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This guide is meant to be a quick reference of instructor procedures 

to assist and guide you in your work.

Questions should be directed to your supervisor.

Welcome to Laurel 
Laurel Business Institute and Laurel Technical Institute

Mission and Objectives

The mission of the Laurel Business Institute (LBI) and Laurel Technical Institute (LTI) is to provide a quality career-focused education and professional certifications for individuals seeking employment in various occupations in response to the needs of the regional employer community.  Note:  The Mission Statement was revised in September 2016 for compliance reasons.
To achieve this mission, we are dedicated to the following objectives: 
· To Serve the Student by 

· Offering educational programs to meet regional demand 

· Providing career-focused education and student support

· Focusing on educational delivery options to meet the needs of our student population

· To Serve the Employers by

· Providing trained graduates to meet the employment needs of our business community

· To Serve the Community by

· Participating in community activities, events or projects

LBI/LTI Value Statement

We are a family-oriented organization committed to making a difference in the lives of our students and employees by treating all with kindness, dignity, and respect.

The Campus Effectiveness Plan

1. Institutions are required to demonstrate their formal plans to continuously improve their educational, administrative, and student learning outcomes effectiveness. This planning activity results in a carefully developed document known as the Campus Effectiveness Plan, or the CEP. Campus Effectiveness Planning is described in the Accreditation Criteria Title III, Chapter 1, Sections 100 - 113.

2. Each campus shall have on file a Campus Effectiveness Plan (CEP) which will be distributed at the beginning of each calendar year. All faculty are required to read and understand the initiatives discussed therein. Regular updates to the CEP progress and implementation will be reviewed at monthly employee meetings. A main and its branch campuses may share aspects of a CEP, such as the mission, but each main and additional location is expected to have its own plan for effectiveness that describes the characteristics of the programs offered and of the student population, describes what types of data will be used for assessment, identifies outcomes, and states how continuous improvement will be made to improve or enhance outcomes at the institution. At a minimum, the following six elements will be evaluated for institutional effectiveness:

1. student retention rates;

2. student placement rates;

3. level of graduate satisfaction;

4. level of employer satisfaction;

5. student learning outcomes; and

6. graduation rates [when available]


Each institution shall publish annual placement and retention goals. In formulating these goals, each institution shall take into account the retention and placement rates from the previous three Campus Accountability Reports and the specific activities that will be undertaken to meet those goals. The activities must demonstrate the institution’s ability to maintain or improve retention and placement outcomes each year. Institutions are encouraged to include additional information in their plans which is relevant to improving their overall effectiveness. 

3. Campus Effectiveness Planning also requires that the plan be implemented through specific activities, and monitored through periodic progress reports, and evaluated at least annually. Faculty involvement with implementation of these initiatives is expected as requested.

The Campus Effectiveness Committee   

The Campus Effectiveness Committee (CECom) is charged with developing, reviewing, revising, implementing, and monitoring the Campus Effectiveness Plan (CEP).  The CECom consists of a campus management team (President & CEO, Executive VP of Operations, Executive Director, Director of Education, VP of Financial Aid, Director of Career Services, Program Director for Respiratory Therapy, Program Director for Cosmetology, Director for Trade Program). The CECom meets following the submission of the Campus Accountability Report (CAR) to review outcomes, complete the annual evaluation of the CEP, and prepare the initial version of the CEP for the next CAR period.  The 2017 plan will be shared with all employees and the Board of Directors at each campus.   The program outcomes will be shared at our PAC meetings.

Beginning in 2017, the CECom will meet formally to review the CEP twice a year (at the end of the spring and summer terms) to review the progress on achieving the goals or the key operating elements.  The committee will analyze data and implementation of the CEP to date and make the needed adjustments.   

Faculty Code of Conduct

Faculty are expected to adhere to the LBI/LTI Code of Conduct Policy at all times. Faculty are expected to uphold the highest standards of academic integrity, rigor, and quality education for the betterment of our students, community and institution. 

