
  
NOVEMBER  MARCH  
  
DECEMBER  APRIL  
  
 MAY  
 
Preferred time of presentation (circle one):         NOON -or-  6:00 PM 
   
Preferred Venue (circle one): Student Center Atrium –or- Woodward Tech Center 
 
Please include this information in my introduction as a First Tuesday Faculty Lecturer, if 
selected: 
 
______________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________ 

 
 

Distance Learning Policy 
Mentoring steps for faculty will center on a pre-course development/pre-course planning guide that will 
provide a reasonably organized structure to be applied to online and hybrid courses.  (See the Peer 
Mentoring Rubric below.)  
 
The course assessment process for online courses will mirror that of courses taught face to face, in order 
to demonstrate student learning is comparable across all modalities (or delivery methods).  
 
The evaluation form will assist faculty and Deans in adhering to institution-wide standards, both to 
provide consistent quality and to provide a coherent framework for students who may enroll in both 
electronically offered and traditional on-campus courses. The importance of appropriate interaction 
(synchronous or asynchronous) between instructor and students and among students is reflected in the 
design of the evaluation. 
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*This Peer Mentoring Rubric was adapted from the Rubric for Online Instruction by California State 
University at Chico, which is licensed under a Creative Commons Attribution 3.0 United States License. 
http://creativecommons.org/licenses/by/3.0/us/ 
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Probationary Faculty Evaluation Directions 
Formation of the Peer Review Committee 
A specific Peer-Review Committee will be formed for each probationary faculty member. The committee 
will be formed by having: 
 
 Two committee members elected by tenured faculty in the division.  

 The third committee member will be chosen by the probationary faculty member who is 
undergoing review.  This tenured faculty should be from the same discipline as the probationary 
faculty, if possible. 

 The chair of the committee will be the member who is elected with the most votes. 
 
Responsibilities of the Peer Review Committee 
The Peer Review Committee is responsible for conducting an in-depth review of the probationary 
faculty member on an annual basis for the term of the probationary appointment.  The review includes 
the following: 
 
1. Annual meeting with the Dean (It is recommended that this meeting take place after the start of 

the academic year and before the end of the second week of the first term) 
 To clarify and confirm the committee members’, the probationary faculty members’, and the 

dean’s roles and responsibilities as well as the evaluation schedule, according to the CBA. 
 
2. Annual meeting with the Probationary Faculty Member  (It is recommended that this meeting 

take place after the start of the academic year and before the end of the second week of the first 
term) 
 Material may also be requested in writing from the probationary faculty being evaluated as it 

is needed for the process of performing review. 
 Required reports and due dates to include professional development report, curriculum 

portfolio, and student evaluations  
 Classroom visits and scheduled visits to include consultation 
 Committee meeting dates with the probationary faculty member including the final 

summative report and review to be completed by January 15. 
 

3. Advisory role to the Division’s Dean  
 

The Peer Review Committee is responsible for determining the effectiveness of the probationary 
faculty member in teaching and instruction, college service, professional development, and 
community service.  The Peer Review Committee conducts an in-depth review of the 
probationary faculty member’s activities that includes: 

 Reviewing all course syllabi and instructional materials. 
 Conducting at least two classroom visits each academic year (Over the three-year course 

of the peer-review process a minimum of six teaching environment visits will be made by 
each Peer-Review Committee member.)  

 Meeting with the faculty member after each classroom observation to provide 
constructive feedback and to share written copies of the classroom observation report 
(Appendix F, CBA, p. 63). 

 Reviewing the probationary faculty’s  
o Faculty Professional Development Report 
o Curriculum portfolio of selected representative course materials 
o Student Evaluations 

 Consulting with the probationary faculty member for the purpose of facilitating faculty in 
the teaching role and goal achievement. 
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 Consulting with the probationary faculty member to provide constructive feedback. 
 Writing an appraisal and sharing this with the probationary faculty member, identifying 

strengths and suggestions for improvement. 
 Provide, each year, a Peer-Review Committee Report that has identification of strengths 

and suggestions for improvement.  
 
