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Disclaimer: Pursuant to Section 41-1-10 of the Code of Laws of South Carolina, as amended, the language 
used in the SCC and South Carolina Technical College System (SCTCS) Policies and Procedures manuals 
do not create an employment contract between the employee and the College or System. These manuals do 
not create any contractual rights or entitlements. The College or System reserves the right to revise the 
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content of this manual, in whole or in part. No promises or assurances, whether written or oral, which are 
contrary to or inconsistent with the terms of this paragraph create any contract of employment. 

Non-Discrimination Statement: Spartanburg Community College does not discriminate on the basis of 
race, color, religion, age, sex, national origin/ethnic origin, veteran status or disability in its admission 
policies, programs, activities or employment practices. The college complies with the provisions of Titles VI 
and VII of the Civil Rights Act of 1964, as amended; Title IX of the Education Amendments of 1972 and the 
Higher Education Amendments of 1986; Section 504 of the Rehabilitation Act of 1973, as amended; the 
South Carolina Human Affairs Law of 1972; and with the Americans with Disabilities Act (ADA) of 1990, as 
well as the ADA Amendments of 2008 (ADAAA). For additional information on nondiscrimination policies, 
students should contact Ron Jackson, Vice President of Student Affairs, who coordinates Title II of the 
ADA/ADAAA, Section 504, and Title IX at (864) 592-4817 or visit SCC Terhune Student Services Building, 
Office 165. Employees and prospective employees should contact the Director 
of Human Resources, Rick Teal, at (864) 592-4617 or visit SCC Ledbetter Building, Office 210. 
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Mission 

Spartanburg Community College provides exceptional, accessible, learning centered education and 
workforce development programs and services. 

Vision 

Spartanburg Community College is a catalyst in changing lives, building the future of our students and 
citizens, and developing the economy of the Upstate. 

Role and Scope 

Spartanburg Community College (SCC) is a public, two-year, multi-site, suburban college serving the 
citizens and communities of Cherokee, Spartanburg and Union Counties of South Carolina. SCC implements 
its mission through programs, services and partnerships that include: 

College Credit Programs 

SCC serves 7,000 to 10,000 credit students
 
annually through classroom, hybrid and e-

learning courses leading to associate degrees,
 
diplomas and certificates designed for direct
 
job placement, as well as associate degrees
 
designed for transfer to four-year colleges and
 
universities.
 

Corporate and Community Education

Programs (Non-Credit Programs)
 

SCC serves approximately 5,000 students 
annually through classroom, hybrid and online 
learning courses. The college provides professional and career development programs for business 
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and industry, manufacturing, health care, nonprofits, and governmental agencies. The college provides 
customized training and development courses to business and industry. Personal enrichment courses 
are also offered. 

Student Development Programs and Services 

SCC provides opportunities that promote college readiness for students who are unprepared for 
collegelevel courses. These opportunities are provided through a wide variety of academic and student 
support services with an emphasis on preparing the student to enter and be successful in a program of 
study that builds academic and employability skills as well as personal and professional growth. 

Economic Development Services 

SCC proactively seeks to promote business growth in the service area through its Center for Business 
and Entrepreneurial Development. 

College Values 

Learning: 

We believe in the worth of individuals and their potential for growth and development. We encourage 
students to reach their highest potential by helping them acquire a strong work ethic and by promoting 
a desire for lifelong learning. We build a community of learners who are prepared for employment 
and/or further education. 

Excellence: 

We believe in the quality of our teaching and learning. We are innovative and continuously search for 
ways to improve our programs, services, and operations. We develop the professional potential of 
faculty and staff so that we uphold high academic and customer service standards. We recognize merit 
in both students and employees. 

Diversity: 

We believe in the necessity of access to programs and services for the diverse populations we serve. 
We appreciate their perspectives and experiences. We encourage each person to learn at the highest 
levels of achievement through a variety of programs in a variety of formats. We practice teamwork and 
effective communication while maintaining a climate of mutual trust, respect, and fairness. 

Partnerships: 

We believe in the strength of community. We instill a sense of college pride in students. We build strong 
alliances with other educational institutions, employers, organizations and communities to enhance 
opportunities for our students and to improve their quality of life. We participate in the community’s 
growth and development, and encourage faculty and staff to serve as leaders and role models. 

Accountability: 

We believe in the power of responsibility. We stress students’ active role in their own learning, growth 
and development. We give employees responsibility for job performance. We strive to be cost effective 
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and efficient in providing quality education and services to our students and communities. We actively 
seek additional resources to help meet student and community needs. 

Approved by the Spartanburg County Commission for Technical and Community Education on March 
21, 2016. Approved by the SC Commission on Higher Education on April 21, 2016. 

Administration 

SCC's President Henry Giles works closely with his cabinet, the Executive Council, to run the 
College. 

Executive Council Members 

Mr. Henry C. Giles, Jr................................................................................................................ 
President 
Dr. Cheryl A. Cox ....................................................................... Senior Vice President of Academic Affairs
 
Mr. L. Ray Switzer...................................................................................Vice President of Business Affairs
 
Mr. Ronald Jackson ................................................................................. Vice President of Student Affairs
 
Mr. P. Michael Forrester................Executive Assistant to the President & Director of Economic Development
 
Mr. Samuel S. Hook .............................................. Executive Director of Advancement and SCC Foundation
 

Governing Body 

SCC's governing board, the Spartanburg County Commission for Technical and Community Education, 
serves as the local oversight board for SCC and works closely with President Giles and the Executive 
Council. 

Spartanburg County Commission for Technical and Community Education 

Vacant .......................................................................................................................... School District No. 1
 
Mr. Eugene S. (Sonny) Anderson .................................................................................... School District No. 2
 
Mr. Tracy W. Keller, Secretary ....................................................................................... School District No. 3
 
Mr. F. Gary Towery ....................................................................................................... School District No. 4
 
Mr. William Bruce Johnson, Chairman .............................................................................. School District No. 5
 
Mr. William G. Sarratt...................................................................................................... School District No. 6
 
Mr. Anthony D. Bell ......................................................................................................... School District No. 7
 
Mr. Gregory M. Tate, Vice Chairman .................................................................................... Cherokee County
 
Mr. Stanley O. Vanderford ..........................................................................................................Union County
 
Mr. James M. Folk............................................................................................................... Member at Large
 
Ms. Kimberly A. Fowler ........................................................................................ Member at Large Ex Officio
 
Dr. C. Scott Turner..................................................................................Superintendent, School District No. 5
 
Mr. J. Whitner (Whit) Kennedy, Jr. ....................................Chairman, Spartanburg County Planning 
Commission 

Campuses 

SCC currently has five campuses spread throughout our three county service area. It is possible that you will 
teach at one or more of these locations. You can find more information on our Campus Info page or on the 
College website. 
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Advisement Hours 

Adjunct faculty are expected to be available to students a reasonable length of time outside of class. You 
should use this time to provide individual assistance to students requesting additional help in the course. 
Full-time faculty are required to establish and post regular Office Hours when they will be available to 
students in their office. 

Alcohol and Drug Use 

In accordance with state policy, SCC provides a drug free, healthful, safe and secure work environment. 
Employees are required and expected to report to work in appropriate mental and physical conditions to 
meet the requirements and expectations of their positions. Chemical dependency through use of controlled 
and uncontrolled substances, including alcohol, is recognized as a major health problem and a treatable 
illness. SCC supports and recommends its Employee Assistance Program for employees to receive 
appropriate treatment for such illness. SCC will provide awareness programs for employees regarding both 
illegal and legal drug use, including alcohol. The College and its employees will also comply with applicable 
federal and state laws and regulations, including the Drug Free Workplace Act of 1988 and Policy VI-320. 

Anti-Harassment 

SCC will not tolerate any verbal or physical conduct or behavior which constitutes harassment, as defined in 
Policy VI-210 Anti-Harassment. The President shall insure that all employees are aware of this policy and 
that violators will be subject to disciplinary action up to and including termination. Any employee who feels 
that he or she is the victim of harassment shall have the right to mediation as described in Procedure VI
210.1 Non-Discrimination and Anti-Harassment and/or the right to file a formal grievance. 
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Attendance 

Adjunct faculty are required to be present in the classroom or lab during the entire period indicated on the 
employment agreement. On those occasions when you must miss a class because of sickness or an 
emergency, you should notify the College: 

During the day (before 4:00 PM), notify your Department Chair if you will be absent from a class. 

After 5:00 PM, notify the Evening Services Office for your campus location. If the Department Chair is 
not available, leave a message on the Department Chair’s voice mail. If you are going to be late for 
your class, ask your Department Chair and/or the Evening Services Office to notify your class. 

College and Departmental Orientations 

SCC conducts college-wide orientation sessions for new adjunct faculty. If you are employed after the 
scheduled orientation, your Department Chair will show you how to access this handbook and will review it 
with you individually. However, you should attend the next scheduled college orientation session. In addition 
to the college-wide orientation sessions, departments conduct separate orientation sessions for adjunct 
instructors. Your Department Chair or program coordinator will meet with you before the first class meeting 
for an orientation to the department and the course or courses you will be teaching. At this meeting, your 
Department Chair will provide: 

The textbook and other instructional materials to be used in the course (which you should return at the 
end of the employment period) 
A course syllabus 
A list of full-time faculty teaching the same course or courses 
Instructions for using an automated grade book 
Instructions for procuring supplies 
Instructions for clerical support 

Emergency Messages 

In case of a medical emergency, your family can call the division administrative specialist prior to 4:30 PM or 
the Evening Services Office after 5:00 PM. 

Employment Agreement Procedure 

The College pays adjunct curriculum faculty in equal installments during the semester or term of 
employment. The Department Chair will explain the payroll process at the time you are employed. Your 
Department Chair will also explain the College's expectations and faculty obligations and will give you a copy 
of the Temporary/Adjunct Curriculum Faculty Obligations/Responsibilities Guidelines Form. 

Employment Paperwork 

All employment paperwork (for example, W-4, Employment Eligibility Verification [I-9], request for official 
transcripts, etc.) must be completed prior to, or at the latest, within three days from the first day of 
employment. SCC is an E-verify participant for employment verification. The Human Resources Office hours 
are Monday - Thursday from 8:00 AM until 5:00 PM and Friday from 8:00 AM until 1:30 PM. Payroll checks 
may be held until personnel files are complete. Please call Human Resources, 592-4623, if you have any 
questions about employment paperwork. 
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Mailboxes 

The College provides mailboxes for each adjunct faculty member. Please check your mailbox regularly. Your 
Department Chair will show you where your mailbox is located. 

Other Telephone Calls 

Students often call the College requesting an instructor's home/cell phone number. The College cannot 
release faculty members' personal phone numbers. If you wish to allow your students to call you at home or 
work or email you, give the number and/or email address to your students during class and/or include it in 
your course materials. If students who call the College leave a message, it will be delivered to your mailbox. 

OSHA and Environmental Regulations 

The College is committed to being in compliance with all OSHA and environmental regulations. The 
College's Campus Police Officer directs a general safety committee that reports to the President. Copies of 
the College's OSHA and environmental policies and procedures are available to all faculty, staff and 
students. The policies and procedures are located on the SCC Portal under the College Info tab. All materials 
that are designated under regulation as hazardous or infectious must be handled properly and disposed of 
according to state and federal laws. The College provides hazardous materials training to all faculty and staff. 

You are required to enforce these regulations in classes, labs, and shops. You should immediately report 
chemical spills or other accidents including injury or potential exposure to hazardous materials to a Campus 
Police Officer. 

If you need more information or have questions concerning OSHA or other environmental regulations, call 
the Campus Police Office at 592-4911. 

Payroll 

Payroll is available by direct deposit to a bank account. Payroll Deposit Notification is available on the SCC 
Portal. Adjunct curriculum faculty are paid in equal installments as indicated on the Adjunct Curriculum 
Payroll Schedule. The final installment will reflect any hours missed during the employment agreement 
period. Adjunct faculty are usually paid on or around the 15th of each month. For specific dates refer to the 
2016-2017 Adjunct Payroll Schedule. Full-time faculty are paid at the beginning of each month.The College 
will deduct normal withholdings such as FICA, federal and state taxes only. However, if you are an active 
member of the Retirement System, the College must report this information to the system and must withhold 
contributions based on your gross earnings. 

Parking 

You must have a current faculty parking decal displayed in front windshield, driver side, near the lower 
corner of any vehicle you drive onto the campus. You may get a parking decal from Human Resources. If you 
must temporarily drive a vehicle that does not have a current faculty parking decal, please inform the 
Campus Police Office by placing a note in the vehicle's window near the steering wheel. The note should 
include your name and the program or course you are teaching. 