Ethical behavior is characterized by honesty, fairness and equity in interpersonal, professional and academic relationships and community outreach activities. Ethical behavior respects the dignity, diversity and rights of individuals and groups of people. LBI/LTI encourages and expects all members of the community to conduct themselves according to the highest ethical standards. All of our endeavors – academic, business, community relations and student affairs – must be grounded in ethical principles, conducted according to the utmost standards of integrity, and carried out in compliance with legal and regulatory requirements and school policies.

Following the law, both in letter and in spirit, and doing the right thing, are the foundations on which the school’s ethical standards rest.

All employees are expected to be truthful at all times and either intentionally or unintentionally never misrepresent the school’s capabilities or outcomes:
Misrepresentation: Any false, erroneous or misleading statement an eligible institution, one of its representatives, or any ineligible institution, organization, or person with whom the eligible institution has an agreement to provide educational programs, or to provide marketing, advertising, recruiting or admissions services makes directly or indirectly to a student, prospective student or any member of the public, or to an accrediting agency, to a State agency, or to the Secretary. A misleading statement includes any statement that has the likelihood or tendency to deceive. A statement is any communication made in writing, visually, orally, or through other means. Misrepresentation includes the dissemination of a student endorsement or testimonial that a student gives either under duress or because the institution required the student to make such an endorsement or testimonial to participate in a program. 

FACULTY RESPONSIBILITY FOR PROFESSIONAL DEVELOPMENT

Faculty and staff members are encouraged to participate in professional growth by attending job-related seminars, workshops and professional meetings dealing directly with current job requirements or approved new assignments with the school. In these cases, the tuition or fees will normally be paid by the school in advance with travel and other miscellaneous expenses being submitted for reimbursement following the meeting, workshop, or seminar. The request for all educational expenses, such as seminars, meetings and workshops, must be made prior to enrollment by the employee to the immediate supervisor and approved by the supervisor and the Campus Director prior to the event.
Professional certification testing that is required by the school as part of the employee's condition of employment will be paid by the school provided the employee passes the test. Professional certification testing that is taken on a voluntary basis by the employee will be paid by the school provided the employee passes the test and the testing was approved in advance by the employee's supervisor and the Campus Director. 
NEW INSTRUCTOR TRAINING CHECKLIST
Laurel Business Institute/Laurel Technical Institute has developed an onboarding training checklist for new instructors. This checklist is designed to help new instructors develop, acclimate, and navigate at a reasonable pace through the six-month introductory period to ensure the onboarding experience is a success. In addition, the onboarding training checklist will provide opportunities and assistance for new instructors who are new to the field of teaching with training in lesson planning and pacing, instructional methodologies, teaching skills, and effective technology usage related to delivering lessons and integration of Canvas, our LMS.   This checklist begins for new instructors once they are hired and has them working on items to complete before the semester begins all the way through month six. Each month, the instructor will need to complete several items, which will help improve work performance and allow them to get up-to-speed on job skills and company culture. The checklist can be customized to the needs of the new instructor and includes mentoring, a key component for success.  Because of this process, the new instructor will be able to develop the skills and knowledge they need to succeed in their role of education within the institution.
LEARNING RESOURCES ANNUAL EVALUATIONS
Faculty will be surveyed annually to assess the status of facilities, lab equipment, and library resources available in their classrooms. This survey will be conducted during the fall semester to allow for fiscal year budget planning. Additionally, if resources are needed prior to the budget year planning process, purchase requisitions may be submitted with supervisor’s approval.

Roles and Responsibilities of Program Directors/Supervisors

All faculty report to a Program Director or senior administrative staff member. Their responsibilities are as follows and faculty members should collaborate with their department official for support as needed in these areas:
Leadership and Vision

1. Work as a member of a leadership and programmatic team for the good of the school. 

2. Develop a shared vision for Department and School. 

3. Engage in regular communications with faculty and administrators. 

Departmental Management 

1. Serve as an advocate for the department within the context of the school and administration. 

2. Monitor department committees and use committees effectively. 

3. Coordinate short and long-range department programs, plans, and goals. 

4. Recommend technology acquisitions and their use. 

5. Engage in participatory governance. 

6. Conduct department meetings. 

7. Work with administration on inventories and security.

8. Supervise and evaluate the instructors in the department. 

9. Maintain essential department records, including student records. 

Instructional and Curricular Leadership 

1. Supervise community service and outreach efforts.
2. Be responsible for improving programs/teaching. 

3. Support recruiting and mentoring of faculty members.
4. Support faculty in their teaching and professional development. 

