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SOUTHWESTERN OREGON COMMUNITY COLLEGE
COLLEGE NOW WORKFLOW

	WHO
	WHAT

	APPLICANT/

HIGH SCHOOL 
Coordinator

(Nathan)
	1. Application/Dual Credit Teacher Information form

2. Transcripts, Resume

3. Completed Course Articulation sheet

4. Curry  will send their packet to HS Coordinator
5. Completed packet sent to Community Ed. & Workforce Development Director

	
	

	CE/WD DIRECTOR
(Karen)
	1. Meet w/content area faculty and review packet

2. Create Part-Time Faculty Approval Form (FAF)  and add to application packet
3. Coordinate with Assoc. Deans on mentor assignments
4. Return Personnel packet to Program Assistant w/signed FAF and completed Articulation Agreement

	
	

	PROGRAM ASSISTANT
(Jennifer)
	1. Update packet

2. Copy packet
3. Send  original completed Articulation Agreement and Personnel packet to VP Assistant 

	
	

	VP INSTRUCTION

ASSISTANT

(Anna)
	1. VP review, approve and sign 

2. Add faculty name to master spreadsheet

3. Enhanced Options (same as any part time faculty hiring process) Extended Option faculty approved and signed packet is sent to Human Resources. See Hiring process outline document from HR.

4. Dual Credit – Not SWOCC employees. 

a. Office of Instruction - Check for college record, NAE & create if necessary.

b. Office of Instruction - Designate applicant as faculty in FCTY

c. Office of Instruction  - File all Dual Credit Instructors

5. Add approved courses into FQAL

6. Send Scheduler, Perkins Coordinator and Program Assistant signed copy of P/T Faculty Approval Form via email
7. Return approved Articulation Agreement to HS Coordinator.

8. If Dual Credit/Enhanced Options instructor requires Provisional Approval, date of renewal is posted on Provisional Approval tracking sheet.

	
	

	PROGRAM ASSISTANT

(Jennifer)
	1. Notify high school (s) and High School Coordinator of instructor’s approval status,  Welcome Letter and faculty assignment

2. If SWOCC pay, have instructor visit Human Resources to complete new hire paperwork and show I-9 information. 
3. Send IT new instructor Access Request

4. Email instructor the Handbook, grading instructions, and  college deadline sheet (drop dates and grades due date) and all other pertinent information

5. Add instructor to email distribution list 

6. Send mentor the instructor’s contact info

	
	

	HHIGH SCHOOL LIAISON

(Nathan)

	1. Follow-up with instructor: FERPA quiz, mentor, course articulation, syllabus, Handbook, grading instructions and college deadline sheet, etc.


	
	

	HUMAN RESOURCES

(Lisa)
	1. Enhanced Options – Send contract, if necessary, to instructor.
2. Dual Credit – Not SWOCC employee. No contract. 

	
	

	CE/WD DIRECTOR

(Karen)
	1. Pay Enhanced Options Faculty 

2. Dual Credit teachers are not paid by SWOCC

3. Enhanced Options Faculty are paid on P/T Faculty scale

4. F/T faculty is paid overload if necessary or

5. No pay if course is a part of F/T faculty load (per contract)

6. Invoice high schools for instructional costs. Based on approved costs, all participating Enhanced Option high schools will be billed quarterly from the Business Office. Karen will provide the B.O. with amounts and codes. All billing will be sent to high schools in the current academic year.

	
	

	PROGRAM ASSISTANT

(Jennifer)
	1. Send the Scheduler the Request for Change of Schedule w/complete and accurate start and ending dates and course information

***NOTE:  term to enter is term that GRADE will be submitted***

	
	

	SCHEDULER

(Julie)


	1. Create TLN and Section numbers

2. Return PINK SHEET to Program Assist. w/TLN and Batch Registration Code #.

	
	

	PROGRAM ASSISTANT

(Jennifer)
	1. Work with High School Coordinator to register students

2. Contact instructors annually to see if they will be continuing



	
	

	INSTRUCTOR
	1. Run class rosters  via WebAdvisor

2. Submit grades via WebAdvisor 

3. Contact Program Assistant/High School Coordinator for any questions and support
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