If you are teaching on the Central Campus in the Hull, Powers or Health Sciences buildings, please park in 
the designated Faculty/Staff parking lot located between the Hull and Powers buildings. If this lot is full, you 
may park in the closest available marked parking space (with the exception of those spaces designated for 
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handicapped or otherwise marked by signs as being reserved.) All other buildings have general parking on a 
first come, first serve basis. Please remember to always use marked parking spaces to avoid being issued a 
traffic citation. If you are teaching on the Cherokee County Campus please park in the Faculty/Staff parking 
area. There is no reserved faculty/staff parking at the Tyger River Campus at this time. Downtown Campus 
faculty/staff should park in the lot on the Kennedy Street side of the campus. 

Secondary State Employment 

If you are a permanent employee of another state agency, you must obtain the approval of your primary 
employer before you can be paid by another department of state government. In addition, if you are an 
employee of another state agency, you may not be paid travel expenses by any other department or 
institution without approval of the primary employing agency. 

Adjunct faculty members whose primary employer is an agency of state government must submit the 
approved Request for Secondary State Employment form to the College prior to signing the 
Temporary/Adjunct Curriculum Faculty Employment Agreement. 
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Academic Freedom 

Faculty members are entitled to freedom in the classroom in discussing their subjects but should be careful 
not to introduce as teaching matter topics which have no relation to their subjects. Faculty are free to 
cultivate an atmosphere of inquiry and scholarly criticism both in and out of the classroom. See Academic 
Freedom POL IV-40. 

Academic Misconduct 

All forms of academic misconduct including, but not limited to, cheating on tests, plagiarism, collusion, and 
falsification of information call for discipline. If you observe an incidence of academic misconduct, meet with 
the student privately to discuss the incident. Describe exactly what you observed—do not accuse or 
embarrass the student. After you have discussed the incident with the student, you should talk with your 
Department Chair and Division Dean to determine whether a referral to the VP of Student Affairs is 

https://lor1.sccsc.edu/handbook/classroommanagement.htm[8/3/2017 2:03:22 PM] 

https://lor1.sccsc.edu/handbook/default.htm
https://myportal.sccsc.edu/sccDocuments/Policies%20And%20Procedure/IV-40%20%20%20Academic%20Freedom.pdf
https://myportal.sccsc.edu/sccDocuments/Policies%20And%20Procedure/IV-40%20%20%20Academic%20Freedom.pdf
https://lor1.sccsc.edu/handbook/classroommanagement.htm[8/3/2017


 

 

 

 

 

  

  

 

      

Classroom Management 

warranted. Do not discuss the incident with anyone other than your Department Chair or other college official 
whose job it is to deal with these matters. For more information, refer to the Student Planner & Handbook. 

Accessibility and Universal Design 

Ensuring equal access to course material and course activities for all students, regardless of any disability, is 
an important aspect of excellence in teaching and learning and is your responsibility. The Office of Student 
Disability Services (SDS) is available to help you in this endeavour. They work with you make the best 
accomodation for any student based on their individual needs. 

In a face-to-face classroom, providing accessible materials to students may be as simple as providing 
Brailled or large print handouts/exams or using captioned DVDs or YouTube videos and turning on the 
captions. For tests, this might mean providing extended time (50%). 

Any materials you share electronically or post online should also be accessible, whether used for a face-to
face or fully online class. If teaching online, all of your content needs to be accessible, whether text or audio 
or video. This may mean that you have to use some of the accessibility tools built in your document or 
presentation creation software to check for correct reading order or to add alternative text descriptions for 
images. Or if you create or choose audio or video materials, making sure that it has accurate real-time 
captions. It's vitally important that when you are evaluating any materials or technology system for use that 
you make sure it will be accessible to all students. All students, even those without identified disabilities, 
benefit from accessible materials and online courses which follow basic universal design principles. For more 
information on these topics, go to our Accessibility and Universal Design site. SDS does provide captioning 
services for videos! If you need help finding captioned YouTube videos or have questions about online 
accessibility, you can contact the Learning Resources office. 

Alcohol and Illegal Drugs 

The possession, use, or distribution of alcohol or any narcotics, dangerous or unlawful drugs as defined by 
the laws of the United States or the State of South Carolina on campus or at off-campus affiliated sites or 
school sponsored activities is strictly prohibited. Information concerning activities and services that the 
college provides to assist students who may encounter problems related to drug and alcohol abuse will be 
made available to each student. If a student is suspected of alcohol and/or drug use while in class, lab, or 
field trip, the following guidelines for dismissal should be followed: 

1.	 Ask the student to leave class and inform him or her that this will count as an
 
absence.
 

2.	 Call or have someone call the Campus Police Office prior to the student leaving

campus (for safety reasons).
 

3.	 If the behavior is such that the faculty member determines that the student
should not return to class, the student should be informed of this upon leaving. A
written complaint must be submitted immediately to the Vice President of
Student Affairs so that additional disciplinary considerations can begin. (No action
will be taken by the Vice President of Student Affairs unless a written complaint
is received.) The Vice President of Student Affairs will initiate disciplinary procedure as determined by
the Student Code. 

4.	 Notify the Department Chair and/or the Associate Vice President for Academic Affairs, as appropriate if
any of the above actions are implemented. 

Audio-Visual Materials and Equipment 

For assistance, see your Department Chair or the Evening Services Office. 
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Classroom Management 

Cell Phones and Similar Devices 

Cell phones, pagers and similar electronic devices are not permitted to be turned on or used within the 
classroom, without permission of the instructor. Unapproved use of these devices during classroom time will 
be considered a violation of the student code as it relates to “disruptive behavior.” 

Children on Campus 

Faculty, staff and students may not bring children to the class or leave them unattended on campus. See 
SCC Procedure II-90.1, Children in the Workplace and/or Classroom. 

Clerical Assistance 

The College provides clerical assistance for class preparations and assignments. Coordinate your requests 
through your Department Chair. 

Conduct in Class 

Discussion and expression of all views relevant to the subject matter are recognized as necessary to the 
educational process. Students do not have the right to impinge on the freedom of instructors to teach or the 
right of other students to learn. Students are expected to comply with the Student Code (see the SCC 
Student Planner & Handbook). If a student behaves disruptively in class, lab, or field trip after the instructor 
has explained why the conduct is unacceptable, the following guidelines for dismissal should be followed: 

1.	 Ask the student to leave class and inform him or her that this will count as an absence. 

2.	 Call or have someone call the Campus Police Office, 4911, (2711 on the Cherokee County Campus) if 
the student does not leave when asked or the student’s behavior becomes threatening during the 
consultation. 

3.	 The instructor sets the standards of behavior acceptable in the classroom by announcing these 
standards early in the term. If a student behaves disruptively in class after the instructor has explained 
the unacceptability of such conduct, the instructor may dismiss the student for the remainder of that 
class period. The instructor shall initiate a discussion with the student to resolve the issue prior to the 
next class meeting. A further disruption by the student may result in a second dismissal and referral in 
writing by the faculty member to the Chief Student Services Officer. 

4.	  Notify the Department Chair if any of the above actions are implemented. 

Copyright Law 

Faculty may use or reproduce copyrighted materials under the provisions of the copyright laws under Title 17 
of the United States Code. Any use or reproduction of copyrighted materials should be either with the written 
permission of the copyright holder or within the guidelines provided in the Copyright Act; otherwise, the 
individuals responsible for use or reproduction of copyrighted materials may be liable for infringing the 
copyright. For more information on copyright and classroom use of copyrighted materials, go to the SCC 
Copyright Office Webpage. For more information or for assistance getting copyright permissions, please 
contact Mark Roseveare, Dean of Learning Resources and campus copyright officer, at (864) 592-4763 or 
rosevearem@sccsc.edu. 
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Field Trips 

Field trips are an integral part of the instructional program. The College encourages these trips when 
meaningful learning experiences are the objective. According to SCC Procedure IV-10.8, Field Trips, “the 
faculty member responsible for a field trip should first obtain approval (using the Academic Field Trip 
Approval & Travel Autorization Form) for the activity from the appropriate supervisor. He or she should then 
schedule institutional vehicles and notify all instructors who have students participating in the field trip. 

After approval, a copy of the completed Field Trip Approval Form which includes names of students, along 
with a trip itinerary, must be submitted to the appropriate division administrative specialist, switchboard 
operator, and evening services’ staff (if applicable). In the event the trip is overnight, campus security must 
be notified and receive a copy of the form and itinerary.” Students participating in the trip must complete a 
Student Trip Release Liability Form. 

Instructor Evaluation 

In accordance with SCC Procedure IV-10-13, Faculty Classroom Observation by Supervisor, all adjunct 
faculty hired to teach credit courses will be evaluated by their supervisor. Each semester, every credit 
course and section taught is evaluated by students using the online Student Evaluation of Instruction survey. 
Results of the evaluations will be shared with the instructor and will become part of the adjunct faculty 
member's file. 

Faculty will be observed by supervisors in the classroom (traditional, distance learning, virtual, lab, or clinic) 
for the purpose of evaluating instructional techniques. For full-time faculty, the observation will be used in 
conjunction with other factors to complete the FPMS evaluation. For adjunct faculty, the observation will be 
used in conjunction with other factors to determine continued temporary employment. 

New faculty (full-time and adjunct) will be observed at least once during the first month of the first semester, 
once during the second semester and once per academic year thereafter for the first three (3) years of 
consecutive employment. Faculty will be observed, at a minimum, every three (3) years thereafter. For all 
faculty, an unsatisfactory Supervisor Observation of Instruction by the supervisor, a pattern of student 
complaints, and/or poor results from the Student Evaluation of Instruction will result in additional classroom 
observations. 

A standard form will be used in completing the observation. The supervisor will select the course to be 
observed and notify the faculty member. The faculty member will provide the supervisor with materials that 
will aid with the observation on or prior to the scheduled observation time. Following the actual observation, 
the supervisor will meet with the faculty member within two weeks to provide written/oral feedback of the 
observation. 

Lecturers and Guest Speakers 

Guest lecturers and speakers are a great way to energize your class. You do need to get approval from your 
Department Chair before arranging for a lecturer or guest speaker for your classes. 

Maintenance of Classrooms and Labs 

Eating and drinking are prohibited in all instructional areas. Smoking is not allowed indoors. Please replace 
desks if they were moved for class. Boards should be erased/cleaned at the end of each class. Report 
broken equipment or other physical problems to your Department Chair and/or Evening Services Office. 
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Classroom Management 

Management 

The adjunct faculty member must: 

1.	 Review the course syllabus, addendum and information on course requirements, required 
texts, and supplementary materials at the first class meeting. 

2.	 Explain policies on attendance, grades, plagiarism, and late work. 

3.	 Refer any students without proper validation to the Records Office, Student Service Office 
on the Cherokee County Campus, or to the Evening Services Office. 

4.	 Maintain records of student attendance and grades. 

Office Hours 

SCC students should have access to adjunct faculty outside of class. As part of the understanding of 
employment, adjunct faculty are expected to be available to students outside of the class. 

Adjunct faculty should provide in their course addendum several communication options for their students, e.g., 
one-on-one appointments, use of campus or course email, online chat, and telephone (either home or office). The 
adjunct faculty should designate certain times during the week that they will be available for contact in person, by 
phone or online chat. In cases where there are class meetings, a period of time before or after class may also be 
set aside for individual private discussions. 

Online Supplements 

Online supplements to support any class you teach are automatically available each semester through D2L 
Brightspace, the college’s online course management system, or through the SCC Portal’s Team Sites. D2L 
provides a wide range of tools to enhance your course including a course calendar, announcements, 
discussion boards, live chat, surveys, quizzes, assignment drop-box, electronic gradebook, and course-
specific e-mail. The SCCOnline office provides training and technical support for instructors and students 
using D2L. For more information about D2L, visit the SCCOnline website, call the SCCOnline office at 864
592-4761 or e-mail scconline@sccsc.edu. The Team Sites available through the SCC Portal can be used to 
deliver handouts or other class materials to students enrolled in your class. It also can be used to post 
announcements and post a class schedule. For more information related to using the Team Sites tool, 
contact the Learning Resources office at 864-592-4761. There are also a number of other online systems 
you can use to support your classroom needs. For more information, go the Campus Systems page. 

Release of Student Information 

Federal legislation and the Family Educational Rights and Privacy Act (FERPA) prohibit the release of non-
directory student information. You should refer any requests for student information to the Records Office. A 
good rule of thumb is “When in doubt, don’t give it out!” 

Room Assignment 

You should use your assigned classroom for each class meeting. If you desire a room change, you must 
arrange the change with your Department Chair. 

Security 
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Classroom Management 

All instructional areas containing equipment should remain locked until the instructor is present. Check 
with your Department Chair for the specific procedures for your area. 

Student Evaluation of Instruction 

Students will have the opportunity to evaluate anonymously the instructional process on a regular basis. 
Evaluations will be used to improve instruction, instructional materials, and instructional settings. Each 
semester, students will be given the opportunity to evaluate all courses in which they are enrolled (except for 
courses with a one-to-one student/teacher ratio, independent study, and Cooperative Work Experience 
[CWE]). 