5. Evaluate faculty performance (classroom observations and student evaluations). 

6. Keep faculty members informed of department, school, and institutional plans, activities, and expectations. 

7. Support a positive faculty climate.

8. Foster the development of each faculty member’s special talents and interests. 

9. Plan and implement recruitment and retention of students. 

10. Monitor and support advising of students including orientations. 

11. Budget and Resources -Work with school administrators and committees to secure and monitor departmental resources.

POLICIES

ACADEMIC FREEDOM POLICY 

The administration respects the professional integrity of the faculty and staff. Academic freedom means that instructors are able to teach the course material in their individual style and they may enhance the learning activities with approved field trips, guest speakers, handouts, et cetera.
Faculty Role in Academic Governance

The faculty of LBI/LTI shall have a clear role in administering and implementing policy, especially as it pertains to academic affairs.  The role includes, but is not limited to, the following areas:

· Development of educational programs

· Selection of course materials, instructional equipment and other educational resources

· Systematic evaluation and revision of the curriculum

· Assessment of student learning outcomes

· Planning for institutional effectiveness

Development of education programs

All faculty are invited to participate in the strategic planning for the school.  Part of this process involves investigating possible programs to be developed and submitted for approval to the school’s governing bodies.

Selection of course materials, instructional equipment, and other educational resources

Faculty are given syllabi which delineate the scope of the subject matter to be covered within each course.  Instructors shall select course materials and other educational resources to use to deliver the content in the way that best meets the needs of the students in the course.  Textbooks are routinely reviewed throughout the year, with changes implemented annually before the start of the fall term.  Faculty may requisition instructional equipment required for the effective delivery of the subject matter in their courses.

Systematic evaluation and revision of the curriculum

Program faculty and/or department heads shall participate in regular program advisory committee (PAC) meetings at which area employers will review program offerings and core curricula and offer suggestions for improvements and revisions.  Faculty and/or department heads shall also participate in follow-up discussions in which revisions are considered and implemented.  In addition to these times of routine, regular review, faculty members should feel free to bring up recommendations for program or policy improvements to their supervisor or to the Vice President of Education at any time.

Assessment of student learning outcomes

Instructors shall choose methods for appropriately assessing the learning outcomes of each of their courses.  These methods may include, but are not limited to, formal written tests, student presentations, skills checklists, research papers, student demonstrations, and individual or group projects.

Planning for institutional effectiveness

Along with the strategic planning process, faculty will have opportunity to participate in the school’s Campus Effectiveness Plan, and will work with the administration in implementing goals for retention and placement.

TUTORING POLICY 

Faculty are expected to tutor students during regular business hours as part of their employment of the Laurel Business Institute/Laurel Technical Institute. This is considered part of the instructional assignment for the individual employee and does not involve additional compensation from the student. The faculty may select qualified students to provide peer tutoring to students needing assistance in specific classes.
GREVIANCE PROCEDURES
Laurel Technical Institute strives to meet the needs of all our students and resolve any concerns brought to the school’s attention. Concerns regarding a particular class or instructor should be discussed privately with that instructor. If a satisfactory solution is not reached, the student should discuss the situation with the Executive Director (Sharon) or Campus Director (Meadville). If further action is required, the student should speak with the President.

Any concerns regarding student organizations, the administration, staff, or building facilities should be

discussed with the Executive Director (Sharon) or Campus Director (Meadville). All possible attempts will be made by the faculty or administration to explain and/or correct any area of concern. If the student is still not satisfied, he or she may contact the State Board of Private Licensed Schools at the Pennsylvania Department of Education at 333 Market St., Harrisburg, PA 17126, or by phone at 1-717-783-8228. Students may also contact the Accrediting Council for Independent Colleges and Schools at 750 First Street, NE, Suite 980, Washington, D.C. 20002, or by phone at 1-202-336-6780. Ohio students may also contact the Board of Career Colleges and Schools, 35 E. Gay Street, Ste. 403, Columbus, OH 43215, or by phone at 1-877-275-4219.

