NorthWest Arkansas Community College Administrative
Policies and Procedures
Faculty Requirements and Expectations

3-10-5(1)

All corporate & Continuing Education faculty are expected to be professional and attend
to the following:

1.

to be in charge of the class.

2.

to follow the curriculum outline of the class as it has been defined by our
customers/clients/partners.
If you have an idea about a deviation
(unscheduled field trip, speaker, etc.), this must be cleared through the
Corporate & Continuing Education Office.

3.

to have a weekly instructional outline taken from the course syllabus. This
outline should include the content of the session, the suggested activities, and
the approximate time to be allowed for each activity.

4.

to prepare for each class by having all the materials you need in class each
week, thoroughly understanding the content of the session, anticipating hard
concepts to grasp, creating backup plans should an activity you have planned
not “work”.

5.

to instruct for the contracted number of instructional hours. If you have to
miss a class due to illness or some emergency, you must find a time
(convenient to the class) to reschedule the hours you missed.

6.

that your role of instructor at Corporate & Continuing Education is primarily
one of facilitation. While you are considered to be the expert, your role is to
create active learning experiences in class that will lead participants to the
learning objectives of the day.
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7.

that the primary mode of learning in a Corporate & Continuing Education
classroom is active and application oriented. Participants should be engaged
in a wide variety of learning activities that include lectures, role-playing, case
studies, demonstrations, self-guided learning, etc.

8.

to maintain a sense of humor and a considerate attitude.

9.

to communicate with participants much like you would you neighbor, should
he or she you to teach them something.

10.

to dress professionally and appropriately when representing Corporate &
Continuing Education and NorthWest Arkansas Community College.

11.

to learn the names of the people in your class no later than the second class
session. In addition, you should learn something about each participant as
soon as possible. (Where they work; why they are taking the class what they
expect to learn; what their greatest concern about the class might be, etc.)

12.

to introduce new participants into the class if they enroll late. It is important
that everyone feel comfortable in the class.

13.

when participants are working on projects in class, use this time to walk
around the room observing, asking questions, being engaged in the project
and process.

14.

to recognize your role of instructor at Corporate & Continuing Education is
primarily one of facilitation. While you are considered to be the expert, your
role is to create active learning experiences in class that will lead participants
to the learning objectives of the day.
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15.

to understand that the primary mode of learning in a CCE classroom is active
and application oriented. Participants should be engaged in a wide variety of
learning activities that include lectures, role-playing, case studies,
demonstrations, self-guided learning, etc.

16.

to come to class at least 15 minutes early to prepare the classroom (clean up,
if necessary, from previous class), collect all instructional materials, supplies,
other necessary items, set up any equipment you may need.

17.

to keep attendance in each class and keep current on any administrative task
that your class calls for. If certificates are to be given, names should be
turned into the staff no alter than the fourth class session.

18.

to begin each class by stating what the learning objectives are for the
session.

19.

to make sure participants get information they might have missed due to
absences.

20.

to devise some way of communicating with each person in your class relative
to the day’s instruction (what was good; what could be improved; in what
areas, if any, are you fuzzy?) In other words, reach closure at the end of each
class.

21.

to open each class with an opportunity for participants to voice questions
about the material being covered.
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