Evaluations will be made available online for students to complete after the drop deadline of the class until 
the last day of the class. Students will receive email notifications of the availability of the survey sent to their 
SCC email accounts by the Learning Resources office. Instructors are also encouraged to remind students to 
complete the surveys when they are available. The evaluations will be administered online using the 
standard College-approved evaluation form and instructions. Results from the survey data will be made 
available online through the Portal to the instructor, Department Chair, and Academic Dean after grades for 
the term have been submitted. The instructor's immediate supervisor will discuss the results of the evaluation 
with the instructor as needed. 

Student Grievances 

Refer to the Student Code and Grievance Procedures section in the Student Planner & Handbook for details 
on the student grievance procedure. 

Supplies 

Pick up chalk, markers, grade books, and other classroom items from the division administrative specialist or 
Department Chair. 

Textbooks 

Your Department Chair will furnish you with a copy of the appropriate text and other materials for your class. 
The textbook and other non-consumable materials must be returned at the end of the semester. 

Use of Class Time 

Faculty must hold classes for the full class period throughout the semester, including the first class meeting. 
The schedule allows for a 10‑minute break during a two-hour class and a 15-minute break during a three-
hour class. Classes that meet less than two hours should not take a break. Get approval from your 
Department Chair before allowing a class to dismiss early or before changing the scheduled meeting time in 
any other way. 
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Course Syllabus 

PRO IV-10.18 Curriculum Course Syllabus Development and Revision covers details about syllabus and 
addendum requirements and the revision and approval process. Individual faculty cannot create their own 
syllabus or modify an existing one. Instead the course syllabus must go through an extensive process of 
development and approval, which is usually initiated by a course lead instructor or department chair. Every 
course offered at SCC has a Curriculum Review Committee approved syllabus, which is available online. 
Faculty should show students how to access the course syllabus and go over it during the first day of class 
or make it available in the Start Here section of an online class. 

The course syllabus should include the following components: 

Course Number and Title 
Contact, Lab and Credit Hours 
Pre-requisites 
Co-requisites 
Course Description 
Course Competencies or Topics Covered 
Textbook Link to the bookstore 
Required Materials (those that do not change frequently) 
Attendance (For Online Courses Only) 
Grading System/Scheme 
Student Learning Outcomes (the SLO's will be assessed) 
Link to appropriate SCC policies related to student conduct and classroom behavior on the SCC 
website. 

Course Addendum 

Faculty should use a Course Addendum to provide section-specific information for students. Faculty should 
provide access to and review this document the first day of class. For a face-to-face class, you should make 
copies through the Print Shop and hand them out in class. For an online class, you should make it available 
in the Start Here section there. The Course Addendum should contain the following section-specific 
information: 

Course Prefix, number and title 
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The semester the course is being taught. 
Instructor contact information i.e., phone number(s), SCC email address, office hours, office location. 
Withdrawal Date 
Textbook title, author, edition 
Additional Materials not listed on syllabus (if any) 
Grading Policy 
Course Calendar/Schedule (for example, schedule of topics, test dates, and due dates for major 
assignments) 
Final Exam Date and time 
Specific Class and/or Lab Policies 
Attendance Policy 
Policies for making up missed work 

The following information are optional recommendations for the Addendum: 

Description of major assignments 
Supplemental readings/course reserve readings in library 
Additional resources (e.g. websites) 
Other Miscellaneous or Additional information students should be aware for the course. 

Use the addendum template in Word to develop your addendum. It includes different sample calendars, 
which are a required part. 

Student Learning Outcomes (SLOs) 

Every course has a set of student learning outcomes that are developed and approved as part of the 
curriculum development process mentioned above. These apply to every course section and cannot be 
modified or changed without going through the approval process. These are listed on the approved course 
syllabus. SCC has an established SLO assessment process which involves gathering outcome data and 
artifacts from every class sections. Your department chair or lead course instructor should explain what is 
involved and what your responsibilities are in the process. 
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Add/Drop Period 

The add/drop period is the first five instructional days of the fall, spring and full summer terms. The add/drop 
period for the FlexStart terms in the fall and spring and the summer is the first two-three (2-3) instructional 
days of the term depending on the term. During the add/drop period students may drop courses without 
academic penalty and students may add only courses that have not yet met. Admittance to courses that 
have already met (including hybrid and online) is at the discretion of the department chair. Students who 
register for a course but who do not attend a face-to-face class or complete a required instructional activity in 
online course instructor before the published deadline will be dropped from the course for not attending. No 
grade will be assigned for courses dropped for no attendance and a full refund of tuition excluding the 
enrollment fee will be processed. Courses dropped during the add/drop period will not appear on transcripts. 
Students may be reinstated in a class at the discretion of the department chair. During the first 75 percent of 
the course, a student may drop a class through WebAdvisor or go to the student records office to complete a 
drop form. A grade of W will be awarded. A student or an instructor cannot initiate a drop during the last 25 
percent of the course except in extenuating circumstances, with documentation submitted to the Registrar, 
who will request approvals as necessary. Drop/Add procedures for students are found on the SCC website 
at http://www.sccsc.edu/dropadd. 

Attendance (Student) 

Students are responsible for punctual and regular attendance in all classes, laboratories, clinicals, practica, 
internships, field trips and other class activities. The College does not grant excused absences; therefore, 
students are urged to reserve their absences for emergencies. When illness or other emergencies occur, the 
student is responsible for notifying instructors and for completing missed work if approved for late submission 
by instructors. 

Tardiness - Students are tardy if not in class at the time the class is scheduled to begin. Students who are 
tardy are admitted to class at the discretion of the instructor. Course syllabi and, if applicable, program 
handbooks reflect attendance and tardiness policies. 
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Rosters and Grading 

Instructors maintain attendance records. However, it is the student’s responsibility to withdraw from a course. 
A student who stops attending class and fails to initiate a withdrawal will remain on the class roster. A 
student who does not complete an assignment, test, or final exam in the course will receive a zero for each 
missing grade and the final course grade will be calculated accordingly. Instructors do need to keep track of 
a student's Last Date of Attendance and will need to submit that date when submitting final course grades for 
a student receiving an "F." 

Auditing a Course 

Anyone wishing to audit a course should register for it as an audit student. Faculty should not tell friends or 
students that they can "sit in" on classes without registering; only registered students may attend classes. 
Once the add/drop period is over, a student cannot change his or her status from audit to credit or from 
credit to audit. Students who previously audited a course must register and pass the course in order to 
receive credit for the course. Students may not receive credit by examination for previously audited courses. 
Students auditing a course pay the same fees as students taking the same course for credit. 

Class Rosters and Student Withdrawal 

The College uses class rosters to assist faculty members in organizing and managing class sections and to
 
communicate enrollment information.
 
What to do if…
 

1.	 Student Does Not Attend First Week 
2.	 Student Attends First Week, Stops Attending and Does Withdraw 
3.	 Student Attends First Week, Stops Attending and Does Not Withdraw Before Drop Deadline 
4.	 Instructor Goofs and Fails to Drop Never Attend 

1.	 Student Does Not Attend First Week 

Students registered in a class must attend during the first week of any term; otherwise they will be 
dropped for "Never Attends" by the instructor. The first week is considered as the first five days in a 
regular term or two-three days during Flex terms. The "Never Attends" notification is done on the class 
grade roster in WebAdvisor  (Instructions for Never Attends). Attendance in an online class means that 
students must have logged into and actively participated in the online course by the end of the 
drop/add period, as indicated by posting to an online discussion, submitting an assignment, taking an 
assessment, communicating with the instructor, or completing other activities as designated by the 
instructor. Students who fail to meet this attendance requirement by the end of the drop/add period will 
be dropped from the class by the instructor. Instructors should have a clearly defined activity to meet 
this requirement during the first week. 

2.	 Student Attends First Week, Stops Attending and Withdraws Before Drop Deadline 

If a student attends the class during the first week, but stops attending afterwards and withdraws before 
the Drop period, instructors do not need to do anything. The student will be removed automatically from 
the class roster. 

3.	 Student Attends First Week, Stops Attending and Does Not Withdraw Before Drop

Deadline
 

1.	 If a student attends the class during the first week, but stops attending afterwards, the
student is responsible for withdrawing before the Drop period. After the First Week of 
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Rosters and Grading 

class, instructors do not withdraw the student. If you notice a student has missed several
classes, a good retention process would be to contact the student and let her/him know
you missed their presence, see if you can identify the reason for the absence and
encourage them to attend and become active in the class again. 

2.	 Students who wish to drop a class should be encouraged to access WebAdvisor and drop
online. 

3.	 It is important for students to be aware of the deadlines to drop classes each term. If a
student stops attending class and does not complete a drop form to drop the course, the
instructor will calculate a grade at the end of the term which may result in a grade of "F"
for the course. It is the responsibility of the student to insure that a class is 
dropped. Students not dropping a class by the end of the drop period will receive the
grade they earn in the class. 

4.	 Note: “F” grades must have the last date attended entered in WebAdvisor. 
5.	 Faculty/Advisor signatures are not required to drop a class. 
6.	 Students will be allowed to drop classes through the 75% point of the term. The drop

deadline is based on the number of days for the term – in reference to the new terms. 
7.	 Drop forms must be submitted to the Student Records Office prior to the deadline for

dropping classes. 
8.	 Drop forms will not be accepted after the deadline to drop classes. 
9.	 Additional information is available from the Records website or by calling (864) 592-4681. 

4.	 Instructor Goofs and Fails to Drop Never Attends 

If a student does not attend class during the first week and the instructor fails to drop the student for 
Never Attends, then the instructor will need to immediately discuss the situation with the department 
chair as there are implications for everyone involved, including financial aid and reimbursement issues 
for the college. The student should be marked Never Attended and the faculty member should notify 
the Registrar that a late Never Attends has been submitted. 

Final Exams 

You should provide your Department Chair with copies of final examinations, including the answer key and 
completed student examinations. See your Department Chair for department guidelines. 

Grades 

The grading system should be consistent with both institutional and departmental policies and criteria. See 
your Department Chair for a statement of these policies and criteria. You must provide your student’s access 
to an electronic gradebook that is kept updated. You have several options on which electronic gradebook you 
use, unless your department chair has you use a specific one: Ellucian Gradebook (in the Portal), D2L 
Brightspace Gradebook, or a publisher course management system, such as MyMathLab. 

Entering Final Grades: 

To enter final student grades at the end of the term, you will use the WebAdvisor system in the Portal. You 
can find detailed instructions on the Enter Final Grades page. 

Grade Changes 

1.	 FACULTY INITIATED GRADE CHANGES 

Grades assigned by Adjunct Faculty members at the end of a term should be submitted to the 
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Department Chair. If an instructor determines that a grade has been assigned in error, the instructor 
must complete a Grade Change Form (see below) and submit it to the Department Chair. The 
Department Chair, and Division Dean must approve all grade changes (except changing an “I” to a 
grade). Faculty-initiated grade changes may be made only within one year of the term for which the 
grade was assigned. 

2. STUDENT INITIATED GRADE CHANGES 

A student who believes a grade was assigned in error must request a review of the grade by the 
instructor by the last class day of the following semester. If upon review the instructor determines that 
the grade was assigned in error, the instructor will follow the procedure for “Faculty Initiated Grade 
Changes.” 

Incomplete ("I") Grades 

The "I" grade is given by an instructor when it is appropriate to allow a student the opportunity to complete 
required course work after the term has officially ended. An "I" grade may be given only when the instructor 
determines that unusual and extenuating circumstances beyond the student's control prevented completion 
of the course during the term. Adjunct instructors should discuss the specific student situation with the 
Department Chair before assigning a grade of "I." 

Note: Students who receive an "I" grade are not eligible for the Dean's list. 

Students receiving "I" grades must complete outstanding course work before the end of the next semester in 
order to receive a standard grade (A, B, C, D, or F). Otherwise, the "I" grade is changed automatically to an 
"F." 

To make any grade changes other than the automatic "F" grade, instructors should complete a grade change 
form. These forms must be submitted to the Records Office prior to the last day of class for the term. 

After completing all submitted "I" grade changes, the system will change any remaining "I" grades from the 
preceding semester to "F" grades. This will be done automatically and does not require a grade change form. 
Once an automatic “F” is assigned, it can only be changed by following the Faculty Initiated Grade Change 
procedure above. 

Instructor Attendance Records 

Instructors must maintain accurate and up-to-date attendance records for all classes. You have access to an 
automated grade book you can use for tracking attendance. It is vitally important for you to keep track of any 
students that stop attending class. If they end up failing the course because they "abandoned" it, you will 
have to enter a "Last Date Attended" into WebAdvisor when entering final grades. 
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Online College 

Spartanburg Community College has a vibrant and popular 
online population. We offer over 150 online course sections each term and 5 online degrees. Many of our 
online instructors have been teaching online for many years. SCCOnline offers different workshops for 
faculty that focus on teaching online and using D2L Brightspace, our learning management system, we use 
to deliver online classes and supplements. 

