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Introduction

Welcome to Lake Washington Institute of Technology! You are joining a dedicated faculty who
are committed to providing our students an excellent educational experience leading to their
career of choice. Students have access to a wide range of academic, technical, professional,
industrial, manufacturing and transportation courses and programs.

As You Get Started

This handbook is designed to provide you with useful information (see Getting Started section)
as you begin teaching, and information about working as an LWTech professional that you need
to know:

Teaching Basics

Grading

Support Resources

Emergency Info

Legal Responsibilities & Procedures

Information on Professional-Technical Certification

O O0OO0OO0OO0Oo

We expect that there will be questions beyond the scope of this publication. The instructional
office and departments around the campus will gladly provide you with support!

Separately from this Faculty handbook, be sure to check out:

0 New Faculty Checklist — Planning for Success (opens in Google Docs) for immediately
applicable resources to get you started teaching at LWTech!

LWTech’s Mission — To prepare students for today’s careers and tomorrow’s opportunities.


https://docs.google.com/document/d/1xyQ4zlyZp0KsFg2PTEp1YyzSHK71K0EGTt9ET-5HrmQ/edit?usp=sharing

Syllabus Requirements

Syllabus as a Guide for Students

Before the first day of class, you will need to prepare a syllabus and, as an LWTech
requirement, post it to Canvas. A syllabus is a guide to let your students know about your
methods for delivering the course objectives, as well as the course policies and procedures.

The syllabus gives your students a clear path so they know what is expected of them to meet
the course objectives to achieve success.

Acquire Syllabus Template

On the following page you will see images of the required LWTech syllabus. Individual programs
may have additional guidelines. For more information in planning your lessons, assessments,
and course, please see the Teaching Basics section of this handbook.

Download a Syllabus Template that you can fill in, from Yammer in the Instruction Division
group.

— Please review the list of student resources on the syllabus template so that you can help
your students navigate their learning paths.

— If you acquired a previous instructor’s syllabus, be sure to transfer pertinent info into
the Syllabus template provided in link above to ensure all resources and links are up to
date.

Required Access to Syllabus
Once you complete your syllabus:
1. Email a copy to the Administrative Assistant of your department.

2. Upload your syllabus to your Canvas course*. See the eLearning Center in T315 on how
or contact elearning@Iwtech.edu.

*It is a requirement (as of Fall 2017) to have your class syllabus posted in the Syllabus
tab of Canvas.


https://www.yammer.com/lwtech.edu/#/files/53126297
https://www.yammer.com/lwtech.edu/#/threads/inGroup?type=in_group&feedId=6479878&view=all
http://www.lwtech.edu/campus-life/e-learning/
mailto:elearning@lwtech.edu?subject=Help%20with%20Uploading%20Syllabus%20to%20Canvas

You may download a Syllabus Template here from Yammer. (Requires logging into Yammer
which is the same login as your LWTech email or Canvas login.)

Image of Required Syllabus - page 1

NAME OF COURSE
Syllabus
Quarter Year
Lake Washington Institute of Technology
Course ID: Credits:
Class Time: Class Location:
Instructor Office Hours:
Name:
Phone: Location:
E-Mail Address: Web Resource: | http://lwtech.instructure.com

COURSE DESCRIPTION
Description of the course [verbatim from the latest approved course outling).

PREREQUISITE(S):
Course(s) completed before entering this course.

COREQUISITE [s):
Courses that must be taken concurrenthy with this course.

STUDENT OUTCOMES/COMPETENCIES
{Verbatim from latest approved course outline)

METHOD OF INSTRUCTION

Paoragraph description indicating lecture, enhanced lecture, lab, group discussion or other primary form of
instruction—roughly how the course described will be presented. If using web page or online learning
management system, describe necessary elements students need to be successful using this teaching strategy.

