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[bookmark: _Toc907196079][bookmark: _Toc215732757]Welcome
As a Dallas College faculty member, you are part of the Dallas College network of collegial, interdependent, and recognized leaders in education. We wish you great success on your journey. Dallas College values a teaching and learning environment that exceeds learner expectations and meets the needs of our community and employers as a key component in the teaching and learning process. The faculty are part of a dynamic, student success-oriented, and high-performance group of teaching professionals. 

This publication, the Dallas College Faculty Handbook, is intended to guide faculty with a basic understanding of the College mission, policies, and key information for faculty. This publication supplements the onboarding process. This handbook is not an employment contract or an agreement of employment. The information here is not necessarily comprehensive and may be subject to change. If any information in this handbook conflicts with Board Policy, the Business Procedures Manual, or official College guidelines, information, and processes, then those laws, rules, and policies take precedence over the information provided in this handbook. The College makes the current Board Policy available to all employees. 

Please address questions about the content of this handbook to the Center for Excellence in Teaching & Learning (CETL) at CETL@dallascollege.edu. 

Please address questions about the Dallas College Board Policy to your supervisor or to Human Resources by phone at 972.860.5119 or consult the Employee Center SharePoint page.

[bookmark: _Toc1937925770][bookmark: _Toc215732758]Who is Dallas College?
Visit the History of Dallas College website to learn about the rich history of invested community leaders who established a vision of the community college movement for Dallas County. The site includes a digital archive collection and a timeline of key events that shaped Dallas College.

[bookmark: _Toc622832942][bookmark: _Toc215732759]Guiding Values, and Mission, Strategic Priorities
The mission of Dallas College is to transform lives and communities through higher education.

 Overall purposes:
· To ensure Dallas County is vibrant, growing and economically viable for current and future generations.
· To provide a teaching and learning environment that exceeds learner expectations and meets the needs of our community and employers.
 
Strategic Priorities: Please see the Dallas College website to view the full Board of Trustees Mission and Strategic Priorities.

[bookmark: _Toc54741186][bookmark: _Toc215732760]Accreditation
Dallas College is accredited by the Southern Association of Colleges and Schools Commission on Colleges to award certificates and associate degrees.
Questions about the accreditation of Dallas College may be directed in writing to the Southern Association of Colleges and Schools Commission on Colleges at 1866 Southern Lane, Decatur, Georgia 30033-4097, by calling 404-679-4500 or by using information available on the SACSCOC website.

[bookmark: _Toc615390634][bookmark: _Toc215732761]College Leadership, Governance, and Structure

Board of Trustees
Board of Trustees
The Dallas College Board of Trustees consists of seven members entrusted with governing the College.

The Board defines the vision of the College, serves as a liaison between the College and the community, approves annual budgets and sets policies, among other responsibilities. Board members are elected officials who serve six-year terms without compensation. Regular Board meetings are held the first Tuesday of each month at 4 p.m. at the Dallas College Administrative Office, unless special circumstances cause a change.

Chancellor
The highest-ranking administrative officer of the College is the Chancellor, who is responsible to the Board for administering the programs of the College in accordance with the policies of the Board and applicable local, state, and national laws.

College Administration
College leaders include the Chancellor, Provost, Vice Chancellor of Student Success, Vice Chancellor of Workforce and Advancement, Vice Chancellor of Operations and Campus Presidents.

Campus Leadership 
The College Locations webpage includes campus presidents’ welcome messages, signature programs, and campus highlights. 

DC Faculty Association
Visit the Dallas College Faculty Association for information on meetings, agenda, minutes, committee reports, the bylaws and constitution and council representation.


[bookmark: _Toc494007171][bookmark: _Toc215732762]FACULTY ROLE

[bookmark: _Toc1667405334][bookmark: _Toc215732763]Getting Started (Faculty Onboarding Guide)
The Faculty Onboarding Guide provides faculty with support contacts integral to creating system accounts and getting started as faculty.

[bookmark: _Toc215732764]Instructional Technologies

eCampus
eCampus is the name of the current Learning Management System (LMS) used to build and facilitate the online aspects of your Dallas College courses. Faculty can use eCampus to post and organize content, interact with your class, and collect and grade student work.  

Microsoft Office 365
As a Dallas College employee, you can download the current version of Microsoft Office 365 to use at home for free.

You can download the software on up to 10 Windows PCs or Macs (yes, 10 separate installations on 10 separate computers, plus 10 mobile devices).

Employees must log in using their Dallas College Online Services ID, commonly known as a “username,” i.e., abc1234@dcccd.edu or e1234567@dallascollege.edu. 

The first time you run Office 365, you will be asked to activate it. Click “activate,” and enter your login as shown above. If your employment with the College ends, the software will stop working shortly thereafter. Documents you have saved on your home computer will not be affected, but you will no longer have access to any Office 365 resources, including files on your OneDrive.

Current training events and software manuals are available in the Software Training and Support site calendar. 

Adobe Reader
The college’s Adobe Creative Cloud for Home Use enterprise license with Adobe now entitles Dallas College employees to use the full Creative Cloud suite on up to two computers: one College-owned computer and one personally owned PC or Mac. 

Workday
Workday is an online service portal for Dallas College employees. All employees can use it to view tax forms, earnings statements, banking information and leave balances. Credit Credit Faculty also use Workday to view teaching schedules and class rosters, verify student participation, assign interim grades, and submit final grades. 

eConnect
eConnect is an online service portal for Dallas College employees. All employees can use it to view and update their emergency alert information. Non-credit faculty also use eConnect to access course rosters. 

Self Service
The Self Service system allows employees to view tax forms and earnings statements prior to February 2023. 

Teams Video, Chat, and Calling System
[bookmark: _Int_72ali7gg]Microsoft Teams is an online tool that supports 1-on-1 and group communication via text chat, audio call, and video conference. Teams also allows users to create more permanent spaces to organize ongoing collaboration. All Dallas College students and employees can access Teams with their College login credentials. See Microsoft Teams Basics for Faculty to learn more.

Other Approved Teaching Technologies
Learn how to use these college-supported technologies to build your course, create multimedia content and communicate with students.

