New Instructor FAQs

(Frequently Asked Questions/Things You Need to Know)
7/20/06
This is a general overview; each division may have their own variations on some of these procedures. Ask the administrative assistant, chairperson, or director in your area about details as they may apply to you.  

Getting Started

1. When do I get paid?  You may be paid either monthly or at end of semester.  Tell the administrative assistant in your division which option you prefer.  Also work out how and when you want to pick up your check with the administrative assistant.  We can hold it in the division office for you or send it in the mail. 

2. How much will I get paid?   Adjunct salaries vary according to the academic degree you hold and the contact hours of the class. Your lead instructor or chairperson will tell you how much you will be paid for each of your classes. This amount includes the out-of-class time spent for preparation, grading, and contact with students when needed, as well as contact hours in class. Hours for lab assistants and Student Success Center staff are paid at a different rate than instructional hours.
3. Where do I park?  Please go by the business office in Thompson Hall to pick up your parking permit on or by the first day of class. Once you receive your parking permit, you can park in any faculty-staff parking area, designated by signs and yellow lines. 

4. How do I get a college ID badge?  Adjunct instructor ID’s are made in the WCC Library in the Student Learning Resource Center (Bldg. #1, top floor).  Go to the library during registration or during the first few days of classes to have yours made. Please wear your ID when you are on campus. You can also use your ID to check out library materials (see #12).

5. Do I have an office?  Because we do not require that you hold office hours, we generally do not assign adjuncts an office. However, if you are teaching several classes and would like to hold office hours, tell the chair of your division, who will suggest possible spaces. You do need to tell students how to get in touch with you and put that information on your syllabus.

6. How do I get messages?  The administrative assistant will probably assign you a mailbox.  Messages from students and division information will be placed in that box. Please check it frequently. You will also get an e-mail address in Campus Cruiser. Please check your Cruiser email frequently and reply to students as quickly as possible. 
7. Do I write my own syllabus for each class?  You will usually be given a sample syllabus which you can use as a guide for creating your own. Course descriptions, prerequisites, texts, and objectives cannot be changed.  Assignments and class policies and procedures may usually be adapted to your preferences—consult with your lead instructor. We are in the process of getting all our course syllabi online using a standard template, so please work with your lead instructor or administrative assistant toward this goal. We recommend that you present very clear attendance, tardy, and late work policies in your syllabi and detail any consequences for students being absent or over-cutting in your class. There is a sample syllabus in this handbook based on the template for your reference. Once created in the template and saved, syllabi should be uploaded to the CampusCruiser page for your course(s) so that students can access it there. 
8. Can I change the textbooks or select additional ones?  Not usually. In most cases the texts are selected by full-time instructors and ordered in advance by the bookstore. If there is not a full time instructor in the discipline, you may be asked to choose a text. If you have comments or recommendations regarding textbooks, please give those to your lead instructor so they can be considered when the next opportunity to change a text arises.  

9. Can I get a grade book?  Ask the administrative assistant for one of the grade books that our print shop produces.  If you prefer to purchase or create your own, you may. You can also create an online grade book via CampusCruiser, which is an excellent option as it gives students access to their grade records. Please turn in all your grade sheets/records to your administrative assistant at the end of the semester.  

Conducting Classes 

10. Do I have to pass out a paper copy of my syllabus? Since students can get your syllabus from Cruiser, it is not necessary to pass out a paper copy in class. However, major items should still be reviewed on the first day and students should be directed to Cruiser to read the entire syllabus before the second day of class. If the equipment is available, it is recommended that you demonstrate how to access the syllabus and go over the key points using a digital projector. 

11. Can I dismiss classes early?  As a rule, you should keep your classes for the entire length of the designated class time.  Let the administrative assistant know if you have to change your schedule in any way. Evening classes should not skip breaks in order to leave early.  Frequent early dismissal of class may be considered in determining future employment.

12. What if I want to take the class somewhere?  If you take your class to the library or elsewhere, be sure to tell the administrative assistant in advance.  Security must be able to find you and your students in case of emergencies.  Any off campus meeting is considered a field trip. Information about field trips must be filed in advance with the Dean of Instruction; see the administrative assistant for a form.

