 Kirkwood Center for Excellence in Learning & Teaching (KCELT)
Presents

Full-Time Faculty Orientation

Thursday, August 6, 2009
2077 Cedar Hall
7:00 – 7:30

Continental Breakfast (completely optional)
Hosts: Hope Burwell & Lauri Hughes

(Casual dress.  Please bring the reading materials you received from KCELT in July.  We’ll be providing notebooks, writing materials, and a flash drive for your personal use.)
7:35 – 9:00

Campus Walking Tour 
9:00 – 9:15

Break

9:15 – 9:30

Caring Connections
9:30 - 12:00
Technology at Kirkwood I – Lynda Nelson, IT



1. Network Login

2. Outlook Email Workshop:  basic mail, opening and
    sending attachments, using the calendar 
3. Eaglenet for Faculty Workshop: Eaglenet IDs, Class
    Rosters, Class lists to Excel, Input Attendance and
    Grades, Pay Advices 



4. Introduction to the Network Drives





5. Homework:
a. On a carbonless sheet, describe in writing any difficulties you have completing the following.  Bring that description with you tomorrow.

i. Set-up an Excel class roster for each of your sections; save to your flash drive and to your network drive. (You can’t do the last from home.)
ii. Send those rosters to Hope as attachments to an e-mail before 6:00 tomorrow morning.
iii. Schedule department meetings and portfolio development seminars in your Outlook calendar 
12:15 – 1:15
Lunch
1. A meal from Sammy’s in the West Dining Room

2. Welcome from Bill Lamb, VP of Instruction
1:30 – 3:00

Faculty Rights & Responsibilities



1. The Employee Handbook – Bob Freeman, Director, HR
2. The Master Agreement between Kirkwood Faculty

    Association (KFA) & Kirkwood Community College – 
    John Dawson, President of Kirkwood Faculty
    Association
3:00 – 4:00

You’re welcome to stay in KCELT’s computer room to work
                            on those parts of the homework listed above for which the
                            network drive is required, or to go to your office to do it. 

Friday, August 7, 2009
7:30 – 8:00

Continental Breakfast (completely optional)
Hosts: Hope Burwell & Lauri Hughes

8:00 – 9:30

Employee Benefits - Sue Bennett, Human Resources



Break

9:45 – 11:50
Technology at Kirkwood II – Lynda Nelson, IT



1. Questions/problems with last night’s homework



2. Webmail: basic operations



3. Kirkwood’s Website and Intranet 



    a. Print Services




4. SchoolDude – online request system



5. Student Email

12:00 – 1:30
Lunch
1. Welcomes from Al Rowe, Executive Director of Institutional 
    Effectiveness
2. Introductions to your mentor, and the mentoring
    program’s goals and objectives
1:40 – 2:40

Legal Issues
1. FERPA – Hope Burwell
2. ADA – Chuck Hinz
3. Kirkwood’s Plagiarism Policy – Hope Burwell
2:50 – 3:50

Quality Faculty Plan – Hope Burwell
a. Document history

b. Professional Preparation Plan (PPP) and Professional Development Seminars
c. PPP and Professional Portfolio

Homework:
a. Exchange phone numbers with your homework buddy.

b. Using any relevant background, the New Teacher Workshop (NTW) agenda, and the Professional Development Seminar sessions schedule, fill out as much of the PPP as you can.  (Model available on the KCELT website.)  Note questions that you and your homework buddy can’t answer and bring those to NTW on Monday.  
c. Read the packet, “Introduction to Adult Learners.”  On a carbonless sheet, record your name and write down three things that surprise or puzzle you.  You will need these for small group work on Monday.
d. Read through your department’s Generic Syllabi for your courses.  Annotate with questions or concerns.  Bring with you Monday to New Teachers Workshop.
