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Central Piedmont Community College

A copy of this documentation can be found on the Instructional website located at http://www.cpcc.edu/learning under “Faculty Resources/Administrative/COD Documentation.”
Memorandum
	TO:  Chairs, Coordinators, Directors
         Academic Deans, 

         Richard Zollinger

         Cathey Ross

         Mary Vickers-Koch

	DATE:  August 3, 2010

	FROM:  Nancy Knight 


	SUBJECT:  Curriculum, CCE,
                   On-Campus Basic Skills

                   & On-Campus Literacy 

                   COD Entry Instructions
                   Spring Term 2011


Curriculum and on-campus basic skills and literacy spring CODs may be entered beginning Wednesday, August 4 and must be entered no later than Friday, September 3.  Additions after the deadline require a dean’s approval. 
Final proofing of curriculum and on-campus basic skills and literacy classes will occur September 20, 21, 22 and 23.  An appointment invitation will be sent at a later date.
The deadline to enter Corporate & Continuing Education (CCE) CODs will be communicated to the CCE Coordinators by that area.
Our count for the full 16 week semester shows the following including curriculum exam week.



M
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R
F
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16
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16
16
15
16
16
Note there are only 15 Fridays in the term.  Make sure to schedule enough time for Friday Only classes.  
INSTRUCTIONAL METHOD DEFINITIONS & CODE FORMAT
EFFECTIVE FALL TERM 2009

	Primary Delivery is determined by wkly. contact hours.  

	Example #1: 3 hrs lecture, 2 hrs lab = Primary Delivery Lecture  Example #2 -  2 hrs lecture, 4 hrs lab = Primary Delivery Lab

	All courses utilizing the internet to regularly replace weekly face to face meeting MUST be structured as 51%-99% online and coded as hybrid (HY)

	All courses that use the internet as a supplement to face to face courses must be coded as traditional (TR)

	All courses that are taught 100% on the internet must be coded Internet (IN)


	Courses Type
	Code
	NCCCS State Description
	CPCC Practice

	
	
	
	

	Traditional
	TR
	College credit or CE Course where the instructor and students meet face-to-face, according to designated dates/times/location and where there is no Internet or other method of delivery requirement.
	The definition of a traditional class has not changed. 

	
	
	
	

	Web-Supported or Web-Assisted
	TR
Rev. 8/07
	College credit or CE course where the primary delivery is via traditional face-to-face method with a requirement that students have Internet access as a supplemental part of the course.
	These are traditional classes with a Blackboard, Internet or Moodle component.

	
	
	
	

	Internet or Online
	IN
	College credit or CE course where 100% of the instruction is delivered through the Internet
	THESE CLASSES MUST BE 100% ONLINE.  IF ORIENTATION OR TESTING ON SITE IS REQUIRED, THE CLASS MUST BE CODED HY..  Meeting occurrences do not appear in the schedule.  

	
	
	
	

	Hybrid
	HY
	College credit or CE course where the primary delivery is online with a requirement that students also meet in traditional face-to-face sessions as determined appropriate by the college.
	51% - 99% OF THE CLASS IS ONLINE.  ONSITE TESTING AND ORIENTATION MAY BE REQUIRED.  Primary delivery is determined by the wkly. contact hour.  If the course is 50% / 50% (i.e. 3 hrs lec and 3 hrs lab) the class must be coded as TR

	
	
	
	

	Teleweb
	TW
	College credit or CE course where the primary delivery of instruction is via telecourse and also requires internet access as a supplemental part of the course.
	Example: Telecourse with either Internet access for research, Blackboard or Moodle WEB BASED COMPONENT PROVIDED – ONSITE TESTING AND ORIENTATION MAY BE REQUIRED..

	
	
	
	

	Cooperative Education
	CP
	Instruction consisting of the integration of traditional classroom learning with supervised work experience and where there is no Internet requirement.
	

	
	
	
	

	Independent Study
	IS
	Self-paced course in which a student progresses through the instructional materials at their own pace, regardless of method of delivery.
	

	
	
	
	

	Information Highway/Two-way Video
	IH
	College credit or CE course where 100% of the instruction is delivered by two or more way video.
	Meeting occurrences do not appear in the schedule.  

	
	
	
	

	Telecourse
	TV
	College credit or CE course where 100% of the instruction is delivered by video, television or cassette
	Meeting occurrences do not appear in the schedule  NO WEB BASED COMPONENT IS PROVIDED

	
	
	
	

	Digital Media
	DM
	College credit or CE course where 100% of the instruction is delivered by non-telecourse digital video or media resources
	Example:  DVD computer based training).  Meeting occurrences do not appear in the schedule..  Currently we do not offer Digital Media classes at CPCC.