The following are faculty procedures necessary for facilitating success
Canvas LMS Course Requirements
1. Faculty are responsible to setup up each course section in Canvas at the beginning of each semester with syllabus, outline, assignments, and grading criteria.
2. Daily responsibilities: attendance, grades, and assignments must be updated daily. 

3. Canvas Training Course must be completed by all new faculty members during their first semester.

4. Additional, Canvas training resources (step by step procedure videos) are available through the Commons portal on the LMS.

Syllabi and Outlines
1. These must be accurate and up-to-date at all times.  Review syllabi and update them each term before copying.  If you have any questions, consult your supervisor.

2. Students are to receive a copy of both documents the first day of class.

3. Take the time to thoroughly go over the information with students. 

4. It is ultimately up to the instructor to ensure accurate textbook information including correct editions and copyright dates.
Lesson planning—See form in Shared Forms
1.  All instructors should have lessons well-planned one week in advance to ensure correct pacing and delivery of information to meet the requirements and content from the course outline.
2. New hires will submit lesson plans for the upcoming week to their Supervisor at the end of each week.  
Class Schedules

1. Once the scheduling process is completed, you will receive an initial schedule for the upcoming term.  Typically, this is 2-3 weeks before the end of the current term.

2. Scheduling begins at midterm so if you have any requests, please get them to Administration by the 5th week in the term.  This would be preferred days, room, etc.

3. Please note that class counts are not accurate until after orientation.

4. First day rosters are available approximately 2 hours following the conclusion of all orientations for the day.

5. Final rosters are put in mail boxes on the 6th day of the term—the day after add/drop period.
Office Hours Posting—see sample in shared forms
All instructors must post office hours in advance of the semester.

Office hours should include your class schedule, your office hours, and your contact information (email address, phone extension, etc.)
Classroom Housekeeping

At the end of class, please ensure that the classroom is left in good order for the next class and instructor.  This includes erasing the boards, disposing of trash, chairs pushed in, lights out, and door shut.  Medical rooms and computer labs are to be locked unless another class is coming right in.  
Properly report any concerns on a maintenance requisition and forward to the Campus Director for approval, or a computerized IT repair ticket, if applicable.  Be sure to provide all required information to facilitate the request.

Add/Drop Period

This period is the first 5 days of a semester to allow students to make schedule adjustments by adding, dropping, or changing class sections, as space allows.

Administration will post schedule change hours.
Direct students with schedule questions to the appropriate campus person.

Once add/drop period is over, final rosters will be sent out.  If there are any discrepancies at that point, inquire with Administration.
Room Changes & Out of Class Days

When room changes are done on a permanent or temporary basis, please email that to Administration and the Front Desk.

Any time you will not be in your scheduled room during your scheduled time, you should convey this information to your supervisor and the Front Desk in advance (such as going over to the Library, taking a field trip, having a day where students are working outside of class on projects, etc.)

Day Before Classes

Have all your syllabi and course outlines copied and ready to go.

Have all necessary forms copied, for example, sign in sheets, phone lists, etc. These can be found in Shared Forms.

Check your classrooms for supplies such as markers, erasers, and such.  Report any problems to your supervisor.
First Day of Classes

Take roll based on your most current roster the day before classes after orientation.

Mark down any additional name and be sure to email the information to Administration. They need the course name, number, and section.

Email Administration of any missing returning students that day.  Email Admissions for any missing new students that day. Again, provide the course name, number, and section.

Pass around the student phone number form for students to complete. Students should print out the information in dark ink only.  Make 2 copies of the phone list only on the darkest setting. Keep the original. Route one copy to your Supervisor and the other to the Front Desk.
Things to go over on the first day of class
1. Syllabi and Outline with an emphasis on your policies and expectations

2. Phone Listing

3. Attendance Procedure

4. Attendance Policy and Incentive Program
5. Dress Code (relaxed, yet clean and non-offensive)

6. Honor Code

7. Reporting off with goal of getting them to call/email you when absent

8. Snow Delay/Cancellation Policy, if applicable
9. Office Hours and Location

10. Contact information:  your email address and phone extension

11. School Website www.laurel.edu
12. Email Accounts and that you will be using them and that they need to check them.  Optional email listing-using laurel.edu accounts only.
13. Missed Homework Assignments

14. Assistance:  You are available for assistance and happy to do so.

15. Tutoring
16. CANVAS 
Daily Communications

In the interest of timely and exceptional customer service, it is essential that you check your voice mail and email twice daily.