TEXTBOOK(S) AND REQUIRED TOOLS / SUPPLIES /MATERIALS
Textbook (required): Title, Author, and ISBN

Textbook (recommended): Title, Author, and ISBN

Supplies and/or tools

GRADING
1. Clarify whether you will use a percentage or a point system. Next explain percentage(s) or point(s) and
equivalent grade point.
2. Explain the weighting of course components
3. Explain each component
a. (e.g., exercises/projects), weight
b. (e.g., quizzes), weight
t. (e.g., tests), weight
d. (e.g., final project), weight

Or, in competency-based courses, explain the level at which each competency must be mastered in order to
complete the course.



https://www.yammer.com/lwtech.edu/#/files/53126297
https://www.yammer.com/lwtech.edu/#/files/53126297
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If you use words like “effort,” “improvement,” and “participation” in your grading, explain how points or
percentage will be earned. For example: If a student is not in class, they cannot participate. Develop
rubric/checklist which identifies each competency level.

Active Parficipation and Cooperation {example)

Students are expected to participate independently and cooperatively within groups. If a student disrupts the
learning environment or does not participate cooperatively within a group, he/she will receive a reduction in
participation points. If a student does not attend class or is late to class, he/she will receive a reduction in
participation points.

Give the date of the last day to withdraw from the course.
A minimum grade of 2.0 is required for technical courses, general education requirements, progression in a

sequence of classes, to satisfy a prerequisite, and graduation requirements. Provide grading scale for
students—example below (please check with your department to see if they use this or another scale):

GPA Points GPA Paints
4.0 950-1000 3.2 870-879
3.5 940-849 3.1 860-8659
3.8 930-839 3.0 850-853
3.7 920-929 2.9 840-849
3.6 910-819 2.8 §30-833
3.5 S00-909 2.7 820-829
3.4 890-839 2.6 §10-813
3.3 880-889 2.5 S00-803
2.4 790-799 2.0 750-7559
2.3 780-7839 1.5-1.9 FO0-743
2.2 770-779 1.0-1.4 a50-699
2.1 760-769 0.0 0-643

Provide students with Grading Sheet listing items to be graded and an explanation on how to compute their
grade point at any time during the quarter.

COURSE POLICIES AND PROCEDURES

Homework, exam,/test make-ups, late work and outside study time

Students should expect a minimum of 2 hours of homework per credit per week.

Example: Students who miss class meetings are still responsible for lecture material covered, handouts, and
gnnouncements. it is a good idea to contact a class member for additional instructions and/or assignments
given in class. Students are encouraged to make an appointment with the instructor or meet during office
hours for any further clarification.

Attendance, participation, and tardiness
Example: Students are allowed 3 unexcused absences. Points will be deducted for additional absences.
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Academic Integrity
Example: Students are expected to follow the college student conduct code, WAC 4350-120, which prohibits
cheating and plagiarism. See the Student Handbook for more details on the code.

Computer use, phone, texting, etc.

o Cell Phones, iPods, texting, and Pagers: Use of cell phones, audible pagers or texting is not allowed inside
the classroom.

o Computer Use: Users are limited to applications listed on screen menus. They are not allowed to play
games, use chat rooms, or use e-mail unless part of instruction. They are not allowed to install programs,
alter system configurations, defaults, system settings, system files, program files, data files, desktop
configuration.

ClassfLab Procedures (iff applicable)

o Work orders must be written, completed, and signed by the instructor before work begins.

o Appropriate footwear providing protection against chemical spill or drop hazards is required. Work shoes
are encouraged.

o Itis expected that you will respect the rights and dignity of classmates, faculty, and all others on campus at
all times. This includes doing your part to create a safe, distraction-free, and collaborative learning
environment. Homophobic, racist, sexist, and other demeaning language and/or actions are not permitted.

Safety Rules

If coursework is inherently dangerous, safety instructions and tests are required before any equipment may be
used. Safety rules should be listed in the syllabus or in an attachment to it. Safety rules must also be posted,
and safety tests taken by students must be kept until the students have completad or otherwise left the
program. Safety content taught must also be listed in syllabus under Course Topics.