Distance Learning Classes

· Retention of Proper Documentation – Proper documentation must be maintained by the divisions through the audit cycle, which is typically two years from the current year.  This documentation must include class statistics, assignments, etc. to verify attendance.
Note:  These examples are presented for reference purposes and may not be the only examples that apply.

Revised:  October 2008
Contract Entry & Assignments
For

Instructional & Non-Instructional 

OVERLOAD ONLY

· Overload payments will be paid the second month of the term.
· The number of installments for spring term is 4
· Overload installments paid:  Feb, Mar, Apr & May

Each installment will be included in the full-time paychecks

The due date for entering spring term 2011 overload and non-instructional contracts is:

	Friday
	January 7, 2011


Overload and non-instructional assignments made after the above due date

requires a dean’s approval

PART-TIME CONTRACTS
· The number of installments for part-time spring contracts is 5

· Installments will be paid:  Feb, Mar, Apr, May and June

NOTE* SHORT SESSION CONTRACTS
ALL short session contracts receive 3 installments regardless of whether they are overload or regular part-time.
Spring 2011 Semester

COD Guidelines







Begins


Ends
Spring Semester



Jan. 8

Through
May 10






(Saturday)


(Tuesday)

First 8-Week Term



Jan. 8

Through
March 4






(Saturday)


(Friday)

Second 8-Week Term


March 14
Through
May 10






(Monday)


(Tuesday)


(Short term classes do not follow the regular semester final exam schedule)

Holidays - No Classes Scheduled:

Martin Luther King Holiday

Jan. 17





(Monday)

Spring Break



March 7
Through
March 13
(CPCC Open – No Classes)
(Monday)


(Sunday)

Spring Holiday


April 22
Through
April 24





(Friday)


(Sunday)

Curriculum Final Exam Period
May 4

Through
May 10





(Wednesday)

(Tuesday)

The Number of Available Days For Classes Are:




16-Week Semester
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First 8-Week Term



M
T
W
R
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7
8
8
8
8




Second 8-Week Term



M
T
W
R
F



9
9
8
8
7


NOTES AND REMINDERS

Lecture/lab classes that meet on the same day require only one “E” for FTE reporting.  While two dates are printed on the 10% roster, one for the lecture and one for the lab, only one “E” is required to be entered on or before the 10% date for the student to be counted.

· Print a class roster Before you cancel a class.

· There is no Un-cancel process in Colleague

· “Petition” means “Signature Required”

· Any section number may be used for Internet classes.  

· Internet (IN) classes are entered with Building Code “ON”, and Room Code “LINE”

· Internet (IN) classes should have a start date of the first WEEK DAY of the term.  Do not start IN classes on the weekend.  The only exception is if the internet class has a face to face meeting such as an orientation on the first Saturday of the term and the class is coded Hybrid (HY) 51% - 99% online.

· Hybrid classes must contain section notes advising students how many additional weekly hours are required online OR if orientation is required the section notes must contain the day, time and location.

· TeleWeb (TW) classes are entered with Building Code “TELE” and Room code “WEB”.

· Open Labs are entered with Building Code “Open” and Room code “Lab” and times and days noted in the Section Notes

· Seating capacities cannot be set at Zero.  Zero in Colleague means “unlimited enrollment”.

· Cross Listing means “Combined” classes.  To cross list classes, enter all CODs and then send an email to CPCC Section Modifications indicating which classes are to be cross listed with each other.
· Room Changes after COD proofing should be submitted to the AdAstra campus representative.
ONCE REGISTRATION BEGINS NO CHANGES CAN BE MADE TO THE DELIVERY METHOD, START AND END DATES, MEETING DAYS OR MEETING TIMES OF A SECTION
CURRICULUM 
SCHEDULING REGULATIONS

REQUIRED INSTRUCTIONAL MINUTES

· Curriculum classes must be scheduled for the minimum number of required minutes per term according to the following table.

	Weekly Contact

 Hours
	Total Contact Hrs.
	Minimum Required Minutes Per. Term

	1
	16
	800

	2
	32
	1,600

	3
	48
	2,400

	4
	64
	3,200

	5
	80
	4,000

	6
	96
	4,800

	7
	112
	5,600

	8
	128
	6,400

	9
	144
	7,200

	10
	160
	8,000

	11
	176
	8,800

	12
	192
	9,600

	13
	208
	10,400

	14
	224
	11,200

	15
	240
	12,000

	16
	256
	12,800

	17
	272
	13,600

	18
	288
	14,400

	19
	304
	15,200


· Final Examination Week – Do not alter CODs for the 16th week of the term for exam week because the final exam times/days are published in the schedule.