Required Training 

If you are going to teach an online class, you need to know how to use the learning management system that 
will be used to deliver that class. Most courses use D2L Brightspace. However, many math classes use a 
publisher hosted system called MyMathLab. There are other hosted systems that also might be used. 
Required training include the online Best Practices in Teaching and various D2L ones (if you will use it). 

Adopting Existing Online Classes 

In most cases, there should be an existing online course that you will be able to use to to get started. You 
can then add and modify the aspects of the content as you wish to fit your teaching preference. Ask your 
department chair or the course lead instructor. If there is one, then you or they can request SCCOnline staff 
to copy the content of an existing course into a new course shell. 

Developing New Online Classes 

In some cases, there may not be an existing online course to copy. In this instance, a new online course will 
need to be developed. There is an Online Course Development Process in place to ensure a good quality 
course. The developer usually is paid to develop the course. Note: A full-time instructor might be given 
Released Time instead. It usually takes about 3-6 months to develop a new online course. During the 
process, you will have to complete the required online training, work with a mentor and the Director of 
Instructional Support during development, and have your course reviewed several times during 
development. Once complete, it will be reviewed by the Online Course Review committee and your 
department chair, and if approved, will then go live. For more details about the OCR process, review the 
Online Course Development Overload Guidelines section (pgs. 7-8) of the PRO VI-150.1 Faculty Teaching 
Load and Overload Compensation procedure. 
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Pay Rates 

Typically you will be paid the same whether you are teaching a face-to-face or online course. However, there 
may be times that your online class will be run with a larger number than the cap. In those cases, you will be 
paid an additional per head amount. If the class reaches an established limit, then it will be split into two 
sections. In those cases, you or another instructor may be assigned to teach that additional section. For 
more details, including the pay amounts, review the Distance Learning Class Overload Guidelines section 
(pg. 6) of the PRO VI-150.1 Faculty Teaching Load and Overload Compensation procedure. 
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Evening Services 

The Evening Services is the administrative arm of the College during the evening hours. Please call (864) 
592-4830 or go to room C-18 in the lobby of the Powers Building for emergencies, heating or air conditioning 
problems, printing assistance, media equipment assistance, information, canteen problems, or student 
problems during evening hours. Hours of operation: Monday – Thursday 5:00 PM – 10:00 PM. 

On the Cherokee County Campus you may dial (864) 206-2880, or using college phones, just 2880. The 
workstation for the Evening Services Coordinator is on the second floor of the Harvey S. Peeler, Jr. 
Academic Building near the canteen area. The hours are the same as the central campus for this function. 

Faculty Staff Development 

The FSD Program supports the College mission and encourages employee growth by providing many 
opportunities for employee development and encourages all eligible employees to participate in the activities. 
All employees, including those in temporary positions such as adjunct faculty, may participate in seminars 
and workshops offered at the College.  Please reply to emails announcing FSD events to register and/or 
vote.  Some events are recorded so the links are sent to the SCC family by email. If you have suggestions for 
possible FSD events, please email them to Mary Whitener @ whitenerm@sccsc.edu. 

Information Technology & Media Services 

The IT department, located downstairs in the Central Campus Ledbetter building, is responsible to all the 
College's networks, computer systems and Internet services. They also run the Ellucian student information 
system, Portal, and many other campus systems, as well as maintain all the computers and laptops on all 
campuses. They do provide training and setup of many of the systems faculty and adjunct use, including the 
phone system, the multimedia equipment in the classrooms, and computers in offices. If you need any 
assistance for most technology, contact the IT Help Desk @ (864)592-4682. 
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Information Technologies’ Media Services manages classroom multimedia and projectors and AV requests 
for your teaching needs and assists with support services. IT/Media Services is located in the Ledbetter 
building on SCC’s central campus. Its hours are Monday - Thursday 7:30am – 4:30pm and Fridays 7:30am 
until 1:00pm. Evening adjunct faculty needing instructional technology or assistance should contact the 
Evening Services staff at (864) 592-4180 after 5pm. 

Most of our academic classrooms are equipped with LCD projectors, speakers, overhead projectors and 
screens. If you find a need for laptops, VCR/DVD, PowerPoint remote, etc., this equipment is available for 
daily or semester check out by calling IT Help Desk @ (864) 592-4682. (pending availability). 

1.	 Daily equipment check out includes: Laptops, PowerPoint remotes, laser pointers, visual presenters,
portable PA system, digital cameras, VCR/DVDs, audio recorders, video cameras, overhead projectors,
screens and flip chart stands. These items are requested 48 hours in advance by emailing
knightc@sccsc.edu or bridgesr@sccsc.edu.

2.	 Semester technology checkout includes: Laptops, visual presenters, and portable PA systems on a
first-come, first serve basis with supervisor’s approval.

Adjunct faculty needing instructional technology for the semester should seek supervisor’s 
written approval before submitting request to Information Technologies. 

If you need training or assistance with classroom technology, please call the IT Help Desk @ (864) 592
4682. Graphic design services is offered also by Information Technologies which includes scanning 
capabilities, color laser prints & transparencies, graphic aided design, power point presentations, digital 
photography, and video/CD/DVD duplication. 

Instructional Support 

The Director of Instructional Support, located in Hull Building, E10-D, on the Central Campus, provides 
instructional support and instructional design services to instructors for quality state-of-the art teaching, and 
adapting and implementing instructional technology for classroom, hybrid and online courses. Call (864) 592
4899 for assistance. 

Learning Resources 

The Learning Resources division, which includes the Library, SCCOnline and Print Shop, provides teaching 
and learning support, activities, materials and systems to College faculty, staff and students. The LR Office 
provides oversight for these departments and several ongoing College functions including copyright, online 
accessibility auditing, student group study rooms, state authorization of online courses and the New Adjunct 
Faculty Orientation. You can access many of the support resources from the Learning Resources Support 
Webpage. 

Library 

There are libraries located at the Central, Evans, Tyger River and Cherokee County Campuses. Library 
services are available to all locations, including Union County, online and dual enrollment locations. For 
information about our locations and services and hours, visit the SCC library webpage. The faculty & staff 
section contains detailed information about library services specific to faculty needs. 

Print Shop 

Copying Services 
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The Print Shop, located in the Central Campus Tracy Gaines building, manages all photocopying services on 
campus. Its regular hours are Monday -Thursday 7:30am – 4:30pm and Fridays 7:30 am until 1:00pm. The 
Print Shop handles high volume, low volume and quality printing needs including binding, tabs, folding, 3
hole punch, cutting, padding, laminating, mounting, spiral binding, and booklet making. The Print Shop also 
houses a color copier for faculty and staff use. Personal printing is not allowed. For more information or 
assistance contact Savtri Parham at 864-592-464, parhams@sccsc.edu or Scott Edge at (864) 592-4705, 
edges@sccsc.edu. 

The Print Shop offers online submission of copying requests through its Skyline Online Print Submission 
service and once daily pick-up and delivery service. Its pick up locations and drop areas are located in the 
mail rooms of each building. Copies are returned most of the time within a 24 hours timeframe. Books and 
large quantities of printing do not fall within our regular delivery guidelines. 

Test and quizzes should not be sent through Skyline for printing. Please use our blue transit bag to send 
them securely through our pick-up service. Your department chair can request one for your use. We will 
return them to you in the sealed transit bag on completion. 

Materials to be printed and sold in the Book Inn (such as lab manuals, departmental booklets, etc.) must be 
approved by the Book Store Manager on the printing request form before the Print Shop staff can make 
duplicates. 

Departmental Copiers and Scanners 

You may duplicate small volumes of materials or scan materials to email yourself on one of our many self-
service copiers/scanners located in the mailrooms throughout campus (see key operators, mentors, or Print 
Shop staff for assistance). All units are operated by a departmental access code. Be aware of all copyrighted 
materials before copying. Be sure to follow US Copyright law when copying materials.The Print Shop also 
manages the coin-operated copiers for student and community use. Copies are ten cents each and refunds 
are provided in the Central Campus Library. These copiers are located in the Library, Spires Internet Café of 
the Health Sciences Building; Hull Lobby & Powers Canteen, Cherokee County Campus Library, Downtown 
Campus Library and Tyger River Campus Library. 

In many locations, you can actually "print" to your local departmental copier. Although this costs the same as 
copying on the copier, it gives you advantage of duplex printing, automatic stapling and collation. For more 
details, contact the Print Shop. 

SCCOnline 

SCCOnline provides students with alternative ways of taking college credit courses. SCCOnline provides 
technical support and training for faculty and students using D2L Brightspace, the college’s online course 
management system and Panopto, our lecture capture system. For information visit the SCCOnline web site 
or contact SCCOnline at (864) 592-4761 or email scconline@sccsc.edu. 

Student Disability Services 

The SDS office serves as an advocate for students with disabilities who self-identify and provide supporting 
documentation when required, ensuring that they have equal access to all College programs and services. 
SDS develops an accommodation plan for identified students, identifies needed resources and then works 
closely with instructors to implement the accommodation. For more information, contact Joshua Holmes, 
Coordinator of Student Disability Services at (864) 592-4818, (864) 641-7425 (video phone), or email 
disabilityservices@sccsc.edu or visit the office located on the central campus in the P. Dan Hull Building in 
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room E-4. 

Student Records 

The Student Records' Office is located on the Central Campus in the Dan L. Terhune Student Services 
Building, Room 156. It supports faculty with grading questions, deadlines, section issues, never attends, 
rosters, FERPA Privacy Act questions, etc. Faculty are encouraged to periodically access the Student 
Records departmental page in the Portal under Support Services to view important information. Faculty are 
also encouraged to read all emails sent from the Registrar, Celia Bauss. These emails contain important 
information related to the topics listed above and are sent out regularly through the semester. You can view 
their open hours on their departmental page and can contact them at (864) 592-4681 or records@sccsc.edu. 

Testing Center 

The Testing Center, located in the P. Dan Hull Building room E-3, provides SCC faculty and students with a 
convenient, secure, and distraction-free environment for make-up or online testing. Using the Test Referral 
Form, instructors may place individual copies of examinations in the Center for students. This form can also 
be found on the SCC Portal under the “Support Services” tab, “Testing Center” (Scroll to bottom). The form 
may be sent electronically to the proctor with a current roster attached (when more than one student is taking 
the same test). Students must bring their SCC ID card or a government issued picture ID and their SCC ID 
number in order to take a test in the Center. The Center opens the second week of each semester and is 
open during days that classes or exams are scheduled, as follows: 

Fall and Spring semesters 
Monday-Thursday 8:00 AM – 8:00 PM 
Friday HOURS: 8:00 AM - 1:30 PM 

Summer semester 
Monday and Tuesday 8:00 AM – 6:00 PM 
Wednesday and Thursday 8:00 AM – 8:00 PM 
Friday HOURS: 8:00 AM - 1:30 PM 

The Testing Center does not test entire on-campus classes without approval of the Department Chair and 
the Director of the Testing Center (592-4284). These requests are handled on a case-by-case basis. Email 
correspondence for the central campus Testing Center can be directed to proctor-e3@sccsc.edu. 

Testing is available at the satellite campuses by appointment. This testing must be approved by the instructor 
and scheduled by the student. Contact numbers are as follows: Tyger River Campus: (864) 592-6190, 
Cherokee County Campus: (864) 206-2713, Union Campus: (864) 466-1060, Evans Campus: (864) 592
4052. 

For more details about the Testing Center, review the Fall 2016 Information Bulletin. 

The Learning Center (Tutoring Services) 

The Learning Center, also called the TLC, supports faculty by providing FREE walk-in tutoring assistance 
to students in English, Spanish, accounting, math, science, psychology, American Sign Language and 
computer courses with morning, afternoon and evening availability. Additionally, services are expanded via 
remote tutoring (campus-to-campus) and services to online students via email review. Physical facilities on 
Central Campus located in the P. Dan Hull Building (Rooms E2, E5 & E6) include 3 large open rooms, 70 
computers, 4 printers, and a smart classroom for workshop and faculty use. Facilities also exist on satellite 
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campuses with a more limited tutoring schedule.  Staffing includes part-time professional tutors who are 
degreed in their field, many with masters’ degrees, as well as a support specialist and a director. Support 
services are supplemented with online study aids (videos, games etc.) and cloud access to resource 
documents. TLC also offers workshops in MLA formatting, computer skills, PowerPoint, file storage and 
cloud storage to name a few. Student visits per semester are 10,000-15,000. The director and staff work with 
faculty to address student needs and coordinate student assistance. For more information see the SCC 
College Catalog, the SCC Student Planner & Handbook, or the TLC webpage. Additional resources for 
students are available in the portal under “The Learning Center.” For more information or to set up an 
appointment to bring a class, call (864) 592-4715. 
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2016 SCC Adjunct Faculty Handbook 
Campus Online Systems 

Campus Systems Overview (video - 24 min.) 
D2L Brightspace Learning Management System 

Login
 
Course Syllabi
 
Gradebook (WebAdvisor) - You will access this through Portal 

Tutorials
 
Office365 - Campus email system (also available through Portal)
 
Panopto Lecture Capture System
 

Tutorials
 
SCC Portal
 
Skyline Online Print Submission System
 

Instructions 
Student Evaluation of Instruction Results - You will access this through the Portal 

Home 
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Policies and Procedures 
SCC’s policies and procedures govern much of what and how we do 
things at the College. When you ask why we do something a particular 
way, you will likely be referred to a specific policy or procedure. This 
handbook will refer often to a specific policy or procedure, too. Our 
policies and procedures are available online through the SCC Portal, 
which requires you to login. Each Policy and Procedure exists as a 
separate document. Selected P&P links are included below. To view 
other ones, go to the SCC Policies and Procedures page. 