Equal Opportunity Information

Lake Washington Institute of Technology is an equal opportunity college and is committed to principles of
diversity. The college accepts students without regard to race, color, religion, national origin, gender, sexual
orientation, age, marital status, disability, or status as a disabled veteran or Vietnam-era veteran.

Campus Security

Your safety and security are taken seriously at the college. The campus hires security personnel and off-duty
police officers. All incidents of confirmed or suspected crimes are reported. If you require assistance or would
like to report an incident, please dial 425-739-8224.

SUPPORT SERVICES FOR LEARNING

Disahility Services, West Building, W207

If you have a physical, psychological, medical, or learning disability that may impact your course work, please
contact the Dizability Support Services office. You may request accommadations and apply for services
through DSS Online: https://cascade.accessiblelearning.com/LWTech/ApplicationStudent.aspx

They will coordinate reasonable accommeodations for students with documented disabilities. All information
and documentation is confidential. DSS is located in W207 in person, by phone 425-735-8300, or by email
dssinfo@lwtech.edu. For additional information please refer to http://www.lwtech.edu/campus-life/disability-
support/



https://www.yammer.com/lwtech.edu/#/files/53126297
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Computer Lab - Located in the Library. Hours and available computer programs are posted at the entrance.
The Computer Lab is also a Quiet Zone for individual study sessions,

Tutoring - Drop-In tutoring is available for all students in The Learning Lab in E214. Subjects include English,
math, science, humanities, and social science, as well as some program areas. Stop by to see a full schedule by
subject, to meet with a tutor, to use a computer or the interactive SmartBoard, or to work on study skills
development.

Supplemental Instruction Center - Students who are in need of additional instruction in writing or math can
visit T217 (inside the library) to seek assistance from LWTech English and math instructors. Hours vary by

quarter and are posted at the entrance.

Bookstore: http://www.hwtech.eduf/campus-life/bookstore/

Library-Learning Commons: hitp://www.lwtech.edu/campus-life/library/

EMERGENCY INFORMATION

* Evacuation procedures—posted in each classroom

+ School closures — Please check http:/fwww lwtech edufabout/campus-safety/emergency-communications/
in case of inclement weather
Campus Security Phone: 425-739-8224, Room E145
IF YOU SEE SOMETHING, SAY SOMETHING: In support of the college safety plan, the Campus
Assessment, Response, and Evaluation (CARE) team uses collaboration, information collection, risk
assessment, and intervention to create a safe campus community. Based upon reports of student
behavior, the CARE team plans preventive strategies and interventions to assist students, faculty, and
staff in supporting students who may be at risk. Please use our online reporting form to contact us.

My signature below indicates that | have read and understand this syllabus and have been given a copy of my
own to keep.

Student Signature
Quarter

Date

10



Getting a Roster

Using Instructor Briefcase

Instructor Briefcase is a web application that allows faculty access to class rosters and submit
final course grades over the internet. You need your Instructor ID and Personal Identification
Number (PIN) to access this site.

Note: HR sends new faculty their ID and PIN (in separate emails) to your personal email
after they are created. This happens after all required hire paperwork is submitted and
complete.

Video How-To Using Instructor Briefcase
Watch this video to see how to access class rosters on IBC.

Opening Instructor Briefcase
1. Go to the main LWTech college website.
2. Click Faculty & Staff and select Instructor Briefcase.

Tl
Open Instructor
Briefcase

Instructor 1D:

Employee PIN:

Quarter: Winter2015  «

Cpen

3. Inthe Instructor ID field, type your instructor ID. (9-digits)
4. In the Employee PIN field, type your employee PIN. (6-digits)

e Note: If you make an error typing your ID or PIN, the error message is not specific about which
entry was incorrect. This is a security feature. You must return to the Open Instructor Briefcase
form again and re-enter both the instructor ID and employee PIN.

Select the quarter from the drop-down list.

Click the Open button.

To see a roster or grade roster, click any underlined item numbers or page numbers.
A red check appears after any course for which you have already submitted a grade
roster.