We rely heavily on email as well as voicemail to convey pertinent information, so please make an effort to check both twice daily: a.m. and p.m.
All calls and emails should be returned within 24 hours.

Should you have technical problems, report it with the computerized repair ticket system.
Periodic Reporting

As requested, please provide Administration with grading information for students on academic probation or agency funding by the requested deadline.

Please provide the Front Desk with any requested information regarding attendance for students who are agency funded.
Progress Reports
During the term, prepare and distribute progress reports on the announced dates.  Dates will be provided to you before the term begins.

Grades with be cumulative from day one of the semester to the progress report date.
All progress report must be signed by students.

Personally and privately counsel any students whom you have concerns about.  This would include those with attendance or tardiness issues, academic issues such as grades below a “C”, attitude, etc.  Document, for your own needs, the results of these sessions.

At the end of the term, keep for one semester.

Dean’s List & Attendance & Awards Ceremony

All instructors, unless they are in Clinic, should attend the ceremony to support and applaud our students’ successes.

Classes held during this time are delayed that day by 20 minutes for the ceremony.

Early Release for Graduating Student—See form in Shared Forms
A student in his/her last semester with a job offer in his/her field of study can request early release.

If approved, the student will meet with his/her instructors to complete the necessary paperwork.

Incomplete Grades—See form in Shared Forms
An incomplete cannot be given unless the proper paper work is completed and the procedure is properly followed.  Refer to the policy for the proper procedure.

Remember to follow up with the student who is failing to meet the conditions of the Incomplete.

Complete a change form no later than three days of the deadline for the incomplete.  If they did not fulfill the requirements, a grade of “F” is given.

End of Term Grades and D/F Report—SEE form in Shared Forms
Have all grades calculated and posted to Canvas by the dates provided.  Typically, graduate grades are due earlier to prepare for Graduate Luncheon.

Complete the D/F report to notify Administration of students who have either not made a prerequisite grade of “C” for classes requiring it or who have failed the course.  For classes with workbooks, please indicate if a student needs a new one ordered.  It is crucial that you provide this information by the requested date so that schedule changes and book orders can be done in a timely manner.

Graduate Luncheon

Prior to each graduation, a graduate luncheon is held for the graduating students.

Faculty attendance is required.

Faculty members are encouraged to give Instructor Awards to those students they feel deserve such an honor.

Graduation

There are three graduations per year.  They are normally held at a local auditorium and are normally scheduled on Thursday evenings.

Graduation dates are provided in the school calendar a year in advance.

Please plan to attend graduations to support our students.

If you are unable to attend the occasional graduation, please notify your supervisor in advance.

BOOK CHANGE PROCEDURE/UPDATING SYLLABI & OUTLINES/SOU CHANGES—See  Book Change form in Shared Forms

After careful consideration, we are only accepting textbook changes once a year with changes being in place for the spring term.  The only exception is for out-of-our-control events such as edition changes and changes resulting from an out-of-print or unavailable text.   If you truly feel the current textbook being used for your class is not a good one, follow the procedure listed below to request a change.  All submitted changes must be made by October 1 of the year prior to the change.  

Procedures for changing textbooks—see edition changes below as well:  
1. Review a variety of books in order to find one which covers the basic objectives of the course.

2. REQUIRED:  Prepare a sample syllabus with any change in objectives, grading criteria, makeup policy, along with a sample course outline reflecting the new book(s).

3. Notes, handouts, projects, exams, etc. must also be changed to go along with the new textbook. Canvas content and assignments will also need to be changed to reflect the new materials.

4. Any book change must stay within range of the cost of the current book being used.

5. Submit this to your direct supervisor along with the Book Change Form for approval.  Be sure to include the cost of the old and the cost of the new.  The Purchasing Agent can provide the cost of the current text and the book representative can provide the cost of the new text.