Academic Affairs 

Academic Freedom POL IV-40 
Copyright POL IV-70 
Curriculum Course Syllabus Development and Revision  PRO IV-10.18 
Others 

Human Resources 

Anti-Harassment POL VI-210 
Employee Alcohol and Drug Use POL VI-320 
Employment Practices POL VI-10 
Faculty Teaching Load and Overload Compensation PRO VI-150.1 
Secondary State Employment POL VI-70 

Other 

Children in the Workplace and/or Classroom PRO II-90.1 
Faculty Classroom Observation by Supervisor PRO IV-10-13 

Home 
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Frequently Used Numbers 

Department 

Admissions 864-592-4410 
Bookstore 864-592-4650 
Business Office** 864-592-4690 
Campus Police 864-592-4911 
CCE (Corporate and Community Education 864-592-4900 
Financial Aid* 864-592-4867 
IT Help Desk 864-592-4682 
Learning Resources 864-592-4761
 
Library 864-592-4764
 
Records 864-592-4681
 
SCCOnline 864-592-4761
 
Student Disabilities Services 864-592-4818
 
Testing Center 864-592-4966
 
The Learning Center 864-592-4715
 

Divisional Contacts 

Arts & Sciences Division - Carol Manuel - 864-592-4850 
Business Division - Clara Little - 864-592-4832 
Health & Human Services Division - Carol Crowe - 864-592-4638 
Industrial Division - Karyn Stephens - 864-592-4724 

Evening Services Contact Numbers 

Central Campus - 864-592-4830
 
Cherokee County Campus - 864-206-2808
 
Downtown Campus -

Tyger River Campus - 864-592-6266
 

Other Campus Locations 

Cherokee County Campus: Cynthia Duncan - 864-206-2700 
Downtown Campus: Joan Fisher 864-592-4052 
Tyger River Campus: Leanne Burkhead 864-592-6206 
Union County Campus: Cathy Freeman 864-466-1060 

Main Switchboards 

Central Campus 864-592-4500**
 
Cherokee County Campus 864-206-2700
 
Downtown Campus 864-592-4000
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Faculty Support Services 

Tyger River Campus 864-592-6200
 
Union County Campus 864-466-1060
 

College Closings 

Phone 864-592-4325 or check the SCCWebsite 

**NOTE – Starred numbers extensions above are to be used by SCC faculty and staff for in-house 
calls between departments.  Students should not use these for seeking information on their 
admission/financial aid/business account status or other information 

The numbers (extensions) below are answered by Greenwood & Hall agents.  Their primary purpose is to 
assist prospects, students and guests of SCC.  Please refrain from calling these numbers (extensions) for 
College business between departments, etc. 

SCC Central Campus 864-592-4500
 
Admissions 864-592-4410
 
Business Office 864-592-4690
 
Financial Aid 864-592-4867
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Important Calendars and Schedules 
Table of Contents 

Academic Calendar 
2017-2018 Exam Schedule 
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To Do Checklist Before First Class 

2016 SCC Adjunct Faculty Handbook 
To Do Checklist Before First Day of Class 
□ Complete Human Resources paperwork. 

□ Meet with your department chair or supervisor. 

□ Get copy of textbook. 

□ Get familiar with SCC Portal and all the different campus systems you will use. 

□ Review the course syllabus. 

□ Develop course addendum and topic calendar. 

□ If teaching online, ask department chair or course lead instructor for course shell or online materials. 

□ Prepare your lesson plan for the first day of class. 

□ Visit your classroom beforehand. 

□ Get familiar with the multimedia and other equipment you will use. 

□ Print your class roster for the first class. 
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Search Site 

Site search by Findberry 
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Cheryl Cox>> Hello. I'm Cheryl Cox, vice president of academic affairs here at Spartanburg Community College. This 
is a terrific college. Our faculty and students and staff are second to none. I'm really, really pleased that you've chosen 
to join us and be a part of our college community. As faculty, you know you serve a critical role here at the college. 
The college in its term serves a truly critical role in the community. This college has served the citizens of 
Spartanburg, Cherokee, and Union County for about 50 years now. The tech college system of which Spartanburg 
Community College is part was created in 1961. Our college opened its doors to its first class in 1963. Why was this 
college created? Well, in the late 1950s, early 1960s, South Carolina was still a very poor and rural state. It was very, 
very dependent on mills and agriculture. Young people were pouring out of the state looking for better opportunities 
and better jobs in surrounding states. The leaders here decided they needed to do something, and they understood that 
the only way they could be competitive to recruit business in industry or to develop business in industry and provide 
good jobs for citizens would be with a better prepared workforce. So the tech college system was created as an 
economic development tool. It was designed to train a workforce, to make the state as a whole more competitive in 
recruiting and supporting business and industry. Although it was 1961, the tech college system was created as an 
integrated system. The college was open to all adults as an acknowledgment that all adults needed access to training 
and education to obtain the skills needed to get a good job. When Spartanburg opened for our first class in 1963, we 
started with 150 students in nine programs of study in the industrial and engineering technology areas. One of our 
original graduates tells this story. After he graduated, he got the job, and this job was based on the skills that he had 
obtained from his training. What he realized when he got this first job was that he was making more than his father 
had made after 25 years in the workforce. So what have we accomplished in our 50 years? We now have 6,000 
students, we have about 80 programs of study. The students we've produced over the years add about $85 million a 
year to the local economy. If you add in the cost or the functions of the college, the economic impact, it's about $108 
million to the local economy. Our mission now is very much what it was back when we were created and just as 
important. Think about it. You can't go a week without interacting with one of our students and our graduates in one 
way, shape, or form. Our graduates make things that people buy. Fix things that people own like cars and houses and 
computers. We serve people. Our students educate people, they heal people. You're part of a proud tradition. We build 
the future one graduate at a time. Old and young, rich and poor, male and female, all races, ethnicities, religions. We 
have done so for 50 years. Every May graduates walk across our stage, and they have the same story as our first 
graduates. I'm the first in my family to graduate. I can support my family. I'm proud of myself. I can give back to my 
community now. This is what we do. Well, thank you. I hope you have a wonderful orientation, and I look forward to 
seeing you on campus. 
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Campus Locations and Information 
Table of Contents 

Central Campus 
Cherokee County Campus 
Downtown Campus 
Tyger River Campus 
Union County Campus 

Home 

Maps to SCC Campus locations can be found on the SCC website. See the maps and 
directions link on the bottom left of the SCC homepage. 

Central Campus 

The Central Campus of SCC is located on Business I-85 and New Cut Road at 107 Community College 
Drive, Spartanburg, S.C. 29303. Both credit and non-credit courses are offered on this site. Most of the 
offices for the College's student services, academics, business affairs and faculty services are located there. 
Most academic programs are offered here, too. 

Cherokee County Campus 

The Cherokee County Campus of SCC is located on Interstate 85, near the intersection of I-85 and Highway 
11. The physical address is 523 Chesnee Highway, Gaffney, South Carolina, 29341. Both credit and non
credit courses are offered on this site. The site currently offers more than 50% of all the classes in two 
degree programs; General Technology with a major in Radiation Protection, Medical Assisting, and the 
Associate of Arts Degree. In addition, general education courses to support all programs are offered, as well 
as select other courses such as computer science and management on this site. A small library for student, 
faculty, and staff use is on this site. Supporting staff personnel are also in place on this site to assist both 
students and adjunct faculty. Bulk copying is available via courier to the central campus with a two day lead-
time. Faculty and staff report to the central campus so there is not another Department Chair or coordinator 
involved. Most services for students are available on the Cherokee County Campus as there are on the 
central campus. Please check with the Cherokee County Campus Administration for any services you need 
more information about. The CCC Administration Offices are located in Suite 125 of the Harvey S. Peeler, Jr. 
Academic Building. The main telephone number for the credit programs is 864-206-2700. For non-credit, 
Corporate and Community Education, is 864-206-2800. 

Downtown Campus 

Kennedy Street, Spartanburg, SC 29302. Opening in the fall of 2013, it will offer credit and non-credit 
classes during the day and at night in the beautifully restored building that once housed Evans High School 
(1921-25), Spartanburg High School (1925-1959), Evans Junior High School (1959-1979), and Spartanburg 
County offices (1979-2010). 
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Students at the EAC may complete certificate programs in health sciences and manufacturing fields.
 
Students who plan to pursue a bachelor’s degree or higher may earn the general education base of an
 
associate in arts or an associate in science degree, the equivalent of their freshman and sophomore years.
 
The mission of the Downtown Campus is to offer Spartanburg residents the training they need in order to
 
gain meaningful employment, and to provide those who wish to further their education with a reasonably-

priced, excellent educational foundation.
 
In addition, Corporate and Community Education courses are planned for the EAC, as well as workshops
 
and seminars on topics of interest to the community.
 

The EAC houses a library, a tutoring lab (which offers free one-on-one tutoring both in person and via a
 
skype-type system connected to Central Campus), a 515-seat auditorium, a gymnasium, several small
 
seminar rooms, and classrooms and labs equipped with cutting-edge technology. The campus has been
 
designated an arboretum, and the building is on the National Register of Historic Sites.
 

For more information, call 864-592-4050, or email Judy Sieg at siegj@sccsc.edu or Joan Fisher at
 
fisherj@sccsc.edu.
 

Tyger River Campus 

The Tyger River Campus (TRC) of SCC is located in western Spartanburg County at 1875 East Main Street 
(Highway 290) in Duncan, S.C. The campus is made up of the Tyger River Building (picture above) and the 
BMW Center, located directly behind this building on Commerce Court. 
TRC offers a variety of credit courses in math, English, psychology, sociology, history, business, computers, 
health science, fine arts, humanities, and transitional studies in the traditional 15-week semester and SCC’s 
new FlexStart term. In addition, TRC offers an array of Corporate and Community Education courses 
including industrial maintenance, electro-mechanical training, real estate, truck driver and motor cycle 
training. SCC’s high stakes testing center is located in the BMW Center at TRC and offers assessments and 
tests provided by ACT, VUE, Thompson Prometric, Microsoft, Cisco, A+, WorkKeys and others. 

SCC’s Accelerated Business Center is located at TRC and is a tool provided for business and industry 
considering Spartanburg County as home to their new, re-located or expanded facility. The Center provides 
space for new and expanding businesses to get a jump-start on operations, develop/test new products or 
processes and train new and existing employees on innovative manufacturing methods. Combined with 
services from Employment Security Commission, ReadySC and others, SCC’s Accelerated Business Center 
is committed to grow and strengthen a thriving Upstate economy and workforce. 

For more information on SCC’s Tyger River Campus contact Dr. Anya Sebastien, Executive Director, at 592
6207 or sebastiena@sccsc.edu, or Leanne Burkhead, Administrative Assistant, at 592-6206 or 
burkheadl@sccsc.edu. 

Union County Campus 

Union County Campus is located on South Carolina Highway 176 at 1401 Furman Fendley Highway, Union,
 
SC, 29379. The campus is a one-of-a-kind educational facility which offers a combination of technical
 
training and general education course work. A computer lab, welding lab, and mechatronics lab are in place,
 
and a broadcast classroom has just been added. Students may take transitional courses in English,
 
mathematics, and reading as well as general education classes in medical terminology/vocabulary,
 
mathematics, English, and welding.
 
Students can also take advantage of a range of student services such as advising, business office,
 
bookstore, career planning and development, counseling, financial aid and scholarship information, tutoring,
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Campus Locations and Information 

testing, and student activities. 

The Union County Campus ffers dual enrollment programs to high school juniors and seniors and Continuing 
Education courses through Spartanburg Community College’s Corporate and Continuing Educational 
Division. These opportunities come in a variety of fields such as computer instruction, welding, mechatronics, 
and MSSC instruction. 

For more information on Union County Campus, please contact Kathy Jo Lancaster, Site Coordinator, at 
(864) 466-1060, or lancasterk@sccsc.edu. 