[bookmark: _Toc215732765]Adjunct Faculty Resources
Part-time faculty workload maximum is less than ten adjusted contact hours per week (or less than 20 clock hours per week) according to Teacher Retirement System rules and shall include preparing for and teaching assigned classes, providing consultation to students, conducting examinations, and submitting grades to the College. Like a full-time instructor, activities may vary for nontraditional instruction.

Onboarding will guide adjunct faculty through processes to get started with their teaching assignments. Adjuncts must complete Dallas College Required Compliance Training and the Certification for Online Teaching for adjuncts who teach online. Adjunct faculty are encouraged to attend faculty professional development offered through the Center for Excellence in Teaching & Learning (CETL). 

[bookmark: _Toc215732766]Computer Use Policy
The Computer Use Policy and Regulations are included in the Dallas College Board Policy Manual. All users must use these resources and facilities in accordance with College policies and procedures as well as all laws. Failure to fulfill these responsibilities may lead to the cancellation of computer access, other disciplinary action by the College, and/or referral to legal and law enforcement agencies, in accordance with existing College policies and procedures.

[bookmark: _Toc215732767]Criminal Background Check (CBC)
The hiring process for faculty includes a criminal background check managed by Human Resources and authorized by Board Policy.

[bookmark: _Toc1308386483][bookmark: _Toc215732768]Your First Month

Information Central Campus Centers 
Each campus and satellite location provides an Information Central office with services that include mail distribution for faculty; administrative support, including equipment for printing, copying and scanning; access to faculty classrooms; posting faculty notices, including class cancellation and room changes; and flexible shared workspaces.  

Offices
All full-time faculty will receive office space to meet with students and colleagues. For information about your faculty office space, speak with your Department Chair. 

Teaching Classes Outside of Business Hours
Information Central offices offer extended hours during fall and spring semesters to accommodate classes taught after regular business hours. See Information Central Campus Centers.

[bookmark: _Toc1588275897][bookmark: _Toc215732769]Your First Term

Curriculum Development Process
The curriculum you use in your classes will vary based on your discipline. Check with your Department Chair to ensure that you have the most up to date information on the curriculum.

Course Checklists
Course Checklists are available to ensure that you have met all requirements for starting, running, and ending your courses.

Grading and Grade Submission
Faculty should keep gradebooks on eCampus current during the semester. Faculty will also submit final course grades for each student each semester. Learn more about Final Course Grade Requirements.

[bookmark: _Toc721690869][bookmark: _Toc215732770]Faculty Roles and Responsibilities

[bookmark: _Toc721959420]Job Description 
Dallas College faculty are expected to perform the duties enumerated in the formal Job Description; fulfill their responsibilities in accordance with the policies and procedures established by the Board of Trustees and outlined in the Board Policy Manual; and to comply with both state and federal policy.

Dallas College seeks faculty who strive for excellence, are committed to continuous student learning, and demonstrate passion and skill in effective teaching and learning facilitation. Such faculty are competent in their discipline and innovative in their approach to learning, and they are committed to personal growth and the ongoing assessment and evaluation of their teaching. They demonstrate a commitment to the mission and philosophy of the community college and to working effectively with diverse populations. They are committed to effective communication with others and fostering an atmosphere of collegiality. Finally, they demonstrate and promote high ethical standards and academic honesty.

Faculty Classification
The Board Policy Manual includes guidelines for the placement of faculty.

Load and Contracts
The Academic Scheduling SharePoint page includes the faculty load portfolio policy and provisions. 

Compensation
Salary Schedule and Reclassification
The Faculty Salary Schedule is available in the Human Resources Employee Center Knowledge Base along with the Faculty Salary Advancement.  

Getting Paid: How, When, Other Contractual Work
The Employee Center Pay & Time site includes important information on compensation, supplemental compensation and stipends and the payroll calendar. The Academic Scheduling SharePoint site includes information about over-enrollment compensation and premium pay processing. 

Benefits
The Employee Center Benefits site includes information on insurance options, leave benefits, supplemental benefits and related board policy.

Full-time faculty and administrators can participate in the Teachers Retirement System of Texas (TRS) or Optional Retirement Program (ORP). 

Teachers Retirement System of Texas (TRS)
The Teachers Retirement System of Texas (TRS) administers retirement benefits based on length of service and salary level. Both the employee and the State contribute a percentage of income to this retirement fund. TRS members must meet eligibility requirements to retire.

Optional Retirement Program (ORP)
The Optional Retirement Program (ORP) is an alternative to the Teacher Retirement System of Texas program. ORP is like a 401K employer matching program in that it allows the employee to exercise more control of the retirement investment with contributions from both the employee and employer.

[bookmark: _Toc2106642644][bookmark: _Toc215732771]Essential Job Functions

Teaching
· Teach students in assigned classes in accordance with course descriptions and/or learning outcomes, the course syllabus, and institutional policies and procedures
· Provide students with a syllabus that includes required institutional policies, course objectives, materials, and methods of evaluation
· Provide a workload schedule showing teaching and office hours
· Certify student attendance in classes by the established deadlines
· Maintain accurate and complete course records
· Submit final grades by the established deadlines
· Communicate with and provide feedback to students in a timely fashion
· Develop course curriculum and instructional materials (individually or collaboratively)
· Use knowledge of diverse communities and skill sets to diversify teaching methods and delivery of content in instruction
· Provide effective instruction to facilitate student learning in all classes taught
· Evaluate and assess student learning on a regular basis in all classes taught
· Participate in assessment activities at course, school, and college levels to assist students in achieving designated course objectives or learning outcomes
· Use appropriate technologies to enhance classroom or online instruction and to achieve established course objectives or learning outcomes
· Regularly evaluate teaching methods and use data to continually improve instructional strategies

Professional Development 
· Maintain knowledge and competence in the appropriate academic discipline or workforce field
· Maintain any required professional certification or licensure in the appropriate academic or technical discipline, where appropriate
· Remain current with technological and pedagogical advances that promote continuous improvement of student learning
· Participate in a variety of professional development activity
· Participate in one's own performance review and evaluation

Compliance Training 
Human Resources Learning and Development provides compliance training requirements information. 