6. Once a book change has been approved and signed off on by your direct supervisor, the course instructor is responsible for changing the syllabus and the course outline (in shared files).   If the text is reused in other courses, the book information must be updated in those syllabi as well. This is also the responsibility of the instructor changing the book.   The instructor’s supervisor will check to make sure this is done before the start of the new term.

7. The approved Book Change Form is then forwarded to the Campus Director for final approval.

8. Campus Directors will forward the approved Book Change Form to the Purchasing Agent who will update the database.  

Procedures for updating syllabi and course outlines:

1. All instructors, at all campuses, are responsible to review and update course syllabi and course outlines each term (only for the courses they will be teaching).

2. Instructors will be responsible to update book information, including edition changes and copyright dates, to their respective syllabi in Shared Forms.  We need this information to match what is in use.

3. Even if there are no changes to a syllabus and course outline, every instructor, at all campuses, must put an updated date and his/her initials at the bottom of each syllabus and course outline.  This allows the Campus Director and Faculty Supervisors to know that syllabi and course outlines are being reviewed each term.  

Edition Changes:
Please note that the course instructor is responsible to complete and submit a Book Change Form for all edition changes to ensure that the databases are up-to-date.  We appreciate your assistance with this.  Remember to update the book information on the syllabus.  

Other course-related/program related changes:

Any non-book related changes regarding curriculum, supplies, equipment (kits and tools), and SOU must be submitted to the Campus Director by mid-term of the current term in order to be implemented for the upcoming term.  Approved changes received after this point will be effective for the term following the upcoming term.

Field Trip or Guest Speaker Form—See form in Shared Forms
This is a dual-purpose form, complete only the applicable section-top or bottom.  It is filed in a 3–ring binder so it is crucial that it not be cut in half.
Use this form when you have a guest speaker or take a field trip.

Route a copy to the designated person on the form within 3 days of the activity.

Professional Growth—See form in Shared Forms
After establishing your professional growth plan with your supervisor at the beginning of the new year, please update your copy throughout the year.

Documentation is important in this process. Copies of any certificates, programs, etc. to show proof of participation must be forwarded within 3 days to your supervisor.  Do not send the originals.  Those are yours to keep.

As opportunities arise through the year for professional growth, consult your supervisor.

Faculty In-service and book fairs count as professional growth and should be added to your form.
Annual Self-Assessment—See form in Shared Forms
Prior to your initial six-month annual review, your supervisor will send you this form to complete as part of the evaluation.
Typically, we do these in anticipation of your annual review, when you are teaching a course for the first time and if students have expressed concerns.

Classroom Observation—See form in Shared Forms
Classroom observations can be done by your supervisor throughout the year and may be announced or unannounced.
Student Evaluations—See form in Shared Forms 

Student Evaluations can be done by your supervisor throughout the year and may be announced or unannounced.

Typically, we do these in anticipation of your annual review, when you are teaching a course for the first time, and if students have expressed concerns.


Initial 6 month & Annual Review—See form in Shared Forms
For new hires, you will be reviewed at 6 months then in another 6 months with an annual review from that point forward on your anniversary date.

The form is used to evaluate your performance over the past year and incorporates the results of the classroom observation and student evaluations.  Plans for the new year are also made during this process.
Faculty Meetings, In-Services, & Book Fairs
Unless necessary, all faculty meetings and in-services are held between semesters and announced in advance.  Attendance is mandatory.  Be sure to sign-in on the attendance sheet.  Add this to your professional growth record.

Book fairs are scheduled and attendance is required. An attendance sheet must be signed.

Staff Meetings, In-Services & Other Meetings

Staff meetings, in-services, and other meetings must be attended as scheduled.

Notice for these events is provided in advance.

Attendance is required unless excused by your supervisor.

Reporting Off

In the event of an unscheduled absence, please contact your supervisor as early as possible per your supervisor’s procedure.

Please be prepared to give class-related assignments or cancellation information when reporting off.

Your supervisor will inform the Front Desk of your absence and handle class plans accordingly.