Back 
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SPARTANBURG COMMUNITY COLLEGE
 
Adjunct Faculty Payroll Schedule
 

ACADEMIC YEAR 2016-2017 


Fall Semester 2016 

August 15 – December 2 

Fall Pay Dates 
September 15, 2016 
October 14, 2016 
November 15, 2016 
December 15, 2016 

Spring Semester 2017 

January 9 – April 26 

Spring Pay Dates 
February 15, 2017 
March 15, 2017 
April 14, 2017 
May 15, 2017 

Summer Semester 2017
 
May 15 – July 20 

Summer Pay Dates 
June 15, 2017 
July 14, 2017 
August 15, 2017 

These dates are based on full semesters 
Flex start and 5 week term pay dates will 

vary 

Revised by Payroll 07/19/2016 



  

  

 

 

 

 

 

 

  

 

 

  

   

  

Entering Final Grades 

2016 SCC Adjunct Faculty Handbook 
Instructions for Entering Final Grades 
Final grades for students are entered using the WebAdvisor system as follows: 

1. Log into the MySCC Portal. 

2. Under the section “WebAdvisor,” click on “WEBADVISOR FOR FACULTY.” 

3. Click on “Faculty Information.” 

4. Click on “Grading.” 

5. Select a term by clicking on the pull-down arrow and click on “Submit.” 

6. Choose F- Final on the pull-down menu. 

7. Click in the box beside the course for which you are entering grades. 

8. Click “Submit.” 

9. Type in your grades using ALL CAPITAL LETTERS. 

10.	 In you enter an “F” grade, you also must enter the last date attended. 

11.	 In you enter a "I" for an incomplete grade, you must enter an expire date. The Registrar will send out this date with grading instructions each 
term. 

12.	 After grades are entered, click “Submit.” 

13.	 Please print the screen after grades are entered so that we will have a paper copy.  Sign and date this copy. Submit this copy to your
 
department chair.
 

14.	 This printout will provide verification that your grades have been entered. 

Home 
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Testing Center Information
 

CONTACT INFORMATION Fall 16 

Central campus NO appointments required 

Central Campus 592-4966 proctor-e3@sccsc.edu
 

Hours: Monday & Thursday – 8:00 am -8:00 pm
 

Friday 8:00 am – 1:30 pm
 

All satellite campuses require appointments 

Cherokee County Campus 206-2713 proctor-CCC@sccsc.edu
 

Tyger River Campus 592-6190 parekhd@sccsc.edu
 

Union County Campus 466-1060 freemanca@sccsc.edu
 

Downtown Campus 592-4076 mcabeeb@sccsc.edu
 

NOTE: Testing materials should be sent directly to the appropriate testing location not to the director’s email. 

Director |The Learning Center/Testing Center 

Linda Klinzing 
Spartanburg Community College
 
Mailing Address: P. O. Box 4386, Spartanburg, SC 29303
 
Physical Address: P. Dan Hull Bldg, Room E2A
 
(864) 592-4284 
klinzingl@sccsc.edu* 

GENERAL INFORMATION 

1. Please remind your students they must have their SCC ID # and a government approved photo ID. 

2. Students should supply their own calculators and writing implements. The TC will provide scratch paper. 
(Proctors ask students to remove lids of calculators as cheat sheets can be buried under the instruction card. 
Preferably, lids are in backpacks when students arrive.) 

3. If you allow use of a textbook, please provide a copy of the text. This will be loaned to students who may 
have an e-book. 

4. Please provide a completed referral form including all pertinent information. Tests should be provided to 
each campus where a student may test. 

mailto:592-4966%09%09proctor-e3@sccsc.edu
mailto:206-2713%09%09proctor-CCC@sccsc.edu
mailto:592-6190%09%09parekhd@sccsc.edu
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Testing Center Information
 

5. If you are an adjunct faculty member, we would like to have a contact phone # in case we need to reach 
you. Please email /call the central campus testing center to provide the same. It will be kept in a locked file. Do 
NOT put it on your referral form, so we can protect your confidentiality. 

6. All tests, including those for students registered with Disabilities Services, should be sent directly to the 
Testing Center for security purposes. 

7. If you have a student who requests to use the services of an out-of-area testing center, please refer them to 
http://www.sccsc.edu/offsite/ for the process, preferably at the beginning of the semester. The central campus 
will process the necessary paperwork assuring the integrity of the requested site and will notify you when the 
process is complete. The process should be initiated by the student. 

8. If return via mail is requested, please know that tests are placed in the outgoing mail at 8 pm the day the test 
closes. It is picked up the following day and delivered according to mail route. We do not manage that service. 
This is a critical consideration during final exams. Pick-up is always an option through the final day of exams. 

9. During final exams, please remind students to make appointments at satellite campuses EARLY. It is the 
student’s responsibility to get faculty permission to test at satellite campuses. Problems ensue when proctors are 
busy and students show up unannounced and need formula sheets faxed etc. That places extreme strain on 
proctors and creates problems with servicing students who are waiting to test. Thanks for working with testing 
center staff to place responsibility upon the student. 

Please feel free to call the Testing Center or myself for any questions! We are here to serve you and your 
students! 

SPECIAL REQUESTS 

If a faculty member is teaching a face-to-face class and is unavailable due to school business, he must first get 
approval from his department chair. The second approval must be requested of the Director of Testing (Linda 
Klinzing) to make sure that the testing center has adequate capacity to assist students. The first priority of SCC 
testing services is online students and individual make-up testing. Thank you for your cooperation in this 
process. 

If you have additional handouts for SLOs for an online test, please provide that info in writing to the testing 
center. (All applicable campuses) When there are formula sheets as well, it is important to highlight the 
additional handout, so they do not become buried in formula sheets. 

It is extremely helpful to have all formula sheets labeled with instructor name and course at the top. As 
students turn these in, it can become overwhelming to determine the correct instructor. We are happy to carry 
these over from semester to semester if we are so advised in writing. 

The earlier materials arrive for final exams, the better. We have an intake process, and when we are busy with 
students, we could turn a student away because the proctor did not have time to process the exam. 

http://www.sccsc.edu/offsite/


 

     

      
      
     

      

     

     

       
     

  

     

     

  

  

  

  

  

  

  

  

  

  

  

  

  

    

 

Skyline Instructions 

Instructions for Submitting Print Jobs Electronically Through Skyline
 

1. Go to Internet Explorer. 
2. If you are here at SCC, type skyline.sccsc.edu. 
3. From your home computer, type https://skyline.sccsc.edu. 
4. You can also reach Skyline from the SCC home page. First go to My SCC Portal. Log into My SCC Portal. 

After signing in, scroll over the Menu Icon at the top left of the screen, then click on Administrative 
Departments, then Print Shop, and then Skyline Online Print Submission. 

5. Create your username and password (please use your SCC user name as your password). Do not use
 
@sccsc.edu at the end of your password.
 

6. To upload a document, click on the Upload tab. 
7. Click the Select button to browse for a file on your computer. 
8. After you have selected your file, click Open and then click Upload. (Job can be maximum of 500 pages). 
9. To order, select the job you wish to order by clicking the check box next to it, then click Order this Document 

(the shopping basket icon). 
10. On the next screen, you will see that we have four different paper options: Bond, Index, Parchment, and 

Specialty 
11. Select the type of paper you require for the job (and binding options if needed) by clicking on Proceed	 next to 

desired paper option. 
12. Review and change options for your job. You can also save your job ticket here by clicking the check	 box at 

the bottom of the screen. 
13. When satisfied, click on Next. 
14. Enter the number of copies you require in the Quantity box. 
15. Now click on Recalculate Price. 
16. If you have discovered an error at this point (such as incorrect price for example), click X to delete job and go 

back to the Upload tab. Repeat steps 6-15. If no error, go to step 17. 
17. Now click on Next. 
18. Enter your information: Name, Phone number, Department, Building, Required Date, and Delivery Method. 
19. Enter Account Number (no dashes or spaces) and click on Validate. 
20. Click the Check Box next to your Account Number. 
21. Click on Next. 
22. Click on Confirm Order. 
23. You will see a message saying “Your Order was Successful” 
24. You can also select Print Order Confirmation (this is optional). 
25. You will also receive an email verifying that your order has been sent. 
26. Lastly, you will receive one of two email confirmations that your order has been either approved or rejected. 

Home 
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SCC Learning Resources › Log In 

Username 

Password 

 Remember Me 

Lost your password? 

← Back to SCC Learning Resources
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Creating Accessible Word
Documents

If you are making documents digitally available to students in your face-to-face and online classes, you need to make

sure they are ADA compliant (this includes your addendum).

Topics this section covers include:

Login

MENU BACK  

Creating Accessible Word Documents | SCC Learning Resources 

Using Heading Styles 

Customizing Styles 

Using the Navigation View 

Creating a Table of Contents 

Adding Alt Text to Images 
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Creating Accessible Word Documents | SCC Learning Resources 

Adding Alt Text to Tables 

Adding Â Table Headers 

Running the Accessibility Checker 

Saving an accessible PDF 

  Accessibility Home 

Creating Accessible Documents 

Using Headings Styles 

Customizing Styles 

Using Navigation View 

Creating a Table of Contents 

Adding Alt Text to Images 

Adding Alt Text to Tables 

Adding Table Headers 

Run Accessibility Checker 

Saving an Accessible PDF 

SCC Main 
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Creating Accessible PowerPoint
Presentations

Many of us use presentations in our face-to-face and online classes to move our message forward. How we build are

presentations, however, can have a direct impact on retention of that material and how it is received and interpreted.

If you are making your Powerpoints available to your online or traditional students, we offer some tips to help make

them more accessible for any student, regardless of ability.

In addition to the topics below, we highly recommend you take a look at our  section.

Login

MENU BACK  

Creating Accessible PowerPoint Presentations | SCC Learning Resources 

Presentation Tips 

PowerPoint Do’s
 

PowerPoint Don’ts
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Creating Accessible PowerPoint Presentations | SCC Learning Resources 

Set the Reading Order 
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Creating Acccessible PDF Documents
Home Teaching Strategies Universal Design Creating Acccessible PDF Documents

Creating Accessible
PDF Documents

If you are making documents digitally available to students in your face-to-face and online classes, you need to make

sure they are ADA compliant (this includes your addendum). Normally, you will use the original content creation tool

you started with to make a document accessible, but sometimes you will need to use Adobe Acrobat Professional tool

to add accessible features, such as if you are scanning a print document to pdf.

Topics this section covers include:

Video: 

/ / /

Login

MENU BACK  

Creating Acccessible PDF Documents | SCC Learning Resources 

Creating Accessible PDFs 

https://lor1.sccsc.edu/lr/teaching-strategies/universaldesign/createaccessiblepdfdocs/[8/3/2017 2:05:56 PM] 

https://lor1.sccsc.edu/lr/
https://lor1.sccsc.edu/lr/teaching-strategies/
https://lor1.sccsc.edu/lr/teaching-strategies/universaldesign/
http://www.3playmedia.com/resources/webinars/pdf-accessibility-04-30-2015/
https://lor1.sccsc.edu/lr/teaching-strategies/universaldesign/createaccessiblepdfdocs/[8/3/2017


Creating Acccessible PDF Documents | SCC Learning Resources 
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Creating Online Content 

Creating Accessible Word Documents 

Creating Accessible PowerPoints 

Creating Acccessible PDF Documents 

Accessibility Resources 

SCC Student Disabilities Services 

SCC Main 
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Resources

Books

Making Online Teaching Accessible: Inclusive Course Design for
Students with Disabilities
by: Norman Coombs

As educational institutions rapidly expand into online and hybrid formats, designing with accessibility in mind becomes

essential. This book helps online teachers, instructional designers, and content developers avoid inadvertently creating

barriers for students with disabilities and comply with government mandated ADA standards. Grounded in the theories

of learner centered teaching and successful course design, the book explains how to design course content and

delivery to be both attractive and accessible to all students, creating better conditions for student learning, success,

and satisfaction, and better preparing students to compete in the competitive workplace.

View Book Info

Web Sources
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Accessibility – Resources | SCC Learning Resources 

-

-

Accessibility Checklist Guide 

Americans with disabilities Act, Title II – Overview 
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Accessibility – Resources | SCC Learning Resources 

Rehabilitation Act, SectionsÂ 504Â andÂ 508 

WebAim (Web Accessibility in Mind) 

Web Content Accessibility Guidelines 

Universal Design 
CAST (Center for Applies Special Technology) 
CAST is an educational research & development organization that works to expand learning opportunities for all 

individuals through Universal Design for Learning 

Seven Principles of Universal Design 

Ten Simple Steps Toward Universal Design of Online Courses 

Universal Design: A Strategy to Support Students’ Access to the General Education Curriculum 

  Accessibility Home 

Creating Online Content 

Creating Accessible Word Documents 

Creating Accessible PowerPoints 

Creating Acccessible PDF Documents 

Accessibility Resources 

SCC Student Disabilities Services 
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SCC Online | Distance Learning at Spartanburg Community College 

Menu Skip to content 

Home 
Online Courses
 

SCCOnline Orientations
 
Textbook Publisher Support


D2L Support

D2L Login

D2L Requirements

D2L Accessibility

Access Codes
 
LockDown Browser
 
Brightspace Pulse

Adobe Connect
 
Request Help


Panopto Support

View
 
Record
 
Panopto Accessibility

Panopto Mobile


Faculty Support

D2L Requirements

D2L Tutorials
 
Faculty/Staff Training

Respondus Test Editor

LockDown Browser
 
ExamView/TestGen for D2L

D2L Assignment Grader App

Accessible Course Design


D2L – Adding an Image with a Text Alternative
D2L – Adding/Editing a Text alternative to an Already placed Photo
D2L – Adding Descriptive Display Text for URLs
D2L – Adding Captions to Tables
D2L – Adding Table Headers
D2L – Hide Tools on Your Navigation 

Need Help? 
Need help with accessing an online course, D2L, or Panopto. Here’s how to contact SCCOnline: 

Hours 
Monday – Thursday: 8:00am – 4:30pm
Friday: 8:00am – 1:00pm 

E-mail 
scconline@sccsc.edu 
Include your student ID number, course/section information, any error messages received 

Phone 
Local: (864) 592-4961
Toll-free: (888) 364-9080
If leaving a message include your student ID number and course/section information 

Location 
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Neil Griffin, Director
Library Building, Room 130 (first floor) 

IT Helpdesk 
The IT Helpdesk provides basic assistance with usernames, passwords, and logging into D2L. 

