are available to assist you as needdthisschool contact lisprovides information on how to
reach them and where theofficeislocated when they are working on campu=or additional
information related to your work as a fullme faculty, be sure to visit and bookmark the Full
Time Faculty Information page

Handling Fraudulent Enroliments

Since 2021, all California Community Colleges have been impacted by a variety of threat actors
who are engaging in fraudulent enrollment activities. These “fake” students are enrolling
primarily in online asynchronous classes with the intent of engagifigancial aid fraud.
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If you have any questions or concerns about potentially fraudulent enrollments in your class,
pleasereach out to your deanfor additional support and information.

Accepting Your Term Workload (Load Cafoh) Spring 2025

Some of you may have already received an email from your dean notifying you that your Term
Workloadis ready to review and accept in SURF. If not, be on the lookout for this email. Once
you receive it, log in to SURFerify and accept your Term Workloatthin five businessdays

of receipt. If there are any discrepancies, please contact your fiwaan update to your Term
Workload, then verify and accept the revised workload within five business days. Payroll uses
the accepted Term Workload as the basis for your pay and it is kept in your personnel file. Be
sure to keep a copy for your record&te: A hard copy of your assignment letter will NOT be
sent to you.

Flex Obligation

Full-Time Faculty: Fulktime faculty confirm theiflex obligationby electronically signing their
load card in SURF by the end of the second week of cla&#idslltime faculty are required to
report all completed and projected flex hours by June 1 2@ professional development
activities required to fulfill their flex obligation must be complete by June 306.202

There is a comprehensive PDP websit€anvas. It includes “how to” videos on a range of
topics:

e Where Do | Find the PDP Canvas Site and MyFlex

e How the Flex Transcript Works

= Entering Professional Development Activities on the Transcript

There is also a dedicated page for Huthe Facultyas well as, a FAQage. You can also learn
how you can qualify foPDP _Travel Fundseel free to contact Ariel Locke Aaron Robert$or
more information about FLEX.

DistanceEducation
Allfaculty shouldreview AdministrativeProcedureon DistanceEducation AP4105.Key
requirementsfor facultyanddepartmentchairsinclude:

- Establishregularand substantiveinteractionin distanceeducationbetweeninstructor
andstudents Dependingon the CourseOutline of Record you mayalsoneedregular
and substantiveinteractionamong studentsin a distanceeducationclass- consultwith
your departmentchairif youareunsure.

- Monitor students’engagementaind successand promptly and proactivelyinitiate
substantiventeractionwith studentswhenneededon the basisof suchmonitoringand
uponrequestby a student.

» Helpstudentsin a DEcoursesectionto be awareof MiraCostaCollegesupportservices
andresourcesgspecialljthoseavailableonline.

- Communicatewith studentsin the syllabusand/or other coursedocumentsregarding
instructor contact,feedback andabsences.

- Monitor progressandtrack attendance:Studentsin distanceeducation(DE)courses
shouldnot be considered'present”throughcourseaccessealone. Rather,attendance
onlinerequires
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enrollments,whichmayattempt to avoidbeingdroppedthrough minimal,often non-
sensicabr formulaiccompletionof requiredclassactivities.

- Complywith federalauthenticationrequirements.Facultywho do not maketheir DE
coursesavailablein the Canvasystemby the first dayof the weekin whichthe class
beginsshouldbe preparedto describehow they are usingproctoredexamsor "new or
other technologiesand practicesthat are effectivein verifyingstudent
identification.” Seemore detailsaboutthis requirementand proceduresor ensuring

compliance.
- Ensurethat distanceeducationclassegully complywith state andfederalaccessibility

requirements
- TheMiraCostaOnlineClasualityGuidelinegrovidefurther helpful, faculty-friendly
principlesandideasfor goodpracticein onlineinstructionat MiraCostaCollege.

Distance Education Training Requirements
All faculty members assigned to teach distance education courses at MiraCosta College are
required to
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https://docs.google.com/document/d/1kxbRlFzI8uu9qWbt_ttMvizVbRQvjYjFmwAQV0ptrfI/preview?pli=1
https://docs.google.com/document/d/1kxbRlFzI8uu9qWbt_ttMvizVbRQvjYjFmwAQV0ptrfI/preview?pli=1
https://miracosta1.sharepoint.com/sites/Departments/Human_Resources/Labor%20Relations/Forms/AllItems.aspx?FilterField1=Employees&FilterValue1=Full%2DTime%20Faculty&FilterType1=Choice&FilterDisplay1=Full%2DTime%20Faculty&FilterField2=Categories0&FilterValue2=Employee%20Manual-sesspe/A75 63ories0&FilterValue2
mailto:alocke@miracosta.edu
https://www.miracosta.edu/faculty-staff/_docs/SyllabusChecklist.pdf
https://www.miracosta.edu/faculty-staff/full-time-faculty-information.html
https://www.miracosta.edu/faculty-staff/full-time-faculty-information.html
mailto:syllabi@miracosta.edu

Your course syllabus and related information must adhere to the official course outline that has
been approved via the curricular process for MiraCosta College. This information is stored in
our curriculum database, CurriQunet META, which you can view as a guest.

