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GREETINGS FROM THE DIRECTORS

Dear College Now Colleague:

The College Now program offers tuition-free development and college-level course work. It
offers a variety of related activities, opportunities and services to high school students before
and/or afier their regular school day, or during the summer. The program, initiated at
Kingsborough Community College in 1984, has received national recognition for its success in
helping over 125,000 students prepare for the rigors of college life. '

College Now alumni have had far greater success in college than those of non-participating
students. They have entered higher education with fewer remedial needs, have earned higher
grade point averages and have proven more likely to graduate. Due to such impressive levels of
achievements, the College Now program was recognized as a mode] of educational excellence by
the U.S Department of Education in 1999 and replicated throughout New York City Public High
Schools by the City University of New York in 1999 Today, seventeen branches of CUNY,
offer College Now programs at over 350 high schools.

As directors of the College Now program at Kingsborough community college, we know how
valuable this experience can be for students who take advantage of all it has to offer. We
welcome your participation in our program and are confident that you will help your students
reap the benefits of College Now and thereby make a smooth transition from high school to

aallaes

\-‘UllGéU.

Sincerely,

Erika Delacruz - ' Anna Betancourt
Academic Program Director Associate Director
Domenick Brucculeri | Sari Schoenfeld

Academic Program Manager ' Academic Program Coordinator



ALOOK AT COLLEGE NOW

Our College Now program is a nationally recognized school-to-college partnership between the
City University of New York and the New York City Department of Education. Kingsborough
Community College, a branch of the City University of New York (CUNY), currently has
partnerships with 37 New York City public high schools located in the boroughs of Brooklyn,
Staten Island, Queens, and Manhattan. The program offers rigorous freshman-level college credit
and developmental coursework without cost to high school juniors and seniors at their home
schools before and after their Department of Education day, on Saturdays and summers at
Kingsborough Community College to: :

1) Increase their awareness of the demands of higher education,

2) Prepare them for a post-secondary education without remediation,

3) Facilitate a smooth transition between secondary school and higher education,
4} Accumulate college credits. :

At the time the program was conceived in the fall of 1983, high schools and colleges rarely
collaborated. When College Now became operational in the fall of 1984, its first class consisted
~ 0f 449 students at four local high schools. Due to the excellence of its courses and its policy of
offering courses at the high school site before and after the school day to all interested and

qualifed students, the program was immediately successtul and expanded over the next five
years to 17 high schools. Today the Kingsborough College Now program serves over 9,000
students each year.

In 1992, the United States Department of Education recognized the Kingsborough College Now
program as a high school-to-coliege transition program model worthy of replication. In 1998, in
response to the issues of declining high school academic performance and intensive demands on
remediation at CUNY, the university replicated the College Now program at its five other
community colleges. In February of 2000, the chancellors of CUNY and the New York City
Department of Education announced the creation of the citywide educational collaborative called
the College Now Initiative, the purpose of which was to increase student access to the College
Now program and expand its mission to include higher standards of academic achievement for
all public high school students. The historic high school-college partnership dramatically
expanded the operations of the College Now program and now includes all 17 CUNY _
undergraduate colleges, both 4-year and 2-year. Today, over 22,000 students from over 470
NYC DOE high schools participate in College Now.



THE MISSION OF COLLEGE NOW

College Now is a high school-to-college transition program for high school students. Its primary
purpose is to prepare all students, especially middle-range or moderate achievers, to successfully
negotiate the educational and emotional changes that occur during their transformation from high
school students to college freshman. The program employs a multifaceted approach to the
transition process by offering credit coursework and a counseling component aimed at the reality
of the transition experience. '

Elements essential to the success of this mission include:

* A rigorous core curriculum that is firmly grounded in the liberal arts, sciences and business that
will actively engage high school students in intellectual inquiry that is typical of freshman year
coursework.

* An academically credentialed, strongly motivated faculty whose members excel in their dual
vocation as high school and college teachers, who are able to engage students in their subject,
and who continually strive to enhance their pedagogy through professional development
opportunities.

* A student body who expects to be academically challenged by College Now coursework, and
who are willing to take increasing responsibility for shaping their college experience. '

* A committed group of parents, administrators and counselors who are personally available to
students to advise and guide them in school-to-college transition issues.

* A condensed collegiate experience that acquaints high school students with the reality of higher
education's academic requirements and procedures.

