LAKES REGION COMMUNITY COLLEGE
CLASSROOM/LAB MANAGEMENT POLICIES
General Attendance Policy

Attendance is one of the characteristics of a successful college student. Most failures, dropped courses, and poor grades are directly related to poor attendance. The College has designed a schedule of time for each course that is necessary for the average college student to complete the course. This time at the college, under the supervision of a professional educator, is very valuable for student success. Students who elect not to attend all scheduled classes or laboratory hours should notify and consult with the instructor for special instructions. The student should in all cases notify and consult with the instructor on all absences. In some cases students may be required to keep their own attendance records because their financial sponsor requires this for their own use in advising and recommending students to employers. The instructors will make every effort to accept advance notices of absences due to College events and/or emergencies. It is, however, ultimately the student’s responsibility to make arrangements for missed assignments, tests, lectures, deadlines, and other academic activities associated with the lack of attendance.

Attendance is strongly encouraged in class for several reasons:

1. There is a strong correlation between attending classes and academic success.

2. Material may be available in class that is not in the textbook.

3. Class time has been assigned to each student and that is their time to receive instructor assistance, which is important to the successful completion of the course requirements.

4. Much learning takes place between faculty and students during class. This time is also a chance for students to think, question, and clarify ideas and information.

5. Each individual is expected to make satisfactory progress in his/her classes. Students who are not making satisfactory progress should DROP the course. 

For the above reasons, regular attendance is essential to success at the College. 

Attendance  Record Keeping

The CCSNH colleges are not attendance taking institutions.  However, it is recommended that faculty keep a record of attendance for registration verification, never attended status, grade appeals, Administrative Failure, and a last date of attendance for financial aid or veterans benefits.  
SYLLABI/ BEGINNING OF TERM HANDOUTS
At the start of each semester every faculty member shall distribute a Syllabus containing such information as course number, title, credits, grading and attendance policy, and other specific instructions.  This procedure protects the instructor whenever a student mistakenly or intentionally implies that course and grading information were not distributed at the beginning of the course by the instructor.

Faculty members must submit their syllabi for all classes to their respective Department Chair each semester for approval.  Syllabi will be updated every year, and, once approved by the Chair, will be kept on file in the Academic Affairs Office.  All topics on the syllabus template must be included and updated each semester/year.  A sample can be found on the College web page at http://www.lrcc.edu under Academics>Faculty Resources>Forms. 
Classroom/Lab Safety

Students will be allowed to work in shops and labs in their free time or after classes at the discretion of the instructor. The instructor must be present whenever students are working in a lab environment.  Instructors shall be present in their classrooms/labs at all times classes are in session. They must be present whenever students are working in potentially dangerous learning activities such as working with chemicals or equipment that may cause personnel injury.

Field Trips

Faculty shall complete and submit a Field Trip Authorization form prior to any field trip.  The faculty member responsible for any field trip involving the absence of students from classes will, prior to the scheduled trip, coordinate the absence of students with other faculty.  Field Trip Authorization forms are located in the Academic Office or on the College web page at www.lrcc.edu under Academics>Faculty Resources>Forms.  

Final Exams

Faculty have the prerogative of administering a final exam for any of their courses.  If a final examination is part of the course assessment activities, the percentage of the final grade must be clearly stated on the course syllabus that is given to the students during the first class. 

GRADING

Academic Warnings (Student status reports)
Students performing poorly in a class may be given a Student Status Report by their instructors at any time during the semester.  This report will identify problem areas and will make recommendations for remediation.  The instructor will distribute copies of the report to the student, the student’s advisor, the Registrar’s Office, and the appropriate day or evening College Counselor.  This reporting system is intended to provide early intervention in order to improve the student’s potential for success in the class.  The Counselor will contact those students and offer to assist the students to address the issues preventing success in the class.  The College offers a multitude of support services free to all students to aid in academic success.  Student Status Report forms can be found in the Registrar’s Office or on the College web page at www.lrcc.edu under Academics>Faculty Resources>Forms.  

FINAL GRADE SUBMISSION
Grades will be submitted online via the Student Information System and are due 24-48 hours after the completion of the last day of the course.  The instructor is responsible for submitting one grade per student in each one of his/her classes.   
Upon retirement or resignation, the faculty member shall submit all rank books and relevant grading data for the last two years to the Academic Affairs Office for future reference.

Incomplete Course Grade

An incomplete is a temporary grade that may be given when a student, due to extraordinary circumstances such as a serious illness, death in the family, etc., has failed to complete a major course assignment by the end of the semester.  The faculty member and student will determine a completion plan, complete an Incomplete Contract outlining what is required to finish the coursework, and when it will be completed. The plan must be approved by the Vice President of Academic Affairs before the end of the semester and the contract filed with the Registrar’s Office.  If the Incomplete is not made up within the first three weeks of the subsequent semester, a grade of “F” will be automatically entered on the student’s record; this could change the student’s financial aid status and Veteran Benefits.  If the course cannot be completed, it is to the student’s advantage to DROP the course before the end of the drop period and retake it at a later date.    

The work must be completed by the student through formal arrangement with the instructor no later than:


· the end of the third week in the Spring semester for a grade issued in the Fall semester; 

· the end of the third week in the Fall semester for a grade issued in the Summer term;

· three weeks from the earliest start date of the Summer term for a grade issued in the Spring semester.