4. Classroom Visits by Peer Review Committee 

 Classroom visitations are initiated following the first meeting of the Peer Review Committee and 
Dean with the probationary faculty member at the start of the year of review.  Classroom visits 
will be conducted as outlined in the Collective Bargaining Agreement as follows:  

 
 The Peer Review Committee shall schedule dates for classroom visits and give the 

probationary faculty member notice before classroom visitations. 
 Classroom visits should follow the schedule provided at the end of this document.  
 Classroom visits will be documented and included in the summative report following the 

format outlined in Appendix F. 
 Each member of the Peer Review Committee will meet with the faculty member after 

each visitation to informally discuss progress of the probationary faculty member. 
 Each member of the Peer Review Committee will prepare a formative/summative 

evaluation report for the Peer Review Committee following the schedule for the peer 
review.  

 The probationary/tenured faculty member may request additional classroom visits.   
 Classroom visits and evaluation may occur in the spring semester with mutual 

agreement of the Peer Review Committee, Dean, and faculty member.  
 

5. Final Report of the Peer Review Committee 
The Peer Review Committee is responsible for submitting a final annual report to the division’s 
Dean no later than January 15.  The final report of the Peer Review Committee includes: 
 

 Documentation of classroom visits. 
 Documentation of formative/summative evaluation process including effectiveness in 

teaching and instruction, college service, professional development, and community 
service.  For each of these areas both the strengths and areas that will benefit from 
improvement must be included in the report. 

 The Peer Review Committee summative evaluation report and recommendation 
regarding retention/tenure is submitted to the Dean and reviewed with the 
probationary/tenured faculty member no later than January 15.   

 This report will be submitted to the Dean. The third year, the report will provide a 
specific recommendation on tenure for the probationary faculty.   

 
Responsibilities of the Peer Review Committee Chair 
The committee chairperson will: 
 

 Call all committee meetings.  
 
 Create/maintain a collegial environment for committee function. 
 
 Inform the probationary faculty member immediately of all material that must be supplied to the 

committee.  
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 Keep the probationary faculty member, committee members, and Dean informed of the 
committee’s work-in-progress. 

 
 Oversee the function of the committee members through to successful completion of their 

responsibilities.  
 
 Prepare a draft-version of the Peer-Review Committee Annual Report and distribute it to the 

committee members for their input.  
 
 Complete a final-version Peer-Review Committee Annual Report and submit it to the Dean along 

with all supporting documents and materials. 
 
Responsibilities of the Probationary Faculty Being Reviewed 

 
The probationary faculty being peer-reviewed will: 
 

 Provide information to the committee as needed in the areas of instructional role, college 
service, development of area of expertise, and community service. 

 Work effectively with the Peer-Review Committee in helping them to complete the review 
process.  

 Read and sign each annual evaluation report written by the Dean.  (Note that the signature 
indicates the faculty member received and read the report, but does not necessarily agree with 
all of the contents.) 

 If necessary, may submit a written response to the Dean’s report. 

 

SCHEDULE FOR THE PEER-REVIEW PROCESS 

YEAR ONE  
 
The Peer-Review Committee will be elected and will meet with the probationary faculty being evaluated 
to discuss the process for review. 
 
Specific dates for teaching observations will be identified. 
 
All active Peer-Review Committees will have met with the Dean.  

Between the start of the fall semester and the end of the fall semester 
 
Teaching observations “ONE” and “TWO” (and follow-up meetings with probationary faculty member) 
must be made by each Peer-Review Committee member. 
 

By January 15 (of the probationary faculty member’s first full-time academic year) 
 
The Peer-Review Committee Report must be submitted to the Dean and shared with the probationary 
faculty member. 

 

YEAR TWO AND THREE 
Visit Three may be made during the spring semester of year one or the fall semester of year two.   
 