Institutional Service
· Support the mission and goals of the College and the strategic priorities of the Board
· Serve on discipline, school, and/or College committees
· Attend scheduled discipline, department, school, and College meetings
· Participate in the review of curricula and selection of instructional materials within the discipline or school
· Participate in required program reviews and the achievement of departmental goals
· Comply with all required college-level and program-level accreditation standards
· Discuss program, career, or transfer options and other College services with students to support informed academic decisions
· Attend required assembly/convocation and commencement/graduation ceremonies
· Perform other duties mutually agreed upon in consultation with supervisor

[bookmark: _Toc1701586645][bookmark: _Toc215732772]Faculty Personnel Information

Holistic Faculty Evaluation Process
The Holistic Faculty Evaluation Process on the Faculty One Stop SharePoint site includes an overview on the faculty evaluation process with key features and activities related to the process, a link to the Faculty Merit Pay SharePoint page, the Contract Recommendations SharePoint page, and a link to the Annual Performance Evaluation SharePoint site page.

Excellence in Teaching Awards
Dallas College recognizes full-time and adjunct faculty for their dedication to the teaching profession and the success of Dallas College students. Please refer to Excellence in Teaching Awards for more information.

Leave
Please see the Employee Center Leave of Absence site for faculty leave information, including vacation leave, sick leave, personal leave, sabbaticals, and more.

Sabbaticals
Sabbatical leave, if approved, is granted to faculty and administrators who have worked at least seven (7) consecutive years. The purpose of sabbatical leave is for personal and professional improvement that benefits the institution of students and employees. Please refer to Faculty One Stop Sabbatical Information and Board Policy DEC Regulations.

Retirement
Full-time Staff participate in the Teachers Retirement System of Texas. Full-time Faculty and Administrators can participate in the Optional Retirement Program (ORP) or Teachers Retirement System of Texas (TRS). Earnings are not covered under Social Security for full-time employees.

Resignation
[bookmark: _Int_3u1MUfQs]Any employee serving under a term contract may resign and leave employment of the College, provided the employee submits a letter of resignation in accordance with administrative regulations and the General Requirements provisions in Board Policy, section DMD (Local). All resignations are submitted in writing to the Chancellor or designee. The employee will provide reasonable notice and include in the letter a statement of the reasons for resigning. A prepaid certified or registered letter of resignation is considered submitted upon mailing.

Termination
The Board Policy Manual includes termination information and guidelines. 

Employee Grievance Process
The Employee Grievance Policy states, “A grievance means a work-related problem or condition that an employee believes is discriminatory or a hindrance to effective performance of the employee's job. A grievance includes the results of a performance evaluation except for faculty evaluation. A grievance also includes discrimination, harassment, or retaliation on the basis of race, color, religion, national origin, sex, disability, age, sexual orientation, gender identity, or gender expression but does not include sexual harassment which is covered in DIA(REGULATION) in the Board Policy Manual.”


[bookmark: _Toc750956125][bookmark: _Toc215732773]ACADEMICS/CLASSROOM

[bookmark: _Toc1371175827][bookmark: _Toc215732774]Academic Information & Processes

[bookmark: _Toc201619713]Academic Schools
The seven Schools at Dallas College mirror the seven career paths of Guided Pathways to Success (GPS). 
The Schools are listed below. Click the links to learn more about each School.
1. Creative Arts, Entertainment and Design 
2. Business, Hospitality, and Global Trade 
3. Education 
4. Health Sciences
5. Manufacturing and Industrial Technologies 
6. Law and Public Service 
7. Engineering, Technology, Mathematics, and Sciences

[bookmark: _Toc2988319]Academic Calendar
The Academic Calendar outlines critical dates for the Fall, Spring, Summer, and Mini-Terms. Dallas College also offers a wide range of flex-term courses which may have different start, end, and withdrawal dates.

[bookmark: _Toc841064508]Core Curriculum
[bookmark: _Int_gIcGmzQV]The Core Curriculum is a set of courses that will provide students with the knowledge, skills, and educational experiences to succeed in higher education. Core courses lead to an associate degree at Dallas College and transfer to four-year colleges and universities, but credits earned may or may not apply directly to the student's chosen degree. Faculty should encourage students to work closely with a success coach on issues of transferability. Core courses completed with at least a 2.0 GPA are guaranteed to transfer to Texas public colleges and universities.

[bookmark: _Toc359200686][bookmark: _Toc215732775]Assessment

Academic Assessment
Full-time and adjunct faculty at Dallas College use the academic assessment process to continually assess, analyze and improve the educational experience of our students. See Academic Assessment for details concerning the Dallas College Assessment Framework.

Core Curriculum Assessment
See Core Curriculum Assessment for information about the core curriculum objectives and value rubrics, Texas Higher Education Coordinating Board (THECB) guidelines. Board Policy, section EFA (Legal) outlines curriculum design in instructional programs and courses.

[bookmark: _Toc855947286][bookmark: _Toc215732776]Scholastic Dishonesty
See Board Policy, section FLB (Local) for information on cheating, plagiarism, and other forms of scholastic dishonesty. Students who commit scholastic dishonesty can be reported to the Dallas College CARE team and may be subject to disciplinary proceedings (see Board Policy, section FM (Local)).

[bookmark: _Toc171960629][bookmark: _Toc215732777]Credentialing Process
The Dallas College Faculty Credentialing Guidelines provide a general credential guide for programs and disciplines offered by one or more of the seven campuses of Dallas College. In accordance with SACSCOC Standard 6.2.a (Faculty Qualifications) of the Principles of Accreditation Manual, for each of its educational programs, the institution documents the qualifications of its faculty members. Individuals should also consult with the appropriate credentialing designee with questions regarding minimum and preferred credential requirements.

[bookmark: _Toc839295740][bookmark: _Toc215732778]Copyright Guidelines and Fair Use
Dallas College respects the copyrights of others. Copyright law (Title 17, United States Code) governs the reproduction, distribution, and showing of copyrighted material in all formats and in all situations. Refer to the links below for additional information.
· Board Policy, section CT-Intellectual Property
· Dallas College Library Copyright Guidelines 
· The TEACH Act

[bookmark: _Toc1234887812][bookmark: _Toc215732779]Educational Partnerships
[bookmark: _Int_SU2HhjKU]Educational Partnerships supports the access and success of high school students in Dallas College dual credit courses, Early College High Schools, Pathways to Technology (P-TECHs) and T-STEM pathways to certificates and degrees. See Educational Partnerships - Dual Credit and Early College High School for more information.