© N WU

Briefcase Contents

Grade Rosters
Fall 1998

3982 ANTH 102 v
3983 ANTH 102 «
3989 ANTH 104

11


https://mix.office.com/watch/1ebdzv9h6ggnx
http://www.lwtech.edu/

Navigating Instructor Briefcase

If you want to stay in Instructor Briefcase, you must only use the navigation buttons labeled
“Show Briefcase Contents” and “Hide Briefcase Contents.”

It is recommended that you do not use the Back, Forward, or Reload buttons provided by the
browser. Using any of these buttons may cause your briefcase to close. If you accidentally use
one of these buttons, use the Open Instructor Briefcase form to re-open the briefcase.

12



Room Keys

All classrooms must be locked in the absence of faculty or staff. Please contact your division’s
Administrative Assistant who will submit a request to the Safety and Security office on your
behalf for keys to your classrooms. You will get an email from Safety and Security letting you
know when you can pick up your key in room E145. Security only accepts requests from the
division Administrative Assistants. Work study students are not eligible to have keys. If you
need to be admitted to a room you do not have a key for, contact a security guard (room E145
or ext 8224) or custodian for assistance.

College Calendar

Use the college academic calendar in determining course calendar, which is one of the main
elements of the syllabus. Include holidays, advising days, and quarter start and finish dates on
course calendar. Inform students it is their responsibility to drop a class and give students the
last date (during the 8th week) of the quarter to withdraw from classes without penalty. The
electronic version of this form is available on the Essential Forms page. Notify students of
Advising Day and the first day of registration for the next quarter on the course calendar.

Copy Machine Code

Copy code for the copiers can be obtained from your Dean’s Administrative Assistant. You can
utilize the copy machines in designated work areas such as the Staff Work Room (E112) (Your
classroom key will open the E112 door.) For larger copying requests, an alternate copying
option is available.

Name Badge

It is a requirement to wear employee name badges. These can be acquired in the West Building,
2" floor at the Information counter. They will need to know your employee SID number, and a
proof of ID. They will take your picture and will have your identification card ready within
minutes. (Your name badge can also work in lieu of your copy machine code at the copiers by
waving it over the sensors.)

E-mail

All adjunct faculty are required to use a college e-mail address. An e-mail account is necessary
to provide students and the Dean with a reliable method of communicating with faculty. Once
Human Resources has entered you into the college system, Information Technology Services

will be alerted and an email account will be made within 1-2 business day.

Passwords can be changed by logging into myLWTech.

13


http://www.lwtech.edu/academics/academic-calendar/
https://my.lwtech.edu/

Textbooks

Most departments have adopted a particular textbook and it has been ordered 6 weeks before
the quarter starts. Ask the Dean’s Assistant for the name and publisher of the textbook. Contact
the publisher of the textbook to obtain a free instructor or desk copy. Publishers’ phone
numbers are available from the bookstore or you can usually order a desk copy on-line. The
number for the bookstore is 425-739-8108.

Contact the bookstore manager on how to place your book and supply orders online so that
they will be available in the bookstore for your students.

Online Course Components - Canvas

The Learning Management System (LMS) that LWTech uses is called Canvas.

You are required to place your course syllabus in your Canvas course. You are able to place
other course components (schedules, lecture notes, PowerPoints, etc.) in Canvas as well. The
elLearning staff are available to support your learning/use of Canvas. If you are teaching online
contact the elLearning staff for support. The elLearning staff provides trainings on: basic use of
Canvas, Quality Standards for online teaching, eLearning course design, and a variety of other
topics. They also provide one-on-one tutoring for instructors just getting started or needing
more advanced help on a specific topic. The eLearning Staff are located in T315. Please contact
elearning@Iwtech.edu for more information.

Global Outcomes

Beginning in 2003 the college examined its students, programs and curriculum and determined
five Global Outcomes skills that all students graduating from LWTech should have to be
successful in our changing environment.

The college faculty determined Critical Thinking, Communication, Teamwork, Intercultural
Appreciation, and Technical and Information Literacy to be critical life skills needed by today’s
graduates.