13. Can I check out materials from the library?  Yes. When you get your ID card made, you will be able to use it to check out materials from the library. You can also place class materials on reserve if you care to. NCLive, a portal to NC libraries and research databases is available for instructor and student use. You are encouraged to make an appointment to learn more about the library resources available and how to use them. Call extension 6115.   

14. Do I have to take attendance?  Yes. You should take attendance at each class and record it carefully. Over the first few days of class, determine who is officially enrolled in the class and who is “NO EN” (not enrolled) because they have not paid tuition yet. You will eventually receive a form on which you must make notations showing the first day each student was officially enrolled in the class (i.e. paid) and whether he/she was present that and subsequent days through the 10% point of the class. At this time, students who have never attended class should be dropped as “no shows.” These are important records because they determine our funding. Please ask the administrative assistant for help and clarification until you are certain you understand. You will also need to be able to record the last day of attendance on drop forms and on grade sheets if students withdraw from your class.  Rosters need to be turned in at 10% point and at the end of the semester with grades.  

15. How will I be evaluated?  You will receive a set of student evaluations about midway through the semester, along with instructions for how they should be administered. It is imperative that students are given an opportunity to fill out the evaluations and that you leave the room while this is being done. You should receive the results of these evaluations the following semester; however, sometimes our scanning process breaks down and results are delayed.  You will probably also be observed in the classroom at least once per year by your lead instructor and/or the chair. The results of both of these evaluations will be used in determining future employment and in the allocation of the merit awards we can sometimes make.  

16. What if I have to miss a class?   You should call the lead instructor, chair/director, or administrative assistant as early as possible.  Do not settle for voice mail!  Keep calling until you reach one of those people.  Whenever possible, leave assignments and/or activities that might proceed in your absence (i.e. cover the class). You can use CampusCruiser to post assignments and handouts for students. A single class here and there may not need to be made up if the class was appropriately covered, but the time will need to be made up if your classes are simply canceled. When you return, you should fill out and sign a class coverage form, which the administrative assistant can give you. Confer with your lead instructor or chair to determine whether additional class sessions must be scheduled. Instructor absences will be considered in determining future employment.

Finishing the Semester
17. How do I turn in grades? A few days before the end of the semester you will receive a grade report form for each of your classes. It is a two-part form with perforated strips on the side. Grades are usually due to the administrative assistants on the work day after the last day of the semester by 1:00 PM. Fill in the grades for your students on the main part of the front page, tear the side strips off the form and remove the carbon sheet, then give the two larger grades sheets (the original and carbon) to your administrative assistant along with your final attendance rosters. Any instructor drops that are written in as W’s on the grade report should be accompanied by drop forms and the last day of attendance must be noted on the grade report and the drop form. We no longer post grades using the side strips of the form, so you may keep those for your own records or discard them. It is best to use the CampusCruiser grade book if you want your students to be able to see their final grades before grade reports are mailed; however, if you want to post grades for your students, you may not use social security numbers or names as identification and grades must be listed in a random sequence so that students cannot guess who received grades other than their own. 
18. Do I have to keep student work?  Yes, at least some of it.  Hold on to a few major assignments (final exams, portfolios, papers, etc).  You will need to turn those in with your grades, grade books and rosters. We need to keep enough representative graded material for each student to enable us to explain/justify a grade if we need to. We keep this material for about 3 years. It is best not to tell students to come back for these papers. Allow them to make copies in advance if necessary or appropriate.

19. Can I keep the textbooks?  Not usually.  We must ask for the textbooks and keys (if you received one) to be returned to us at the end of the semester, unless you are teaching the same course the following semester.  Check with your lead instructor or administrative assistant for special circumstances. 

20. How do I get my last pay check? Make arrangements with the administrative assistant in your area for how you want to receive the last check of the semester. It can be mailed to you or it can be held for you to pick up, if you can get here during regular business hours. 
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