Visit Four must be made during the fall semester of year two. 
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Visit Five may be made during the spring semester of year two or the fall semester of year three.   
 
Visit Six must be made during the fall semester of year three. 
 

The Peer-Review Committee Report must be submitted to the Dean and shared with the 
probationary faculty member in each of the three probationary years. 

 
NOTE:  Any request for revision in this observation schedule must be communicated to the Dean and 
will be discussed by the Peer-Review Committee.  Additional visits may be scheduled at the request of 
the probationary faculty member, subject to the approval of the Dean. 

 

 

 

  

EAGLE: RVC’s Learning Management System  
 

 

 

 
Eagle is Rock Valley College's electronic learning management system. Instructors can post lessons, 
messages, assignments, quizzes, class notes, practice tests, podcasts, blogs, web pages, and whatever 
else is relevant to their classes. Eagle is powered by Instructure Canvas.  
 
http://eagle.rockvalleycollege.edu 
 
Log in with your normal RVC network ID and password. 
 

The Eagle Support Center is managed by the Academy for Teaching and Learning Excellence (ATLE).  

 
http://www.rockvalleycollege.edu/Academics/EAGLESupport.cfm 
 
Please be aware that in order for the college to be compliant with the Family Educational Rights 
and Privacy Act (FERPA), faculty should not send any grade information to students outside of 
the Eagle learning management system. All course correspondence that is related to a student’s 
grade or performance in the course must only be sent through Eagle. Faculty who do not comply 
with this could be putting themselves, and the college, at risk. 

 
  

http://eagle.rockvalleycollege.edu/
http://www.rockvalleycollege.edu/Academics/EAGLESupport.cfm
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Academic Council 
 
 
 
 
 

The Academic Council will report to and advise the CAO/Provost on matters pertaining to the College's 
academic policies and educational programs as related to admissions policies; degree requirements; 
addition, revision and deletion of academic programs; academic standards; criteria for and credentials 
of faculty; the formulation of policies and procedures for maintaining and improving the quality of 
academic programs; faculty concerns; student concerns; and other matters for which the Vice President 
of Academic Affairs wishes to seek advice from the Council. The Council will not address Faculty 
contractual issues. 
 
Academic Council includes faculty representatives and selected College administrators.  
 
Academic Council meets from 3:10-4:30 p.m., on the second Wednesday of each of September, October, 
November, February, and April.  

2013-2014 Academic Council Officers: 

Chair:   Mathew Oakes, 815-921-3305, M.Oakes@RockValleyCollege.edu 
Recorder: Paula Grueder (815) 921-4043, P.Grueder@RockValleyCollege.edu 
 
 
 

 

 

Rock Valley College  
Faculty Association (RVCFA)  

 

 

The Rock Valley College Faculty Association is the collective bargaining unit of RVC’s full-time faculty. Contact 
the RVCFA officers for more information, and for a copy of the faculty contract.  

RVCFA Officers 
(2014-2015 Academic Year) 

President: Michael Youngblood 
Vice President: Joe Etminan 
Secretary: Karen Courtney 
Treasurer: Dam Blumlo 
 
 

mailto:M.Oakes@RockValleyCollege.edu
mailto:P.Grueder@RockValleyCollege.edu
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Tenure 
The tenure policies and procedures are described in the RVC Faculty Association contract.  

 

Sabbatical Leave 
Administrative Rules of the ICCB – October 2008, Page 98: 
 
Section 1501.802 Sabbatical Leaves 
 
Any board of trustees’ policy providing for sabbatical leaves for its employees shall contain at the least the 
following provisions: 
 

a) A statement of purpose and/or objectives. 
 

b) A description of the types of leaves (e.g., professional development, project, exchange) that may be 
granted. 

 
c) A statement of employee eligibility. 

 
d) A procedure for making application. 

 
e) A listing of criteria utilized in evaluating applications. 

 
f) A procedure for selection. 

 
g) A statement of limitations concerning the granting of leave (e.g., how many employees in a given 

year and subject to what, if any, financial limitations). 
 

h) A schedule of compensation, if any, to be granted and for what period of time. 
 

i) A statement of employee obligations (e.g., reporting requirements, returning to work after the 
leave). 

 
j) Other conditions which the Board feels may affect the employee-employer relationship as a result 

of a leave being granted. 
 