[bookmark: _Toc121863311][bookmark: _Toc215732780]Intellectual Property
The purpose of the Board Policy CT Intellectual Property (Local) is to:
1. Protect instructional quality.
2. Protect the investment of time and resources on behalf of the College.
3. Encourage the creativity of faculty, staff, and students.
4. Support sharing of instructional materials and resources among faculty and staff.
 
This policy covers all types of intellectual property and applies to other types not listed in the policy, regardless of whether they are protected by patent, copyright, trade secret, or other law.

[bookmark: _Toc1849809546][bookmark: _Toc215732781]Honors Programs
The Dallas College Honors Program is a specialized program of study specifically designed to offer an enriched and challenging academic environment. Students in the Honors Program are exposed to higher levels of learning through three themes: expertise, responsibility and community.

The Honors Program provides highly qualified students with an opportunity to develop the capabilities necessary to excel in their personal, educational and career goals.

[bookmark: _Toc673490983][bookmark: _Toc215732782]Service Learning
[bookmark: _Int_Gs7IWPZO]The Dallas College Service Learning Program offers several opportunities for students to engage in campus-based education, environmental care, health, social services, and virtual projects while connecting those valuable efforts with classroom learning and curricula. Please refer to the Service Learning website for information on the program benefits.

[bookmark: _Toc1460402504][bookmark: _Toc215732783]Faculty Support

[bookmark: _Toc1932017015]Center for Excellence in Teaching & Learning
The Center for Excellence in Teaching & Learning (CETL) supports Dallas College faculty in their pursuit of excellence and innovation in teaching and learning. Goals include: 
· Provide robust professional development opportunities for faculty. 
· Provide instructional design support to help faculty consistently improve their courses. 
· Provide frontline support for new faculty onboarding, course setup help and teaching best practices. 
· Promote effective teaching methods that lead to the economic and social mobility of our students.
· Leverage the experience and wisdom of faculty to promote a culture of teaching excellence.
· Contribute to the development of policies, initiatives and an institutional culture that supports excellence in teaching and learning. 

Visit the Contact Us page on the Center for Excellence in Teaching and Learning (CETL) SharePoint site for email information, to book an appointment and share feedback. 

Faculty Fellows
The Faculty Fellows are a group of Dallas College faculty who work with the Center for Excellence in Teaching and Learning to advance student success through professional development of their faculty colleagues. The Faculty Fellows role empowers faculty with a track record of work in the professional development space to dedicate time to the creation and delivery of high impact professional development activities, resources and practices.

In addition to leading targeted faculty professional development, the Faculty Fellows also help frame the focus areas in the Center for Excellence in Teaching and Learning and advise the center's leadership team.
 
Instructional Design
The Center for Excellence in Teaching & Learning provides support for faculty seeking help and guidance with eCampus and online course design. Email CETL@dallascollege.edu to book a phone call or video conference with an instructional designer.

Faculty Mentor Program
The purpose of the Faculty Mentor program is to assist new faculty in becoming familiar with the culture of Dallas College. The program includes a partnership of reciprocal learning between a veteran faculty member and a new faculty hire.

Professional Development
See Professional Development for Faculty for information about professional development opportunities at Dallas College. This page includes live events, on-demand learning, highlighted learning programs, required training, learning cohorts, the event calendar and the Faculty Professional Development Framework. 

Compliance and Safety Training
All Dallas college employees are required to complete compliance training in accordance with established policy and procedures. Refer to Required Compliance Training Tutorial page. 

For questions about employee compliance training requirements, contact Human Resources at AskHR@dallascollege.edu or 972-860-5119.

[bookmark: _Toc636791079][bookmark: _Toc215732784]Faculty One Stop
Faculty One Stop is a website on SharePoint collaboratively managed by Academic Initiatives and the Center for Excellence in Teaching & Learning. The site hosts essential information, including a semester checklist for faculty. 

For a list of key resources on Faculty One Stop, see Faculty Resources and the Resource Index.
S
[bookmark: _Toc1450532114][bookmark: _Toc215732785]Library Services for Faculty
The Dallas College Library is a resource for both students and faculty. Visit the Learning Commons for faculty information and support for computer labs, library, testing and tutoring. 

[bookmark: _Toc259642226][bookmark: _Toc215732786]Faculty Association - Professional Organization
Visit the Dallas College Faculty Association for information on meetings, agenda, minutes, committee reports, the bylaws and constitution.

[bookmark: _Toc215732787]Faculty Senate
Visit the Faculty Senate for information on important communications, elections, and meetings.

[bookmark: _Toc705520280][bookmark: _Toc215732788]Professional Membership
Full-time faculty and other employees of Dallas College are encouraged to join the Texas Community College Teachers Association (TCCTA). TCCTA is an advocacy group which represents faculty interests at the state level.

[bookmark: _Toc1120357164][bookmark: _Toc215732789]Class-Related Information & Processes

[bookmark: _Toc1109881059]Syllabus & Curriculum Vitae (CV)
Using Concourse Syllabus, all faculty will build and copy their syllabi from templates directly integrated into eCampus. CVs will populate from the Concourse Syllabus profile that faculty fill in. This will replace the former process for House Bill 2504 (HB 2504) syllabi and CV upload and will provide a more streamlined experience for faculty.

Concourse will be active in your eCampus course shell(s) each term. All courses will use Concourse for syllabi generation and presentation. Follow these steps to set up a Concourse Access Link in eCampus.

Concourse has editing features like that of Microsoft Word, offering a familiar text editing experience. Standard syllabi information like instructor name, contact information, course information, institutional policies, student learning outcomes, and core objectives (for general education faculty), will be auto populated in your course template. 
 
For students, Concourse simplifies navigation by applying a common layout across all syllabi, helping students find what they need. Concourse also helps us provide accessible syllabi to all students in credit classes and is mobile friendly.

Learn how to use Concourse to build a syllabus and CV in eCampus by viewing this recorded webinar. Visit the Concourse Syllabus site for additional information and FAQs.