· Curriculum final exam week is scheduled from May 4 through May 10 and the classes will meet in one 3 hour block.

· Schedule class meeting time within the 16 weeks, which includes final exam week.

· Schedule clinical time within the first 15 weeks

· Do not start curriculum classes prior to the start date of the term and do not end curriculum classes after the end date of the term.  Exceptions must be reviewed by Nancy Knight.  

BREAK TIME TO BE ADDED TO THE MINUMUM NUMBER OF REQUIRED MINUTES
· Curriculum classes scheduled for less than 90 minutes DO NOT receive a break

· Curriculum classes scheduled for more than 90 minutes MUST include a 10 minute break after every 90 minutes of instruction.

The following are typical class meeting times with breaks

	2 hour class meeting – one day a week –Required time 100 minutes per wk;

 with 10 minute break 110 minutes per meeting or 110 minutes per wk.

	

	3 hour class meeting – one day a week – Required time 150 minutes per wk;

 with 10 minute break160 minutes per meeting or 160 minutes per wk.

	

	4 hour class meeting – two days a week – Required time 200 minutes per wk;

Required time per meeting 100 minutes;

With 10 minute break 110 minutes per meeting or 220 minutes per wk.

	

	4 hour class meeting – one day a week – Required time 200 minutes per wk;

with 20 minute break 220 minutes meeting or 220 minutes per wk.

	

	5 hour class meeting – three days a week – Required time 250 minutes per wk; 

250 minutes ÷ 3 days = 83.3 minutes rounded to 84 minutes per meeting

with no break required 84 minutes per meeting or 252 minutes per wk.

	

	5 hour class meeting – two days a week – Required time 250 minutes per wk;

Required time per meeting 125 minutes;

With 10 minute break 135 minutes per meeting or 270 minutes per wk.


	

	5 hour class meeting – one day a week – Required time 250 minutes per wk;

with 20 minute break 270 minutes per meeting or 270 minutes per wk.

	

	6 hour class meeting – two days a week – Required time 300 minutes per wk;

Required time per meeting 150 minutes;

With 10 break 160 minutes per meeting or 320 minutes per wk.

	

	6 hour class meeting – one day a week – Required time 300 minutes per wk;

Required time per meeting 300 minutes;

With 30 minute break 330 minutes per meeting or 330 minutes per wk.

	

	7 hour class meeting – two days a week – Required time 350 minutes per wk;

Required time per meeting 175 minutes;

With 10 minute break 185 minutes per meeting or 370 minutes per week

	

	7 hour class meeting –one day a week – Required time 350 minutes per wk;

Required time per meeting 350 minutes;

With 30 minute break 380 minutes per meeting or 380 minutes per week


Note:  Saving break time until the end of class in order to dismiss the class early is not permitted.

CURRICULUM

COMMON TIME SCHEDULE

· Use the common time schedule master grids to schedule classes.

· Grid #1 is a day master start time grid for (3-0-3) classes, scheduling classes either Monday, Wednesday, Friday or Tuesday, Thursday.

· Grid  #2 is a grid for night classes starting at 6:00 or 6:30 p.m.

· Grids #3 and #4 are two alternate day grids for:
Non 3-0-3 classes.  One grid is for classes starting at 7:30 a.m.  The other grid is for classes starting at 8:00 a.m. 

· Schedule evening classes (3-0-3) starting at 6:00 p.m. one night a week.  (Exceptions require a dean’s approval)

· Coordinate your classes with classes of other areas so that your students have an easier time building a full schedule.

· Do not schedule all sections of 5 hour classes to meet 5 days per week.  Offer some 2-day and 3-day schedule options to better accommodate schedule opportunities.
COOPERATIVE EDUCATION

WORK EXPERIENCE COURSES

· Enter all Co-Op (except COE 110, COE 115 and COE 125 series) classes using the following standardized schedule data:

Delivery Method

CP

Meeting Days

Do Not Enter
Start DATE


January 8
End DATE


May 10 


Meeting Times

Do Not Enter

Building Code

XX


Room Code


343

(Cooperative Training Various Locations)

DISTANCE LEARNING

ANY SECTION NUMBER MAY BE USED

FOR DISTANCE LEARNING CLASSES
· FTE Reporting - To ensure correct FTE reporting for classes offered through the distance learning method of instruction, an orientation may be counted as the first class meeting for a student; however, it is imperative that orientation not occur before the official beginning date of the class.  