 Please consult the RVC Faculty Association Contract for RVC’s Sabbatical Leave policies and procedures. 

 

Additional Information 
for Adjunct Faculty  
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Dear Adjunct Faculty, 
 
This section of the Faculty Handbook has been prepared to provide additional information 
for those of you who serve Rock Valley College as a member of the adjunct faculty.  If you 
haven’t already done so, please review the information preceding this section, as it will 
help you understand the various processes and procedures at the College and answer 
questions you may have. 
 
Your presence at the College is essential to the success of all of our students.  Thank you for all 
you do to guide our students toward their educational goals.  
 
Please feel free to contact me if there is anything I can do to assist you. 
Best regards, 

 
Mike Mastroianni 
President 
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Adjunct Faculty Contracts 
Each semester, adjunct faculty members will receive a contract at their home address.  This 
document must be signed and returned to Human Resources by the date provided in the 
accompanying letter. 

 

Voice Mail and Email 
Adjunct faculty members should speak with their academic chairs regarding telephone and/or 
voice mail options and RVC email accounts. 

 

 

Copy Machines, Mailboxes, Office Space, Office Hours 
Copy machines are located in or near the Faculty Support Offices (FSO) in each classroom building.  You 
must enter your department code in the machine before it will operate, so be sure to check with the FSO 
administrative assistant if you do not know the code.  The FSO will run copies for you with twenty-four 
hour advance notice. 
 
Adjunct faculty mailboxes are located in or near the Faculty Support Offices.  Please check with your 
academic chair for the specific location of your mailbox. 

 
Adjunct faculty have access to shared office space in all classroom buildings.  These areas have copy 
machines, computers, and telephones for adjunct faculty use.  Ask your academic chair for details.  

 
All adjunct faculty are required to hold regular weekly office hours. The minimum requirement is ten 
minutes for each credit hour. For example, an adjunct who teaches a  
3-credit course is required to hold at least 30 minutes of office hours per week. 
 
Be sure to include your office hours in your syllabus. 

 

Adjunct Faculty Institute 
 

 

Description 
The AFI is a comprehensive professional development program for part time instructors. The AFI is 
grounded in research-based pedagogy, convenient, accessible, and immediately applicable to the 
physical or digital classroom.  All coursework will be conducted on weekends, in the evenings, or via 
distance learning.  There is a minimum of thirty program hours, but instructors have discretion to 
develop their courses to best meet the needs of participants.  Such curriculum detail could entail 
blended delivery (face to face and online coursework) and multiple class sessions.  That is, instead of 
meeting for one three-hour block, the instructor may determine that three, one-hour classes would 
better fulfill the learning objectives. 
 
Program Goal 
The goal of the AFI is to provide Rock Valley College’s part time faculty with the tools and resources they 
need for teaching and learning excellence. 
 
Program Objectives 
Participants who successfully complete the AFI will be able to  

 apply adult learning principles, brain research, and instructional design models to their 
curricula; 
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 use classroom technology effectively; 
 manage the classroom environment, including student conduct; 
 employ proven assessment and evaluation techniques to enhance learning. 

 
Compensation 
After an adjunct faculty member successfully completes the AFI, certified by the ATLE coordinator, 
he/she will receive an additional $25.00 per credit hour for each class he/she teaches for RVC. 
 
For more information, contact Susan Busenbark, Vice President of Liberal Arts and Sciences, via email 
(S.Busenbark@RockValleyCollege.edu). 
 