Use the required Dallas College Syllabus Template to create your course syllabi if your Chair does not provide syllabi for you. The template contains a link to Dallas College's Institutional Policies. 

[bookmark: _Toc346802232]Textbook Orders and IncludED Faculty Guide
Through the IncludED program, the price of most required learning materials — including textbooks, online publisher content, software, art supplies, science lab kits and even certain medical supplies — is included with the price of Dallas College tuition.
Students are automatically enrolled in the program when they register for classes. Electronic course materials will be available on eCampus, and hard copy materials will be shipped to the student’s mailing address on file.

See the IncludED Faculty Guide for information about the time-sensitive process for adopting learning materials for your course, support resources, and frequently asked questions.

[bookmark: _Toc1920356523]Office Hours
Full-time Faculty: From policy DJ (local): A full-time faculty member's regular contractual workload includes "a minimum of 30 clock hours per week.” View the policy for additional information. All faculty members must use the “Faculty Office Hours” link in the eConnect Faculty Menu to post office hours. Review Faculty and Remote Work for more information about on-campus presence requirements for faculty.


Adjunct Faculty: There is no expectation that adjunct faculty will hold office hours as part of their contractual duties. 

See Virtual Office Hours and Office Hours Strategies to learn more.

[bookmark: _Toc583038341]Attendance Certification
Dallas College is a participant in federal student financial aid programs and is, therefore, required to verify that students begin attendance in each class for which they have registered. As part of this process, the instructor of record must complete attendance verification for financial aid each semester. At Dallas College, this process is called "certification". 

See Certify Your Classes for further details and step-by-step instructions.

[bookmark: _Toc1608235795]Grades
See the End-of-Semester Checklist for information about course grades and faculty requirements. The instructor of record must submit final grades to eConnect according to the College’s established timeline.

[bookmark: _Toc635460873]Student Progress Reporting
Student Progress Reports are required for most courses. See Student Progress Reports for further details and step-by-step instructions.

[bookmark: _Toc338532426]Final Examination
Please refer to the Final Exam Schedule and General Exam Schedule Guidelines for each term.

[bookmark: _Toc1666477066]Accessibility & Universal Design
Faculty may receive notification from the Accessibility Services Office that a student with a disability in their class requires an approved accommodation to ensure equal access to programs and services at Dallas College. Refer to Accessibility Information for Faculty.
Federal law and the Dallas College Accessibility Policy also require all College employees (full-time and part-time) to proactively ensure that the materials they share are accessible to students with disabilities.

[bookmark: _Toc529069998]Field Trips
Field trips must have a relevant contribution to course objectives, and where possible, the field trip should be included and described in the course outlines/syllabus. They should be scheduled and designed to avoid extra classroom activities that impose undue hardships on students.

[bookmark: _Toc136521439]Substitute Teaching
Board Policy, section DNB (Regulation) includes a process for securing a substitute in the absence of the instructor of record.

[bookmark: _Toc511564238][bookmark: _Toc215732790]Essential Student Services

[bookmark: _Toc210298039]Student Care Network
The Student Care Network is a holistic network of four departments at Dallas College: Student Care Coordination, Basic Needs and Community Connections, Counseling and Psychological Services, and Health Services. These offices work closely together as a team to support the whole student. The network of care (both services and resources) is committed to helping students meet their needs, including food, medical resources, legal aid, housing and rental assistance, scholarship information or mental health support. 

CARE Team
The CARE Team was created to accept referrals regarding individuals in distress, struggling with basic needs, and experiencing unexpected crises or whose behavior raises concerns about their well-being or that of others. The CARE Team also addresses behaviors or mental, emotional, or psychological health conditions that may be disruptive, harmful, or pose a direct threat or risk to the health and safety of the community.

Basic Needs and Community Connections

Food Pantries
Dallas College has seven main campus location food pantries. Supplies range from snacks to meals to diapers. Everything is free to students. Learn more about Dallas College food pantries.

Emergency Aid Fund
The Emergency Aid Fund assists Dallas College students facing a temporary financial hardship from a sudden financial emergency. The application process and eligibility information are available on the website.

Counseling & Psychological Services
Dallas College recognizes that academic success depends on personal development and emotional health. Licensed professional counselors at the Counseling & Psychological Services department can help students identify, understand and develop skills to resolve educational, career and personal issues. 

Health Services 
Health Services at Dallas College campuses are provided by registered nurses licensed by the Texas Board of Nursing and subject to the Texas Nursing Practice Act and American College Health Association guidelines.

In the event medication and/or treatment services are required, Dallas College Health Services may provide such treatment under orders from a contracted medical provider.
Health services are offered collegewide and are available at all campuses.

[bookmark: _Toc315007612]Accessibility Services
The Accessibility Services Office coordinates accommodations for students with disabilities to ensure equal access to programs and services. The Accessibility Services support staff help students determine their career pathway, learn how to navigate the college environment, receive support services and connect to resources.

[bookmark: _Toc816989867]Financial Aid
The Financial Aid website informs students how to apply for financial aid, provides awarding information, and includes additional resources.

[bookmark: _Toc201808218]Learning Commons
Library Services
The library provides resources, instruction, and services supporting the College curriculum and enhancing the intellectual, professional, cultural, and personal growth of the College community. Visit Learning Commons to view campus and online services. 

Tutoring
Visit the Dallas College Tutoring website. Tutoring is available both face-to-face and virtually. Students can contact  Ask-a-Tutor — someone will respond within 24 hours. 

Testing Center (Assessment)
Testing Centers provide academic and placement testing. Information is available on the Testing Centers website. 

[bookmark: _Toc1601451712]Career Services
Dallas College provides free career planning and job search services to current students, graduates, former students, and enrolling students.

[bookmark: _Toc2073992385]Military Connected Services
Visit the Military Connected Services website for information on programs available for active military, veterans, and their families. See the Active Military page for policies and information for active-duty military and military reserve students.

[bookmark: _Toc436442377]Student Right to Know
The federal Student Right-to-Know law requires completion/graduation and transfer-out rates of full-time, first time-in-college, and degree/certificate-seeking students are available to prospective and current students. See the Right-to-Know page for student information on the CARES Funding Report, Equity in Athletics, the Jeanne Clery Campus Security Act information and more.

