Checklist for Preparations for Instructional  Affairs

Fall 06 Semester  
Instructional Coordinators and Divisions Chairs please work with faculty and others to plan, assign, complete and follow up on these preparations and requirements for conducting classes. 

1.  Schedule of Classes 
Proposed schedule is submitted and cleared with Director of Academic Programs/VPIA Office in advance of beginning of the semester. 

Additional courses added to the previously submitted schedule must be cleared by VPIA office prior to enrolling students and beginning instruction. 

2. Qualified Faculty Available and Approved 

All part time faculty need to be approved at least two weeks before first day of instruction.

Orientation for new full and part time faculty conducted before classes begin


.
Provided campus orientation to facilities, resources, library, etc. 



Assigned on campus mailbox



Current e-mail address on file


Current phone and mail contact information on file. 

3. Up to date Course Outlines Available 
Made available to faculty at least two weeks in advance of first day of instruction. 
Checked for required text and resources needed for the course.
Required text provided to faculty member in advance to prepare syllabus, etc. 
4. Course Syllabus Prepared and Approved Before Instruction Begins 
Prepare in advance of actual start of classes

Submit to Division Chair or Instructional Coordinator for review and forwarding to VPIA Office
Distributed to students first day of instruction. 

5. Textbooks Available
Approved textbooks are required in order to conduct courses and offer the class.

Copy must be available for instructor

Copies must be available for all students 
Have back up plan ready incase Textbooks orderd are not delivered when class start class.
Curriculum Committee and VPIA must approve alternative materials used in place of the required textbook/materials
6. Required teaching support materials/resources are available 
(per course outline)
Globes, maps, science supplies and equipment 

ESS supplies & equipment – nets, balls, body fat weight scales, stethoscope, blood pressure monitors available for ESS 
7. Teaching and Office Supplies – 

Purchased and available/distributed to faculty before classes begin   
( Permanent and white board markers, pens, chart paper, poster paper, folders, copy paper, tape, paper clips/binders, overheads transparencies, other basic office supplies, etc.) 
8. Classroom set up/ready for instruction—


white board, bulletin boards, 
lab tables, etc in place


adequate desks/chairs/stools

Special equipment storage available as needed 

Power supply and lights working

Ventilation good.

Clean walls, floors, windows

8. Copying equipment/machines for instructional use are in working order.

9.  A/V Multi media equipment available on campus
 multi media projectors & laptop
 tv/vcr/dvd players

audio tape/dvd player 
available and in working order

accessible to faculty without undue constraints 

all full and part time faculties are aware of procedures for reserving and using 
10. Supplemental Resources 

Posters, charts, models, diagrams, are available to support teaching of health, science, social science, etc. 
Video/CD/DVD’s are available in divisions or library to support teaching of health, science, social science, etc. 

11. Faculty is aware of available and new learning and teaching resources 
Library and Media staff update faculty on new materials/resources during faculty workshop week 
Library staff and Media staff prepare and distribute handouts/listings of new materials and resources. Library and Media staffs provide new faculty orientation to facilities, resources, policies and procedures.  

12. Faculty office space and computer with Internet Access 

Every full  time faculty has one computer with Internet access available.
All full time faculty has his/her own desk and office space. 
Part time faculty members have access to computer with internet access and printing capacity

Part time faculty have some assigned desk/office space on campus at their disposal. 
13. Instructional Handbooks --Available and Distribute to all Full and Part time faculty


Catalog & addendum, Curriculum Handbook, Faculty Handbook, Advisement Handbook

14. Faculty Semester Workload Reporting Form  

Completed and approved by Chairs and Instructional Coordinator.  Include course load and other assignments such as chair responsibilities, committee assignments, special projects, advisee load, office hours, etc. 

15. Divisions Chair and Instructional Coordinator are  informed of/approves in advance  faculty plans and requests  to participate  in conferences, workshops, etc on island or off island during the semester that will require the faculty to miss and make up teaching days.  Chairs/Instructional Coordinator will inform VPIA office in advance. 