Should the student fail to complete the work within the designated period, the grade will automatically become an “F”.  Exceptions to the above deadlines may be made by the Vice President of Academic Affairs.
“I” grades will not be included in the computation of Grade Point Average.  An “I” grade may affect a student’s financial aid.  Students should contact the Financial Aid office on their campus for further information.  

FACULTY SCHEDULE AND OFFICE HOURS
A master faculty schedule is available in the Academic Affairs Office and in the Main Office.  The Vice President of Academic Affairs or designee will have jurisdiction for planning and preparing day schedules and room assignments.  No changes may be made in a schedule or room assignment without prior consent of the Vice President of Academic Affairs or designee.
Day classes are generally scheduled in a timeframe between 8:00 a.m. to 4:00 p.m.  Teaching schedules may reflect a longer timeframe in late afternoon and evenings because of enrollment, educational needs, scheduling, and when room analysis dictates such utilization is in the best interest of the students and the College.

Additionally, all instructors must publicize five hours per the faculty contract agreement for student conferences and/or office hours.  The designated office or conference times shall be published on all course syllabi and posted in a conspicuous place in each instructor’s office area, and students should be notified of their location.  The Vice President of Academic Affairs shall be given a copy of each instructor’s schedule and office hours prior to the start of each academic term.  A template for schedule and office hours may be found on the College web page at www.lrcc.edu under Academics.

ASSIGNMENT OF THE WORKPLACE
Faculty members will not need to request a reassignment of the workplace during hours in which they do not have classes, scheduled office hours, department or committee meetings, workshops, or other required professional activity.  Faculty are expected to be on campus for the amount of time necessary to complete instructional assignments and administrative activities.

CANCELLATION POLICY
The College President or his/her designee has the authority to cancel classes and close the College to students due to inclement weather, however, at such times faculty and staff are still required to report to work and perform their assigned work duties.  Because faculty have the right to perform their assigned duties off campus, they may perform these duties at home during school closures provided it is pre-approved by their department chair or the Vice President for Academic Affairs.

The Vice President for Academic Affairs will take responsibility for blanket approval for faculty, which would preclude the necessity of individual approval from each department chair.  Faculty have the same work at home responsibility on a snow day as a non teaching day, and need to be available for phone calls from the College.  

School cancellation is published on WMUR Channel 9 and a number of radio stations (WLNH, WEMJ, WLKZ, WGIR, WBYY, WOKQ).  

SEMESTER HOUR GUIDELINES
A semester is defined as a minimum of sixteen weeks or its equivalent, including final exams.  A semester credit hour represents either (a) one hour of classroom work or (b) two to three hours of laboratory, shop, or clinical experience per week for each week of the semester.

In certain instances of clinical or laboratory instruction in which substantial amounts of repetitive work or study are involved, the ratio of three hours to one semester hour may be adjusted to four hours to one semester hour.  One instructional hour is defined as fifty minutes, except in clinical areas where it is one clock hour.

SUPPLIES

When requesting supplies such as pencils, paper clips, tape, pens, or items that are in-stock in Stock Control, a Supply Request form should be completed and forwarded to Stock Control.  These items are not charged to the individual department budget.  In requesting large quantities of such items for your department or area only, completion of an In-House Requisition is required.  See Stock Control for details.  Supply Request forms are available on the College web page at www.lrcc.edu under Academics>Faculty Resources>Forms.
TEXTBOOKS
Faculty, in conjunction with their department chairs, have full discretion for textbook selection for their courses.  After the choice has been made, a textbook selection form will be completed and forwarded to the bookstore representative for timely ordering.  

Publishers often supply complimentary/desk copies of textbooks.  Please see the bookstore manager for contact information or to obtain textbook/supply order forms.

aUDIO VISUAL EQUIPMENT
Equipment is assigned to rooms/departments, therefore, if you borrow any particular item it needs to be returned as soon as possible.  If equipment is broken or lamps burned out, please let the librarian know immediately so that it can be repaired.  Available equipment includes the following:
· Opaque and overhead projectors

· Slide projectors

· Tape recorders

· Filmstrip projectors (roll & cartridges)

· Videocassette recorders

· Movie projectors

· Movie screens

· Close circuit TV

· TV monitors/VCR/DVD/CD

· Video tape equipment including camcorder
· Digital projectors

· Video conference

ADMINISTRATOR’S EVALUATION AND SUMMARY OF CLASS OBSERVATIONS

All faculty will be evaluated on at least an annual basis by their department chair. The purpose of the evaluation is to provide continuous improvement and assessment of instruction.  Classroom visits, review of instructional materials, and student evaluations should all be included in the process.  

FACULTY EVALUATION BY STUDENT
Each semester students shall be offered the opportunity to conduct a course/faculty evaluation.  This is done in an effort to continuously improve the quality of instruction at the College, and to give students the opportunity to comment on their experience in the class. The evaluations will be conducted during the last week of classes for that semester. Under no circumstance is a faculty member to collect the forms themselves. The evaluation forms will be collected in an envelope and returned by a student to the Academic Affair’s Office.  A sample can be found on the College web page under Academics>Faculty Resources>Forms. 
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