[bookmark: _Toc1461471751]Student Code of Conduct
The Code of Student Conduct website provides Dallas College students with information on rights, responsibilities, and discipline and penalties procedures.

[bookmark: _Toc210849358]Student Complaints
See Student Complaints to learn how students can file a complaint online. U.S. Department of Education’s (USDOE) Code of Federal Requirements requires all higher education institutions in the U.S. to have a process to review and appropriately act on complaints.

[bookmark: _Toc970141751]Student Resources Directory
The Student Resources Directory website offers students a central site for quick resources access.

[bookmark: _Toc1061539735]Study Abroad Program
Refer students to Study Abroad for information, eligibility and opportunities.

[bookmark: _Toc286804807][bookmark: _Toc215732791]Student Processes

[bookmark: _Toc546285977]Disruptive Classroom Behavior
Dallas College cares about its students’ academic, emotional, and physical success. The CARE Team was created to accept referrals regarding individuals in distress, struggling with basic needs, experiencing unexpected crises or whose behavior raises concerns about their well-being or that of others. The CARE Team also addresses behaviors or mental, emotional, or psychological health conditions that may be disruptive, harmful or pose a direct threat or risk to the health and safety of the community.

[bookmark: _Toc1138043438]Drops and Withdrawal Policy & Procedures
Students may drop out or withdraw from class online through eConnect or by email. See Dropping or Withdrawing from Classes for more information.

[bookmark: _Toc1604693574]Grade Dispute & Appeal
The Grade Dispute Resolution process is included in the Dallas College Board Policy Manual, section FLDB (Local).

[bookmark: _Toc393543381]Student Grievance Procedure
The Student Grievance Procedure is described in the Dallas College website and Board Policy Manual, section FLD (Local).


[bookmark: _Toc1121313621][bookmark: _Toc215732792]INSTITUTION

[bookmark: _Toc1190868084][bookmark: _Toc215732793]Institutional Responsibilities

[bookmark: _Toc1267277924]Academic Freedom, Role of the Instructor
Faculty members are entitled to academic freedom in the conduct of research and teaching and are tasked with the associated responsibilities. To this end, the College endorses the principles set forth in the Statement of Principles on Academic Freedom and Tenure published by the Association of American Colleges and Universities and the American Association of University Professors. The Dallas College Board of Trustees addresses faculty academic freedom and the associated responsibilities in appropriate College publications. Board Policy Manual DGC (LOCAL) describes employee rights and privileges. 

[bookmark: _Toc1017619811]Commencement
The annual commencement exercise involves an academic professional, and participation in this ceremony is part of the contractual obligation of each full-time member of the college faculty. The College shall provide the academic cap, gown, and hood for faculty members, including regalia, to reflect additional degrees earned. A faculty member is responsible for the care, custody, and control of the academic regalia, which is the property of the faculty member. Replacement of lost, stolen, or damaged regalia is also the responsibility of the faculty member. 

[bookmark: _Toc105358975]Contractual Obligations
Full-time faculty members' regular contractual workload is a minimum of 30 clock hours per week. This will typically consist of: 
· Fifteen adjusted contact hours, which may include a teaching assignment and/or reassigned time. 
· A minimum of five hours of office hours, spread throughout the week, during which full-time faculty members shall be available to students for individual conferences. 
· A minimum of ten hours that may include class preparation, grading, professional development, and institutional service. 

Review Faculty and Remote Work for more information about on-campus presence requirements for faculty.


[bookmark: _Toc2050963027]Conflict of Interest
Employee requirements and restrictions related to conflict of interest are detailed in the Board Policy Manual.  

[bookmark: _Toc1330373554]Curriculum Vitae (HB2504)
Pursuant to HB 2504, Dallas College is required to make available to the public on its website certain undergraduate course information. 

To implement the legislation related to undergraduate course information, rules were developed by the Texas Higher Education Coordinating Board (THECB). The Board’s rules state that for each undergraduate classroom course offered for credit, the following information will be made available to the public: 

· A syllabus which must include a brief description of each major course requirement (including each major assignment and examination), learning objectives for the course, a general description of the subject matter of each lecture or discussion, and any required or recommended readings. 

· A curriculum vitae for the instructor(s) of record which summarizes career and qualifications, including, at a minimum, all institutions of higher education attended with degree(s) earned, teaching experience, and significant professional publications. 

Refer to the Faculty One Stop SharePoint site for detailed information on meeting HB2504 rules.

[bookmark: _Toc99700047]Employee Standards of Ethics
[bookmark: _Toc636896799]All College employees shall perform their duties in accordance with state and federal law, College policy, and ethical standards. 

All College personnel shall recognize and respect the rights of students, other employees, and members of the community and shall work cooperatively with others to serve the best interests of the College. 

Institutional Review Board
All research involving human participants at Dallas College must undergo review by the Institutional Review Board (IRB) to ensure ethical compliance.

The Dallas College Institutional Review Board (IRB) is a federally registered board dedicated to protecting the rights and welfare of human participants in research. It ensures that all research conducted under its jurisdiction meets ethical standards and complies with 45 CFR 46, the federal regulation governing human research protections. The IRB is responsible for reviewing and approving projects involving human subjects.

What is the IRB responsible for?
· Reviewing research protocols involving human subjects.
· Ensuring that risks to participants are minimized and are reasonable in relation to anticipated benefits.
· Confirming that informed consent is obtained and documented appropriately.
· Monitoring ongoing research for compliance with approved protocols and regulations.
· Providing guidance and education to investigators on ethical research practices.

What do I need to know about the IRB?
Researchers must complete the IRB review process before conducting research activities involving Dallas College personnel, including students, faculty, staff, and administrators. This requirement applies to all research projects, including dissertations and graduate research projects, that involve human participants affiliated with Dallas College. 
To begin this process, contact the IRB at IRB@DallasCollege.edu. Please reach out to the IRB office if you are unsure whether your study activities require IRB review.

[bookmark: _Toc1974569051]Reporting Sexual Assault or Misconduct
A “responsible employee” is a Dallas College employee, designated by Dallas College’s institutional equity and compliance officer, who is required to report to the appropriate college administrators incidents of alleged violations of Title IX or the college's sexual misconduct policy. Responsible employees include faculty, staff, administrators, academic advisors, college public safety personnel, and athletic coaches and staff.  
Responsible employees must report all known information concerning an alleged incident to a Title IX coordinator. 