Each of the five global outcomes was defined. Instructors determined where in their curricula
the outcomes were naturally being taught, created or refined current classroom level
assessments to assess each of the global outcomes, and applied a college developed rubric for
assessment purposes. The college decided to start assessing the Global Outcome of Critical
Thinking as a pilot in 2007; we have since begun assessing each global outcome.

As an instructor you are responsible for teaching and assessing a particular Global Outcome in
any course that has been identified as naturally aligning with that outcome. Please consult Sally
Heilstedt, Associate Dean of Engagement & Learning to find out if your course requires to have
Global Outcome assessment at (425) 739-8233 or sally.heilstedt@Iwtech.edu.
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If your course is listed there you will need to follow the course best practices below to assess
your specified Global Outcome. You will need to apply the college developed rubric against
your assignment and tally the student’s results. For definitions of the Global Outcomes, rubrics,
reporting forms, and examples of assessments please consult the website.

Every quarter the Director of Educational Assessment selects a cross-section of faculty to hand
in their assignment, tally sheet, and “closing the loop” narrative detailing how they will change
their instruction, course format etc. to improve student learning of the specified global
outcome. The Director will contact you at the start of the quarter if you have been selected and
send a reminder at the end of the quarter for you to hand in your results.

Course Best Practices for Teaching and Assessing a Global Outcome:

Pw

Instructor examines the college definition and rubric to be used and plans the course
with the Global Outcome skill embedded throughout.

Instructor uses a calendar to plan out when and how Global Outcomes info will be
introduced, practiced, and assessed.

Instructor introduces global in the syllabus.

Instructor hands out and explains the rubric.

Instructor gives the students chances to practice the global outcome skills and gives
them feedback on how well they are doing so they can improve their performance
and learning

Instructor chooses one assignment later in the quarter to tally and report results.
This would preferably be a graded assignment.

Instructor reviews rubric for areas where learning can be improved, then re-
examines entire course curriculum to find where students can be assisted in better
learning the Global Outcome and fills out the assessment packet if they have been
selected and contacted by the Director this quarter to do so.

If you have more questions Sally Heilstedt can help: Sally.Heilstedt@|wtech.edu, ext. 8233.
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Planning for Learning

Students prefer a roadmap of content that explains what they will learn, why it is important,
and how it directly impacts their learning goals. Clear expectations and outcomes are
invaluable.

0 For each session identify a reasonable number (2-7) of the most important concepts
and/or processes students need to remember.

O Build into the lesson plan a balance of content, time to process, and/or reflect on the
content. In order to make transitions between topics, draw relationships between new
learning and previous learned material.

0 When designing the blocks of content and tasks for the class, structure these blocks so
they flow smoothly from topic to topic and from the simple to more complex.

0 Take into consideration all types of learning styles, use of different teaching strategies,
and use of other strategies to meet the needs of other differences in the class.

0 Design visual, audio, and/or practical materials to meet various learning styles.

0 Make all supplementary materials readily accessible.

0 Design a variety of activities so students encounter important information more than
once.

0 Design clear, concise, and relevant assignments with assessment criteria as part of the
assignment.

Providing a Safe Environment

Model appropriate behavior for students: arrive early, greet students, listen/respect students’
ideas, encourage participation, use humor, start class on time, use icebreakers, and ask
students to create classroom policy and expectations.

It may also be useful to put a sentence about respect on the syllabus and to announce that the
classroom is a respectful learning environment on one of the first days of class.

A sample sentence for your syllabus on this topic could be: Please recognize and be respectful
of the fact that everyone brings unique identities and insights into the classroom.

Engaging the Students
0 At each class session, provide reinforcement activities from previous lesson to check for
student understanding.
0 After every 20 minutes of instructor behaviors, engage the students in an activity to
process the information.

Presenting/ Facilitating Content
O Relate concepts to real life or on the job as often as possible.
0 Give examples which capture interest and/or arouse curiosity.
0 Provide opportunities for students to get started on homework assignments before
leaving the class.
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Vary teaching strategies within a 2-hour class. Change activities every 20 minutes.
Provide 