
GUIDELINES for WORKSHOP CLASSES

· Submit syllabus to department office that includes assessment, evaluation and grading guidelines.  Often, assessment is done through class projects, quizzes and other class activities.


· Email students one week prior to class to remind them of class and provide any special instructions.  Email addresses are available in WebAdvisor.


· Textbooks are usually not required as students will not have time to purchase or read prior to class.


· Take roll at each class meeting.  Record positive attendance hours.


· All students must be registered in class during the first hour of class meeting.  No students who are not registered should be allowed to stay in class.  If A&R is open, you can send students down to register and have them bring back a receipt.  If A&R is not open, follow steps to register in registration packet received prior to start of class.


· Complete positive attendance hours thru WebAdvisor.  Positive attendance hours are required for classes that meet less than four times during the semester.  College funding is tied to these hours – important to report all hours of student attendance.

· Submit grades thru WebAdvisor. Print receipt.  For no-shows, write no-show next to name on receipt.  Sign printout and submit to A&R at end of class.  Also, submit copy to Dept Chair mailbox.  Keep copy for your records.

· Contractual obligations – rules for breaks:  

	Meeting Times in Minutes
	Breaks

	0-99
	No breaks

	100-149
	One 10 minute break

	150-199
	Two 10 minute breaks

	200-249
	Three 10 minute breaks

	250-299
	Four 10 minute breaks

	300-349
	Five 10 minute breaks

	350-399
	Six 10 minute breaks

	400-449
	Seven 10 minute breaks

	450-499
	Eight 10 minute breaks


Note:  Grades are due within 5 days of class completion.
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