[bookmark: _Toc858024181]Social Media Guidelines
Dallas College supports the need for an active and meaningful social media presence, and encourages departments, programs, initiatives, groups, and entities to build enriching relationships on social media. Best practices, official hashtags, and social media guidelines are available in the Dallas College Logo and Brand Standards SharePoint site. The Social Media Directory is available on the Dallas College website.  

[bookmark: _Toc1835382679]Use of Dallas College Equipment and Facilities
Use of College computing resources and facilities requires that individual users act in compliance with College policies and procedures, and failure to comply may result in restriction or revocation of access to College resources. Computing “resources and facilities” include, but are not limited to, College-owned host computer systems, networks, peripheral equipment (such as modems, terminals, and printers), computers and workstations, software, data sets, storage devices, and all computer communications controlled, administered, or accessed directly or indirectly by the College or by any user. 

[bookmark: _Toc23247633][bookmark: _Toc215732794]College Information

[bookmark: _Toc761540826]Board Policy
The Board Policy Manual is the definitive resource for local policies that reflect decisions made by the Board of Trustees and legal policies including federal law, state law, and court decisions, providing the statutory context in which all other policies should be read. Regulation documents are administrative procedures that implement board policies.  

[bookmark: _Toc1159847491]Concealed Carry
Concealed Carry refers to SB 11, which permits a licensed to carry (LTC) holder to carry a concealed handgun on the campus of an institution of higher education in Texas. 
For additional safety information, please visit the Police and Safety webpage.  

[bookmark: _Toc1555603428]Coronavirus (COVID-19) Information and Resources
Resources on prevention, frequently asked questions and employee and student information are available on the Dallas College Coronavirus Information and Resources website. 

[bookmark: _Toc1088432793]Criminal Statistics and Clery Act
The Clery Act aims to provide transparency around campus safety. Learn about the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act.  

[bookmark: _Toc60270889]Data Depot
Learn about Dallas College credit and workforce continuing education enrollment, head count, demographics, student types-from dual credit to international to first time in college (FTIC)-and labor market intelligence reports. The Data Depot SharePoint site is an essential tool to help faculty procure and strengthen institutional knowledge and increase understanding of the student population, community and organizational culture, and climate. 

[bookmark: _Toc138649549]Drug Free Workplace
Dallas College and its administrative facilities are committed to creating an educational and work environment free from use or distribution of illicit drugs and abuse of alcohol. See Drug Free Schools and Communities for more information.  

[bookmark: _Toc316279898]Emergency Alert Message Notifications
Dallas College Emergency Alerts notifies users on a variety of situations including scheduled emergency preparedness drills, police activity or intruder lockdowns, power outages, shelter-in-place events, inclement weather, and other events. Employees can opt in to receive emergency alerts. 

[bookmark: _Toc1400523760]Emergency Management Procedures Guide
Please refer to the Emergency Procedures Guide for information, emergency definitions, and guidelines.  

[bookmark: _Toc1464590952]Inclement Weather
Please refer to the Dallas College Inclement Weather Procedures.  

[bookmark: _Toc160494671]Informational Technology Portal
The IT Service Portal is the resource site for assistance with passwords, technical assistance by phone and information on the status of submitted tickets. The Faculty Support quick links page on Faculty One Stop lists departments that can assist with technical issues, accessibility, instructional design, and more. 

[bookmark: _Toc503417731]Information Privacy and Security
See the Information Privacy & Security Program page for information on privacy and how information is handled and protected by the College. The College, as a public entity, is governed by the Texas Public Information Act, which requires disclosure of information by a public body -- unless the law specifically protects that information. 

[bookmark: _Toc392350741]Safety and College Police
Contact College Police by Phone 
To contact the campus police department in an emergency or to report a crime: 
· Call 911 from a campus phone 
 
The call is handled through a centralized dispatch system for all campuses and locations of Dallas College. When contacting College Police, the caller must always identify themselves and their location (campus, building, floor, and room).   

Contact College Police by Text and Message 
The RAVE Guardian app allows you to receive emergency messages and call or text Dallas College Police. Find the app in the Apple App store and Google Play store.

[bookmark: _Toc312556822]Shortcuts to URLs
Refer to Shortcuts for a list of popular pages on the public Dallas College website and on SharePoint sites for Dallas College employees. 

[bookmark: _Toc473491445][bookmark: _Toc215732795]College Technologies

[bookmark: _Toc1307292131]College Police Dispatch
Calls are handled through the centralized dispatch system for all campuses and locations of Dallas College. To contact your campus police department in an emergency or to report a crime: Call 911 from a campus phone. 

Your call is managed through the centralized dispatch system for all campuses and locations of Dallas College. When contacting police, always identify yourself and the location (college, building, floor and room) that is of concern to you. 

[bookmark: _Toc828447638]Concur Travel System
Concur is a full-service travel integrated booking and expense assistance system for employees. 

[bookmark: _Toc1705829323]Copying and Printing
Copy machines are available for copying, scanning, and printing. The copiers allow employees to use an RFID (Radio Frequency Identification) card to access the machines. When first issued, the RFID card is blank and must be paired with your three-by-four login. After the initial set up, a simple swipe at the copier will provide access. Employees also can enter their three-by-four login and password manually if they prefer not to use an RFID card. 

[bookmark: _Toc1062027538]eCampus 
eCampus is the name of the current Learning Management System (LMS) used to build and facilitate the online aspects of your Dallas College courses. Faculty can use eCampus to post and organize content, interact with your class, and collect and grade student work. 

Workday
Workday is an online service portal for Dallas College employees. All employees can use it to view tax forms, earnings statements, banking information and leave balances. Credit Credit Faculty also use Workday to view teaching schedules and class rosters, certify courses, post student progress reports, and submit final grades. 

eConnect
eConnect is an online service portal for Dallas College employees. All employees can use it to view and update their emergency alert information. Non-credit faculty also use eConnect to access course rosters. 