Local: (864) 592-4682

Toll-free: (877) 722-2754
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Online Courses 
SCCOnline offers more than 100 online courses each semester. Use the link below to search for upcoming online courses. Simply
select the term and click Submit. 

Search Online Courses (opens in a new window) 

Note: Summer and fall schedules are usually posted in Mid-March. Spring schedules are usually posted in mid-October. 

Search for: 
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SCCOnline Orientations 

SCCOnline offers orientation sessions for new and returning online students. Sessions are conveniently scheduled on-campus at the
beginning of the semester, and online anytime.Â  This orientations is highly recommended for new online students. 

SCCOnline Orientations cover: 

Information about online courses and degrees at SCC

Instructions for logging into D2L and the use of common course tools

Information about library services and the TLC for online students

Strategies for success as an online student

Technical support resources for D2L
 

On-campus sessions 
Tuesday,Â August 18, 2015

12:30-1:30pm or 5:30-6:30pm – Tracy J. Gaines Auditorium

Tuesday, January 12, 2016

12:30-1:30pm or 5:30-6:30pm – Tracy J. Gaines Auditorium

Tuesday, May 17, 2016

12:30-1:30pm or 5:30-6:30pm – Tracy J. Gaines Auditorium
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No registration required.Â  After the orientation, there will be time for online faculty to meet with students.Â  There will also be a
table for technical support to assist students in accessing their courses and resolving any other technical issues. 

24/7 Online 
Complete your SCCOnline Orientation anytime that’s convenient for you.Â  Simply log into D2L and look for the course titled
SCCOnline Orientation.Â  All students have access, so it’s a great refresher for returning students or those who are taking on-
campus courses that incorporate Desire2Learn (D2L). 
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Textbook Publisher Support 
Some SCCOnline courses use content or websites provided by the textbook publishers. Your textbook should contain detailed
support information for the online resource used by your class. Below are links and phone numbers for the most commonly used
publishers. 

Cengage (MindTap and Aplia) 
Technical Support Website: http://support.cengage.com

Technical Support Phone Number: (800) 487-8488 option 2
 

Hawkes Learning 
Technical Support Website: http://support.hawkeslearning.com

Technical Support Phone Number: (800) 426-9538 (8:30am-10pm M-F)
 

Macmillan (Launchpad) 
Technical Support Website: http://www.macmillanhighered.com/Catalog/support.aspx
Technical Support Phone Number: (800) 936-6899 

McGraw-Hill (Connect, MH Campus) 
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Textbook Publisher Support | SCC Online 

Technical Support Website: http://mpss.mhhe.com
Accessibility Information — http://createwp.customer.mheducation.com/wordpress-mu/success-academy/accessibility/?
page=Search&term=accessibility
Technical Support Phone Number: (800) 331-5094 

Pearson (MyMathLab, MySpanishLab, etc.) 
Technical Support Website: http://247pearsoned.custhelp.com
Technical Support Phone Number: (844) 292-7015 
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D2L Support 
What is Desire2Learn? 
Desire2Learn (D2L) is SCCâ€™s online learning management system. It provides a virtual classroom to teach courses completely
online or to supplement on-campus courses. Students can access course content, multimedia, online discussions, assignment
dropboxes, quizzes, and grades to complete coursework. 
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D2L Login 

SCC Degree and Certificate Students: 
Select the SCC Login button. Â Then enter your username and password, which are the same as the MySCC portal. If you do not
know what these are, use the links below. 

Look up your D2L username (Web ID)
Reset your D2L and MySCC portal password 

If you have problems with either of these links, contact the SCC IT Help Desk at (864) 592-4682, toll-free at (877) 722-2754, or e
mail itsupport@sccsc.edu. 

SCILS and Guest users: 
Please use the username and password provided to you by your program. 
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D2L Requirements 
Students and faculty using D2L need a reliable Windows or Macintosh computer that meets the specifications below. Lesser
configurations may allow you log in, but you may experience problems as you work through your course. Since most instructors do
not extend deadlines for technical problems related to a student’s computer, it is important to check your computer before class
begins. 

Windows 

Windows Vista, 7, or 8

Note:Â Microsoft support for Windows XP ends in April 2014, and it is no longer supported by D2L or SCC.

Internet Explorer (version 10 or 11), Firefox (current version), or Google Chrome (current version)

Speakers or headphones

Microphone or webcam (not required for all courses)
 

Macintosh 

OS X 10.7 (Lion) or higher

Current version of Safari, Firefox, or Google Chrome

Speakers or headphones

Microphone or webcam (not required for all courses)
 

Detailed compatibility list (new window) 

https://lor1.sccsc.edu/online/tech-supp/d2l_req/[8/3/2017 2:06:50 PM] 

https://lor1.sccsc.edu/online/panopto/
https://lor1.sccsc.edu/online/d2l-assignment-grader-app/
https://lor1.sccsc.edu/online/accessible-course-design/
https://lor1.sccsc.edu/online/d2l-adding-an-image-with-a-text-alternative/
https://lor1.sccsc.edu/online/d2l-addingediting-a-text-alternative-to-an-already-placed-photo/
https://lor1.sccsc.edu/online/d2l-adding-descriptive-display-text-for-urls/
https://lor1.sccsc.edu/online/d2l-adding-captions-to-tables/
https://lor1.sccsc.edu/online/d2l-adding-table-headers/
https://lor1.sccsc.edu/online/d2l-hide-tools-on-your-navigation/
https://helpdesk.desire2learn.com/D2L_Knowledge/knowledge.do?sysparm_document_key=kb_knowledge,c12842b06f3a91005baffd8abb3ee419
https://lor1.sccsc.edu/online/tech-supp/d2l_req/[8/3/2017


 
 

 

 
 

 

  

  
             

              
   

D2L Requirements | SCC Online 

Is there anything else I need to install? 
Required (install before starting online courses) 

Adobe ReaderÂ (PDF documents) 
Adobe FlashÂ (multimedia)
Microsoft SilverlightÂ (Panopto presentations) 

Optional (install if required by your course) 

Respondus Lockdown BrowserÂ (secure testing) 
LockDown Student GuideÂ (PDF) 
Adobe ShockwaveÂ (multimedia) 

When downloading some of these programs, you may be offered extra software such as toolbars and software trials. We recommend
that you decline these. In most cases, you will need to uncheck this option. If additional software is required for a course, your 
instructor will inform you of it. 

Will I need Microsoft Office? 
Many online courses contain files in Microsoft Office format or assignments that must be completed using Microsoft Office.Â SCC 
students can download Microsoft Office for free through their Office 365 portal.Â The video below will show you how. 

Powered by Panopto 

Microsoft Office Download for Students (Free) 

Microsoft Office is also available on computers in the SCC library and computer labs. Please check the course syllabus for specific
software requirements. 

Smartphones and tablets 
Many D2L course functions can be accessed from smartphones and tablets using iOS, Android, and Windows Phone. Keep in mind
that some online course content and Internet links used may not be compatible, and it is not possible to upload assignments or take
tests using these devices. Students must have access to a Windows or Macintosh desktop or laptop computer to
successfully complete online courses. 

Access Codes and Textbook Websites: 
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D2L Requirements | SCC Online 

Some courses require students to enter a single-use access code to use a website or other materials provided by the publisher.
These codes are included with new books, but may require an extra payment for used textbooks. Instructors using a publisher
website (MyMathlab, SAM, CourseMate, etc.) instead of or in addition to D2L will provide students with information about the initial
log-in procedures. Please check the technical support information in your textbook or on that website to ensure that your computers
is compatible. 
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D2L Accessibility 
The Desire2Learn (D2L) learning management system provides a high degree of accessibility for students with disabilities.Â  The
resources below provide updated information about the accessibility features built into D2L. 

D2L Accessibility Resources

D2L and Screen Readers
 
D2L and Screen Magnifiers

Keyboard-only Navigation for D2L

Learner Guide to D2L Accessibility (Word document)
 

Spartanburg Community College provides reasonable accommodations to qualified individuals who have, have a history of, or are
regarded as having a disability through our Student Disabilities Services. 

SCC Student Disability Services 
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Access Codes 
Some courses in D2L use materials from the publisher that require students to enter a code from their textbook. These codes are
provided with new textbooks, and can only be used once (in most cases). Students purchasing a used textbook, sharing a textbook,
and or retaking a course may need to purchase a new code from the bookstore or publisher. 

Enter an access code in D2L 
In D2L, access codes are entered the first time a student clicks on a protected item. A screen similar to the one below will appear.
Enter the code from the textbook, read the license, and then click Submit. You should now have access to all protected items in the
course. You should not need to enter the code again, but it would be a good idea to keep a copy of it in case of problems. 
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Problems 
If you enter the access code and it does not work, try retyping it. If it still does not work, write down the cartridge ID shown on the
screen and any error messages. Then, call the publisher telephone number included with the code. The publisher, not SCCOnline 
or Information Technologies, are the only ones who can check a code or replace it. 
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LockDown Browser 
Respondus LockDown Browser is a program used for secure online testing in Desire2Learn (D2L). Your instructor will let you know if
LockDown is required for quizzes in your online or web-enhanced course. 

Note: The LockDown program should only be used for taking tests. While it is possible to view other parts of your
D2L course with it, many functions such as submitting files, printing, and links to other websites will not work
correctly. 

SCC Locations with LockDown Browser Installed 
Testing Center (proctored exams only)

TLC Open Computer Lab

Library
 

Installing LockDown Browser (Windows/Mac) 
Before taking a test with Respondus LockDown Browser, you must download and install it from the link below. There are versions for
both Windows and Macintosh OS X. Once it has finished downloading, install the software on your computer. 

Note: If you are using a company, school, or library issued computer, you may need to to request their permission to install
LockDown Browser. 
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Download Resopondus LockDown Browser (Windows or Mac) 

After installing LockDown Browser, read the tips below and try it with the practice test in your course or the one in the SCCOnline
Course Orientation class in D2L. 

Taking an Exam with LockDown Browser 
1.	 Exit out of any other programs that are running on your computer and reboot your computer. This clears your computer’s


memory making it less likely to lock up or crash while taking a test.
 
2.	 Use a wired Internet connection for the best reliability. Poor network connections can cause tests to lock up or answers not to

be recorded. 
3.	 If you choose a wireless connection (wifi or cellular hotspot), check your signal strength before starting. It should be good or

excellent. If not, find a location with a better signal. 
4.	 Log into D2L with your normal web browser, select your course, and navigate to the test. 
5.	 Read the test instructions carefully, noting the time limits. You can back out if you’re not ready to begin. 
6.	 Click Launch LockDown Browser to begin the test. Your web browser may ask permission to open LockDown Browser.
 

Select Yes or Allow.
 
7.	 Wait a moment while LockDown Browser starts up and the test is set up. If the test is timed, the countdown clock will start. 
8.	 Answer each question, and click Save Answer. Saving answers helps preserve your work in case of an Internet or computer 

problem.
9.	 When completed, click Submit Quiz. 

10.	 Once your quiz is finished, you can review your results. Instructors can choose whether the test questions or answers are

displayed
 

Low vision students 
Click on the i icon on the toolbar to adjust the text size or increase magnification (enlarges text and graphics). Click Apply after 
selecting your setting. 

Documentation 
Respondus LockDown Browser Student Guide (PDF) 

Can I use an iPad? 
Maybe. Your instructor can decide whether to allow iPad testing. There are some test options that do not work well on the iPad. This
is one of the reasons why we recommnd that online students have access to a Windows or Mac computer. 

Can I use an Android device or a Chromebook? 
No. Respondus doesn’t currently offer versions for these systems, but we have indicated to the company that we would like to see
them support Android and Chromebooks. 

Troubleshooting 
SCCOnline will try to assist students with technical problems, but cannot extend test deadlines. Only course
instructors can do this. 