Admissions & Records ask that faculty include on their syitglmirtant add and drop dates

Request from Student Accessibility Services
Student Accessibility Services (Si8$¢questing assistance by including the following
statement on your syllabus:

Academic Accommodations:
If you have a disability or medical condition impacting learning and have notTJEMC P na OP n (n)-fhih KICID 548C
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https://www.miracosta.edu/governance/courses-and-programs-committee/curriculum-management-system.html
https://miracosta.edu/student-services/admissions/important-dates.html
https://www.miracosta.edu/student-services/sas/index.html
https://www.miracosta.edu/student-services/sas/index.html
https://www.miracosta.edu/student-services/sas/index.html
mailto:sas@miracosta.edu
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.miracosta.edu/academics/office-of-instruction/_docs/instructional-services-contact-info.pdf
https://www.miracosta.edu/academics/office-of-instruction/_docs/instructional-services-contact-info.pdf

the course needed. Scroll to the bottom of the page to find thenter friendly version” link to
obtain a PDF copy of your census ros®nce in PDF format, sign it, save it, and email the
document to Eva Viverpassistant registrar, aeviveros@miracosta.edu
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mailto:eviveros@miracosta.edu
https://www.miracosta.edu/faculty-staff/informatioa/www.miracosta.edu/faculty-staff/informatitech/faculty-staff/informatitech/faculty-staff/informatitech/facu 88y-suaffervicesormaras/www.udng(EN-US)R/Pg3k1I4EN-/K �/facu 88y-suaffeaffeaE(9ormatitech/faculE3ng(EN-US)/P 98 0 R/Pg 16 0ice�k ><</K 63/Lang(EN-US)/P 98 0 R/Pg 16 0 R/S/P>><df)tech/faculty-staf6b g/</K 60d/90 229 0 R/Type/OBd/9
mailto:vsaadat@miracosta.edu
mailto:jcrast@miracosta.edu
https://www.miracosta.edu/faculty-staff/information-technology-services/infrastructure-systems/_docs/Permission%20Numbers.pdf
https://www.miracosta.edu/faculty-staff/information-technology-services/infrastructure-systems/_docs/SURFRoster.pdf
https://www.miracosta.edu/faculty-staff/information-technology-services/infrastructure-systems/_docs/Permission%20Numbers.pdf
https://www.miracosta.edu/academics/office-of-instruction/_docs/instructional-services-contact-info.pdf
mailto:admissions@miracosta.edu?subject=Credit%20Late%20Add%20Petition
https://www.miracosta.edu/faculty-staff/information-technology-services/infrastructure-systems/_docs/SURF%20Instructor%20Drop.pdf

Wait Listing

Once a class is filled, students have the option to be placednaitdist. The wait list capacity
is the same as the class size maxima (for noncredit classes, unless otherwise noted, the wait list
size is the same as the class size maxima). Wait listed students can bénf@uigien the
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https://www.miracosta.edu/faculty-staff/information-technology-services/infrastructure-systems/_docs/SURF%20Waitlisting%20Roster.pdf
https://www.miracosta.edu/faculty-staff/information-technology-services/infrastructure-systems/_docs/SURF%20Waitlisting%20Roster.pdf
https://www.miracosta.edu/faculty-staff/information-technology-services/infrastructure-systems/_docs/SURFRoster.pdf
https://www.miracosta.edu/faculty-staff/information-technology-services/infrastructure-systems/_docs/SURFRoster.pdf
https://www.miracosta.edu/office-of-the-president/board-of-trustees/_docs/5505BP-AcademicIntegrity.pdf
https://www.miracosta.edu/office-of-the-president/board-of-trustees/_docs/5505BP-AcademicIntegrity.pdf
https://www.miracosta.edu/office-of-the-president/board-of-trustees/_docs/5505AP-AcademicDishonestyAppealProcess.pdf
https://www.miracosta.edu/office-of-the-president/board-of-trustees/_docs/5500AP-StandardsofStudentConduct.pdf
https://cm.maxient.com/reportingform.php?MiracostaCollege&layout_id=1
https://www.miracosta.edu/student-services/student-affairs/index.html
https://www.miracosta.edu/student-services/student-affairs/student-conduct.html

Breaks in Classes
For your online classes
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Emergency Response App. which requires no logive Emergency Response App. provides
short bullet point response plans for a variety of different emergency scendsioth plans can
be found on the College Police websitdick here for additional campus safety tips
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