Self Service
The Self Service system allows employees to view tax forms and earnings statements prior to February 2023. 

[bookmark: _Toc1842025462]Email (Microsoft Outlook)
Dallas College students and employees use Microsoft Outlook to communicate by email. Faculty can access Outlook through these options: 
· Option 1: Sign in to the Outlook app with Dallas College login credentials. 
· Option 2: Open the Outlook desktop app on a college-owned computer.  
· Option 3: Follow the Microsoft Office for Home Use for Employees instructions to download a free copy of the Microsoft Office suite, including Outlook, to a personal computer. 

[bookmark: _Toc1304763912]Emergency Alert System
The Dallas College Emergency Alerts system sends email, text, and phone alerts when extreme weather or utility outages cancel classes, or when there are other types of emergencies. To sign up to receive mobile notifications, go to the eConnect Employee Menu and choose “Dallas College Emergency Alerts Information” (under “My Personal Information”). 

[bookmark: _Toc1265237064]Event Reservations
To reserve a room for a College event, see Reserve a Room to learn more and access the room reservation form.

[bookmark: _Toc894339698]SharePoint
SharePoint is a platform for creating intranet sites and storing, organizing and sharing information. At Dallas College, links shared with faculty and staff in emails and other official communications will often go to SharePoint pages and will require login to view. To login, use your Dallas College credentials. See SharePoint Tips and Tricks for independent training. 

[bookmark: _Toc803112861]Software Training and Support
Refer to the Software Training and Support SharePoint site for access to the Dallas College network systems training courses, catalog, and information.  

[bookmark: _Toc1721929586]Teams Video, Chat, and Calling System
Microsoft Teams is an online tool that supports 1-on-1 and group communication via text chat, audio call, and video conference. Teams also allows users to create more permanent spaces to organize ongoing collaboration. All Dallas College students and employees can access Teams with their College login credentials. See Microsoft Teams Basics for Faculty to learn more. 

[bookmark: _Toc2058939216]Travel (see Concur Travel System)
Concur is a full-service travel integrated booking and expense assistance system for employees. 

[bookmark: _Toc1904701824]Voicemail System
See Setup Your Voice Mail for voicemail setup and usage instructions. 

[bookmark: _Toc334590007]Workday
Workday is Dallas College’s new Enterprise Resource Planning (ERP) system, which is a centralized cloud-based ecosystem. Implementing Workday HR, Payroll and Finance aligns with our strategic priorities to invest in technology and software. Currently, employees can access payroll and salary information, complete evaluation processes, complete HR-related tasks and update contact information in Workday. 

Employees also have access to Workday Learning, which is a user-friendly learning management system (LMS) intended to improve learning administration capabilities and increase efficiency for content creators and learners while enhancing training, professional development and learning experiences for faculty and staff. 

Credit Faculty also have access to Workday Student, which will improve access to students' information. Credit Faculty can view teaching schedules and class rosters, certify courses, post student progress reports, and submit final grades. Review the Workday SharePoint site for additional and future updates and training.


[bookmark: _Toc229547092][bookmark: _Toc215732796]Who should I contact for X? 

Employee and Student Email Access
Employee Tools and Resources has training resources, application links and information on the use of Email for Employees at Dallas College. 

The Dallas College website section on Student Email and Outlook Office guides students in the use of official college email and communication. 

FERPA
The Family Educational Rights and Privacy Act (FERPA) is a federal law that protects students. Also known as the Buckley Amendment, this law gives students four rights.
· The right to inspect and review education records.
· The right to seek the amendment of education records.
· The right to consent to the disclosure of education records.
· The right to file a complaint with the FERPA Office in Washington, D.C.

Students are notified of their rights each year by publication in the college catalog. The policy is also published in the catalog on the college website.

Information Technology Services and Support/Tech Support
Dallas College Information Technology provides information, training, services and processes in support of students, faculty and staff. 

Use the Service Portal to view the catalog of services, obtain technology assistance, password information, and to report a problem or make a request. 

Facilities Management
Facilities Management oversees the functionality, safety and sustainability of buildings, grounds and infrastructure. This department accepts work order requests, manages key and access cards, vehicle reservations, event setup requests and mail/package requests. 

Human Resources
The Human Resources site includes benefits, compensation, employee relations, employee rights and responsibilities, retirement, workplace health and safety, forms, onboarding resources and Workday system information. 

Information Central
Each campus and satellite location provides an Information Central office with services that include mail distribution for faculty; administrative support, including equipment for printing, copying and scanning; access to faculty classrooms; posting faculty notices, including class cancellation and room changes; and flexible shared workspaces.  

Key Access Request
Facilities Management Access Card and Key Requests site includes request form links. Completed forms are submitted on this site page. 

Marketing and Branding
The Marketing and Communications Office coordinates and manages all communication, advertising and publications to ensure the image, position and promotion of Dallas College is clearly defined and communicated. 

The Dallas College logos are a very important part of the Dallas College identity. College, campus, schools and Foundation logos are available for download. Any marketing materials, such as fliers, rack cards, posters, etc. must include the Dallas College logo master mark or vertical mark and must be created by or approved by the Dallas College Marketing & Communications Office.

Dallas College letterhead, PowerPoint and Athletic and Mascot templates and logos; Dallas College colors, writing guidelines and a style dictionary are available at the Dallas College Logo and Brand Standards site. 

Parking
Campus Maps include parking locations at each campus. 

Police
Contact College Police by Phone
To contact the campus police department in an emergency or to report a crime:
· Call 911 from a campus phone
The call is handled through a centralized dispatch system for all campuses and locations of Dallas College. When contacting College Police, the caller must always identify themselves and their location (campus, building, floor, and room). 

Contact College Police by Text and Message
The RAVE Guardian app allows you to receive emergency messages and call or text Dallas College Police. Find the app in the Apple App store and Google Play store.
Visit the Police and Safety webpage for safety and security information, department offices and non-emergency phone contacts. 

Room Reservations
To reserve a room for a College event, see Reserve a Room to learn more and access the room reservation form.

Student Travel
Refer students to Study Abroad for information, eligibility and opportunities.

Vehicle Requests
The Facilities Management Vehicle Reservations site provides driver requirements and general information and guidelines for use of Dallas College fleet services. 
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