Scheduled Absences—See form in Shared Forms
Complete the Leave of Absence or Scheduled Time Off form far enough in advance with a plan for coverage of classes, if applicable.
Please alert the Front Desk when you will be off as a scheduled absence.  Often times, students “forget” and are looking for you.
Be sure to update attendance and assignments in Canvas.
Timesheets—See form in Shared Forms
Our timesheets cover the 1st and 15th of the month and the 16th to the end of the month.

Notate any time off using the legend attached at the bottom of the sheet.

Any special circumstances regarding time worked outside your normal scope should be notated on the reverse side with prior supervisor approval.

Timesheets are done on the computer.  This form is located in the Shared Forms. Failure to do so could result in a delayed payment.

Snow Delays & Cancellations

On days of wintry weather when conditions are questionable, you should check your email to see if we are operating on a delay or have cancelled.  A One-call message is left by 6 a.m. regarding delays and cancellations as well as instructions for the day.

A one-hour delay means classes start at 9 a.m.  A two-hour delay means classes start at 10 a.m.  Classes will run on an adjusted schedule.
Use your best judgment and get here when you can.  Consult your supervisor as necessary.
Student Organizations

LBI & LTI provide student organizations for students who are enrolled to participate in.  Your support of these organizations and their activities is greatly appreciated by the students and the advisors.
EMPLOYEE nEWSLETTER
Nancy Decker, CEO, send out an electronic newsletter every other month with the latest school news to connect us all with the happenings across LBI & LTI.  You may contact her directly with news and suggestions.
Mail
Mail coming through the post office is received and delivered in the early morning.
Packages from UPS, FedEx, and DHL arrive throughout the day and will be delivered on as soon as possible after delivery.

Mail should always be clearly labeled as to who the recipient is.

Confidential mail should always be placed in an interoffice mail envelope.  These envelopes can be found in the supply room.  When you amass a collection of them, please recycle some back to this location.

Mail of highly confidential nature or that of value should always be hand delivered to the recipient.

Misdirected mail should promptly be “remailed” to the correct recipient.

The receptionist will affix any postage on school-related mailings.
Information BoardS
There are information boards located in the lunch area.

The boards are used to post grades and class notices.

Only school related information or school related/sponsored/support activities can be posted on this board.  Any other content would require the approval of your supervisor.
All items should be stapled or pinned on and removed in a timely fashion by the person who posted it.
Parking

You should have a current parking sticker on each vehicle you drive to work.

See the receptionist for a sticker.


Proximity Card

Your Proximity Card serves as your employee ID as well as provides you access to the building.

Per the sign-off, keep it safely stored and report any problems or losses to the appropriate person as soon as possible.
Copier Usage

You have your own unique code to be used to access the copier.

When copying, always duplex whenever possible.

Also, use care to only make exact numbers needed of pertinent materials.

Supply Closet
There is a supply closet which has a variety of office supplies including grade books and lesson plan books.

You are welcome to take any supplies needed for your classroom or office.

Please list items taken on the notebook in the closet.

If you take the last item, let the designated person know.

If you need something that isn’t in there, discuss with your supervisor.

Purchase Requisitions—See form in Shared Forms
All purchase requisitions should be filled out as completely and accurately as possible with enough lead time to have your request fulfilled.

Make a copy for your records and forward the original electronically to your supervisor for approval.

Follow up with your supervisor if you do not have your items by the requested deadline.
Purchasing is done on these dates each month: 10-20-30
Computer Repair Ticket System--“Helpdesk Admin”
This is an online system that ensures that issues are handled in the timeliest manner with the ability to provide tracking and email feedback as to the status of the request.

Employee Handbook, ASR, & Emergency Management Plan

Each employee should have a copy of these documents or view them in Shared Forms.
Let your supervisor know if you do not.

Key Acknowledgement Form
Each employee should have a completed up-to-date key acknowledgement form on file specifying all keys in their possession.

If you haven’t completed one or have had a change in keys, let your supervisor know.

Additional Resources

It’s your responsibility to read and be familiar with the following documents:

· Course Catalog

· Employee Handbook

· Emergency Management Plan
· Annual Security Report

· Code of Conduct
· Campus Effectiveness Plan