Please take advantage of the practice test in your course or the SCCOnline Orientation to make sure everything is
working prior to a graded test. We do not have staff in the office over the weekends. 

What are the compatibility requirements for LockDown Browser? (Respondus Knowledgebase article) 

I am having trouble downloading LockDown. (Respondus Knowledgebase article) 

Do I have the latest version of LockDown loaded on my computer? (Respondus Knowledgebase article) 

When I start LockDown it takes me to another college’s login page. (Respondus Knowledgebase article) 

When I start LockDown, I see a white screen. (Respondus Knowledgebase article) 
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Brightspace Pulse 
Pulse is the new mobile app for online courses using D2L Brightspace at SCC. Pulse is designed to help students be better organized
and more engaged with their online courses. 

Notifications of course announcements
 
Keep track of test and assignment deadlines

Check grades

Follow class discussions on the go

View course content (not all course materials are mobile-friendly)
 

Brightspace Pulse does not remove the need for online students to have access to a Windows or Mac computer to
complete online courses. Mobile devices like smartphones and tablets cannot display all types of content that a
course might contain. They are also not well-suited for submitting assignments and taking tests. 

Brightspace Pulse Overview
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Brightspace Pulse Tutorial for Students 

Brightspace Pulse does not remove the need for online students to have access to a Windows or Mac computer to
complete online courses. Mobile devices like smartphones and tablets cannot display all types of content that a
course might contain. They are also not well-suited for submitting assignments and taking tests. 
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Adobe Connect 
What is Adobe Connect? 
Adobe Connect is web-based classroom that allows for live teaching in some SCCOnline courses. Participation is a required part of 
many American Sign Language courses. It also used for optional live presentations and study sessions in some our other courses.
Students must have a webcam and microphone to participate. The Flash plug-in is required for Windows and Mac users. Tablet
users can download an app from their app store. Your instructor will post links to the discussion room within your D2L course or by
e-mail. 

Adobe Connect troubleshooting tips 

Install Adobe Connect Presenter plug-in (for instructors or students giving presentations with screen sharing) 
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Request Help 
SCCOnline Hours 
Monday — 8:00am-4:30pm
Tuesday– 8:00am-4:30pm
Wednesday — 8:00am-4:30pm
Thursday — 8:00am-4:30pm
Friday — 8:00am-1:30pm 

E-mail 
scconline@sccsc.edu 

Make sure to include: 

Name (as it appears in SCC records)

Student ID number
 
D2L username (your SCC e-mail address before the @ )

Phone number
 
Course(s) including section number (e.g. ENG-123-A99N)

Description of the problem
 

https://lor1.sccsc.edu/online/request-help/[8/3/2017 2:08:05 PM] 

https://lor1.sccsc.edu/online/panopto/
https://lor1.sccsc.edu/online/d2l-assignment-grader-app/
https://lor1.sccsc.edu/online/accessible-course-design/
https://lor1.sccsc.edu/online/d2l-adding-an-image-with-a-text-alternative/
https://lor1.sccsc.edu/online/d2l-addingediting-a-text-alternative-to-an-already-placed-photo/
https://lor1.sccsc.edu/online/d2l-adding-descriptive-display-text-for-urls/
https://lor1.sccsc.edu/online/d2l-adding-captions-to-tables/
https://lor1.sccsc.edu/online/d2l-adding-table-headers/
https://lor1.sccsc.edu/online/d2l-hide-tools-on-your-navigation/
mailto:scconline@sccsc.edu
https://lor1.sccsc.edu/online/request-help/[8/3/2017


  

Request Help | SCC Online 

Phone 
Local — (864) 592-4961

Toll-free — (888) 364-9080
 

Office Location 
Central Campus LLRC-130 (first floor in the library)

Campus Map (PDF opens in new window)

Building 13 on map

Directions (PDF opens in new window)
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View Panopto Presentations 
Panopto is a system used by faculty and students to record class sessions, online lessons, campus events, and student
presentations. Panopto recordings can incorporate video, sound, PowerPoint slideshows, and computer screen video. Recordings may
be viewed on a computer with web browser. Chromebook, smartphone, or tablet. Computer users may use current versions of
Internet Explorer and Edge (Windows only), Safari (Mac only), Firefox, or Google Chrome. 

Viewing Panopto from D2L or a e-mail link 
Many instructors will link to their Panopto presentations from D2L or a link in an e-mail. If the presentation has been set as public, it
will begin playing when you click on the link. Some presentations may be intended only for a specific class or individuals. If you are
not already logged into the MySCC portal, Panopto will prompt you to enter your SCC username and password. Click Sign In and 
your linked video should begin to play. 
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Logging into the Panopto Website 
If you wish to browse Panopto or search for a particular recording, you can log into Panopto directly. Simply, log into the MySCC
portal and select Panopto Lecture Capture from the Campus Applications area. Look in the upper right-hand corner and click 
Sign in. 

In the dialog box that appears, SCC students, faculty, and employees should set the drop-down menu to MySCC Portal and 
click Sign in. You will then log in with your portal username and password. 

If you do not have an SCC account and were given a guest login, select the Panopto option instead, and then enter the username 
and password provided to you. 

Keyboard shortcuts 
In addition to the graphical controls on the player, the following keyboard shortcuts are available: 

Spacebar – Pause/Play the session 

Left/Right arrow keys – skip 5 seconds backwards or forwards 

Up/Down arrow keys – adjust volume up or down 

The M key – mutes and unmutes the recording 

Using Panopto with Class Projects 
If you need to make a recording with Panopto for a class project, please use the link below for instructions. 

Recording Student Presentations with Panopto 
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Recording Student Presentations 
Some instructors have set up student dropboxes for their courses so that students can upload speeches or other multimedia
assignments. The handouts below will help you record and submit your Panopto-based assignments. The Panopto Recorder requires
Windows 7 and up or Mac OSX 10.9 (Mavericks) and up. 

Student Projects – Windows 
Panopto Recorder Setup (Windows) (PDF)

Create a Student Presentation with the Recorder (Windows) (PDF)

Video Demo: How to Make a Panopto Recording (Windows)
 

Student Projects – Mac 
Panopto Setup – Mac (PDF)

Panopto for Mac Documentation (Panopto website)

Video Demo: How to Make a Panopto Recording (Mac)
 

Already Have a Video Recorded? 
Upload an Existing Video File to Panopto (PDF) 
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Recording Student Presentations | SCC Online 

Note: The Panopto apps for iPhone, iPod Touch, and iPad can be used to make basic recordings (camera only). The Android app
requires you to use your camera software on the phone to make the recording, and then select the file in the Panopto app. Learn 
more about the Panopto mobile app. Chromebooks cannot record to Panopto at this time (they can play back videos). 

Need Help? 
If you need additional assistance with Panopto, please contact SCCOnline at scconline@sccsc.edu or call us during business hours at
(864) 592-4961 or toll-free (888) 364-9080. Please do not contact Panopto directly as they will just refer your request back to
SCCOnline. 
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Panopto Accessibility 
Panopto provides a high degree of accessibility for students with disabilities. The resources below provide updated information about
the accessibility features built into Panopto. These include screen reader support, keyboard shortcuts, and captions. 

Panopto Accessibility Features 

Spartanburg Community College provides reasonable accommodations to qualified individuals who have, have a history of, or are
regarded as having a disability through our SCC Student Disability Services office. 
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Panopto Mobile 
The Panopto mobile app makes it easy to view Panopto presentations on your tablet or mobile phone. The app is available for Apple
(iOS) and Android devices. 

The first time you use the app, it will request a server address. Please enter spartanburg.hosted.panopto.com 

Panopto iPhone and iPod Touch app 
View Panopto Presentations

View captions (when available)

View/take notes

Create recordings from iPhone camera

Upload previously recorded videos

Download app

Documentation
 

Panopto iPad app 
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Panopto Mobile | SCC Online 

View Panopto Presentations

View captions (when available)

View/take notes

Create recordings from iPad camera

Upload previously recorded videos

Download app

Documentation
 

Panopto Android app 
View Panopto presentations

Upload previously recorded videos to Panopto (Android 5.0 Lollipop and up)

Download app 

Chromebooks 
There is currently not an app for Chromebook, but the web interface works well for viewing and has all of the standard features.
Recording Panopto presentations is not currently supported at this time. 
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Faculty Support 
Leave a Reply 
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D2L Tutorials 
Accessibility 

Hide unused tools in your navigation

Adding an image with a text alternative

Adding/Editing a text alternative to an already placed image

Adding descriptive display text for URLs

Adding captions to tables

Adding table headers
 

Rubrics 
Creating a Rubric

Adding a Rubric to an Activity

Grading an Activity with a Rubric

Viewing Rubric Statistics

Revising a Locked Rubric

Exporting a Rubric

Importing a D2L Rubric
 

Grading 
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Displaying an Estimated Grade to Students 
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Faculty/Staff Training 
| D2L Brightspace | Panopto | Respondus | 

D2L Brightspace 
Intro to D2L Brightspace 

Get started with the basics of setting up your course and content in a hands-on workshop, and then complete training at your own pace
to learn about online testing, discussions, student tracking, and grading tools. 

Wednesday, August 9 – 9:00-11:00am
Saturday, August 12 – 1:00-3:00pm 

Register now 

Panopto 
Introduction to Panopto 

Learn how to create your own video presentations, incorporate screen captures and PowerPoint files, share them with others, and options 
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Faculty/Staff Training | SCC Online 

for using Panopto for student projects. 

Friday, August 11 – 9:00-11:00am 

Register now 

Panopto Basic Training Webinars (monthly) 

These are similar to the workshops above, but are not hands-on and do not include SCC-specific information. Use the link below to check
upcoming times and register. 

Register for Panopto Webinars 

Respondus Test Editor and LockDown Browser 
Respondus Instructor Training 

Create and edit online tests in a user-friendly environment. Easily created printed versions of online tests, including multiple versions and
answer keys. Convert tests from Microsoft Word or other online course systems. 

Using the Respondus Test Bank Network 

Respondus offers test banks for many textbooks. This is often easier than using programs such as ExamView and TestGen to import into
Brightspace. 

LockDown Browser & Respondus Monitor 

(Note: SCC does not currently license Monitor) 

Tuesday, March 14th – 1:00-2:00pm
Wednesday, March 29th — 3:00-4:00pm 

Upcoming dates/times and registration for Respondus webinars (when asked for learning management system, please select 
Brightspace/Desire2Learn). 

Sign Up for a Workshop 
Click here if the form does not properly display or better mobile viewing 

SCCOnline Training Registration 
Please fill this form out once for each workshop you wish to register for.  Workshops are open to all full and part-time 
SCC employees.  Workshops are scheduled in the Library Instruction Room (Computer Lab) on the Central Campus 
unless otherwise noted. 

* Required 

Name * 
Enter your first and last name 

E-mail address * 
Enter your SCC e-mail address. 

Phone 
Enter your daytime phone number 

SCC Affiliation * 
Faculty, Staff 

https://lor1.sccsc.edu/online/faculty-training/[8/3/2017 2:08:43 PM] 
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Faculty/Staff Training | SCC Online 

Discipline/Department 
Enter your discipline or department area. 

Choose Workshop * 
Pick the workshop you would like to register for. 

Bringing a laptop? (On-campus workshops only) 
You are welcome to use computer in the classroom computer or your laptop. All locations have wi-fi. We will try to 
make sure there are enough outlets for those bringing laptops. 

New Employee 
If you are a new employee and have not received an SCC network account, we can set up a temporary account in 
D2L or Panopto for training. 

Please set up a temporary D2L or Panopto account for training. 

Never submit passwords through Google Forms. 

Powered by This content is neither created nor endorsed by Google. 

Report Abuse - Terms of Service - Additional Terms 
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Respondus Test Editor 
Respondus allows users to develop exams for D2L more quickly and easily than the built-in tools in D2L. Features include: 

Create tests with images and multimedia

Import tests from MS Word (special formatting required)

Publish tests to multiple course sections

Set up random question pools

Convert online tests between D2L and other LMS system

Create printed versions of online with answer keys
 

The Respondus Test Bank Network is a database with thousands of textbook test banks available in Respondus format. Simply
search for the textbook, and click to request the access code from the publisher. 

The Respondus software is licensed for SCC employees only. You may access the software, documentation, and the yearly access
code from the Respondus Hub course in D2L. Faculty can find the Respondus Hub in the the Instructor Resources area of the D2L
homepage or by searching in their course drop-down list, 

Respondus runs on Windows 7, 8 or 10. A Mac version is not available, but it should work using a emulator such as Parallels or by
running Boot Camp. 

Respondus Resources 
Respondus Website 
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Respondus Test Editor | SCC Online 

Respondus Quick Reference Guide (PDF)

Respondus Documentation (MS Word)
 
Respondus Demo Movies (new window, requires Flash)

Respondus Test Bank Network — Testbanks in Respondus format from thousands of textbooks. Check here to see if your book

is available. This is easier than converting tests from ExamView or TestGen.

Respondus Training 
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