· Retention of Proper Documentation - Proper documentation must be maintained by the divisions through the audit cycle, which is typically two years from the current year.  This documentation must include class statistics, assignments, etc. to verify attendance.

For Full Session Distance Learning Classes Enter:
	Delivery Method
	IN
	HY 51-99% Online
	TW

	Meeting Days
	Do Not Enter
	Enter face-to-face Days
	Do Not Enter

	State DATE
	January 10
	First  face-to-face date
	January 10

	End DATE
	May 10
	May 10
	May 10

	Meeting Times
	Do Not Enter
	Enter face-to-face Times
	Do Not Enter

	Building Code
	ON
	Enter Requested Bldg
	TELE

	Room Code
	LINE
	Enter Requested Room #
	WEB

	Section Note
	
	# of Hrs/wk required online OR
Orientation day, time and location
	


100% online internet classes cannot start on week-end dates.  The start date for 100% online internet classes must occur on a week day.  Please use the following as a quick reference for spring CODs.

Full term 100% internet classes begin (Monday) January 10.

1st Short Session 100% internet classes begin (Monday) January 10.

2nd Short Session 100% internet classes begin (Monday) March 14
The above procedure, approved by the Learning Council enables the Help Desk to better serve our students and faculty.

Course Type Codes
Select for Sections

	Code
	Course  Type

	SST1
	First Short Session

	SST2
	Second Short Session

	HUSK
	Huskins

	DNP
	Do Not Publish


HOW TO SET UP RESTRICTED HUSKINS SECTIONS

In addition to the regular steps to set up CODs, you need to

block registration for a Huskins section

· Set the seating capacity
· “Petition” (Signature) the section, by choosing the “Required” box
· Choose Course Type for the section as DNP (Do Not Publish)
· Choose Course Type as Huskins Class
· In the Section Note area key this phrase:  This class is for Huskins students only

BASIC SKILLS CLASSES

· Literacy Classes

Contact hours may not exceed the recommended maximum hours contained in the North Carolina Community College System (NCCCS) Continuing Education Master Course List.

Schedule contact hours according to classroom availability.  

Beginning and ending dates may crossover the College calendar term dates.

For every 60 minutes of instruction a 10 minute break may be taken.

Saving break time until the end of class in order to dismiss the class early is not permitted.
· Adult High School

Schedule each class for a minimum of 64 contact hours with open labs as the exception.

Schedule work practicums for 80 contact hours.

Beginning and ending dates must conform to the College calendar 

term dates. 

For every 60 minutes of instruction a 10 minute break may be taken.

Saving break time until the end of class in order to dismiss the class early is not permitted.
CORPORATE & CONTINUING EDUCATION

CCE

Contact hours may not exceed the recommended maximum hours contained in the North Carolina Community College System (NCCCS) Continuing Education Master Course List.

Beginning and ending dates may crossover the College calendar term dates.

CURRICULUM GRIDS
Grid  #1

SEMESTER SCHEDULE – CPCC

DAY

3-0-3
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Grid #2
SEMESTER SCHEDULE – CPCC

NIGHT

	
	MON
	TUES
	WED
	THUR
	FRI

	
	
	
	
	
	

	3 contact 
	class
	150 min.
	(20 min. break)
	Meets ONCE
	a week

	6:00
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	8:50
	
	
	
	
	


	4 contact 
	class
	200 min.
	(10 min. break)
	Meets TWICE
	a week

	6:00
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	7:50
	
	
	
	
	


OR

	
	
	
	
	
	

	6:30
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	8:20
	
	
	
	
	


	5 contact 
	class
	250 min.
	(10 min. break)
	Meets TWICE
	a week

	6:00
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	8:15
	
	
	
	
	


Grid #3
COMMON TIME SCHEDULE

STARTING AT 7:30 A.M.

FOR

NON  3-0-3

START TIMES

	
	MON
	TUES
	WED
	THUR
	FRI
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Grid #4

COMMON TIME SCHEDULE

STARTING AT 8:00 A.M.

FOR

NON  3-0-3

START TIMES

	
	MON
	TUES
	WED
	THUR
	FRI

	 8:00


	
	
	
	
	

	
	
	
	
	
	

	 9:30


	
	
	
	
	

	
	
	
	
	
	

	11:00


	
	
	
	
	

	
	
	
	
	
	

	12:30


	
	
	
	
	

	
	
	
	
	
	

	  2:00


	
	
	
	
	

	
	
	
	
	
	

	 3:30
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PAGE  

_1029054153.doc