* A strong collaborative effort between high school and college administrators and faculty that is
based on trust, mutual respect and the shared goal of improving students’ chances fora
successtul transition from a high school to a college environment.



THE GOALS OF THE KINGSBOROUGH COLLEGE NOW PROGRAM

* The College Now program has a set of number of goals for students. It secks to:

» Connect 11th and 12th grade students to the college experience by exposing them to
college-level or preparatory coursework at their high school before or after their regular
school day. ‘

*  Offer students the opportunity to participate in College Planning and Career Division-
Making courses at their high school.

¢ Let students earn college credits that are transferable to colleges and universities.

* Educate students about the importance of understanding what is expected in college so
they can plan accordingly to make a smooth transition from high school.

¢  Give students a chance to try college without régistration, tuition, and book fee costs.
* Encourage students to set higher levels of academic expectations for themselves.

* Nurture student self-confidence by providing a support group of concerned faculty and
staff dedicated to helping College Now students succeed.

* Orient students to the differences between high school and coliege.

*  Widen students” perspectives about college life and procedures and their ability ta
survive and thrive in college.



What researchers say about college now

The City University of New York (CUNY) Office of Tnstitutional Research and Analysis (OIRA)
has conducted several studies tracking College Now students into the University. The data points
have pointed to significantly higher student performance on a number of important indices. -

The College Now Program is associated with superior persistence and academic performance
and CUNY. Program alumni are retained at higher rates than other students are and require less
remediation and earn more degree credits compared to non-College Now students, even those
with similar high school academic backgrounds. -

On average, College Now alumni transfer ﬁmre credits to CUNY (4.72 vs 0.70) when compared
to students who did not participate in the program. ‘

College Now alumni who attend CUNY senior colleges significantly outperform other
baccalaureate students in both retention and graduation, In one study, the 6-year education rates
were 44.6% of College Now participants as compared to 33.5% for non-College Now students.
At the associate degree level, the 3-year graduation rate is 41.7% and 29.2% respectively.

College Now alumni were more likely to enter baccalaureate programs than non-College Now
students. They took substantially less remedial coursework than other students take and entered
both baccalaureate and associate degree programs with considerably higher scores in reading,
writing and mathematics than non-college now students.

College Now participants at CUNY progress toward a degree more rapidly in part because they
attend full-time and because they require less remedial work. They earn more credits in their first
semester (11.51 to 8.73) and have a higher GPA after their first semester when compared to non-
College Now students. '

College Now students’ retention advantages increase with time. College Now alumni are more
likely than other freshman to return after their first semester. The difference continues beyond
the freshman year.

Research has also been conducted at Kingsborough Community College (OIRA, 1998)
comparing college now students to non-college now students, Tt was found that:

College Now participants earn over 40% more credits in their first year then ﬁon-College Now
students, have an on time graduation rate that is more than double that of non-College Now
students, and have a three year graduation rate that is 88% higher than that of non-College Now
students. ‘



What College Now Students Say About the Program

- My only regret is that I did not join the program earlier. It is through college now that I realized
college is not anything I cannot handle. MR, Fort Hamilton, :

College now has made me grow as a person and has given me the opportunity to gain new
experiences and become an independent young woman. MK, Port Richmond.

Having an IEP, I did not know if I could pursue a college education, but now I feel that I can.
College now has made me feel that I have the Dpotential to obtain undergraduate success. AD,
Townsville.

College now has helped me grow academically and has been individual, Yes, the courses I loved
made me more knowledgeable in various areas. (SD 10-11) guided me in choosing an
appropriate College BA 60 made me familiar with Microsoft Word, excel and power point; 10

introduced me to several successful entrepreneurs, and BSS I helped me to understand human
behavior better. It has been an amazing journey.  MA, New Utrecht.

When I think about the most memorable and self-defining moments of high school, I come back
to my college now experience. The program has put me into an educational environment that
allows me to experiment and discover the studying and learning styles that work best Jor me. It
has given me a sense of academic maturity, and Jor that, I am very grateful. MS, Rachel
Carson. : '

Asa first-generarion Americar, 1 will have the opporfunities that my parents did not. The
College Now program is one of them, and I am grateful Jor it. AR, Susan Wagner.

The Columbia University interviewer was particularly impressed with my College Now track
record. AM, Brooklyn Studio. '

How would you feel if you emigrated from another country? And how would you feel about
taking a test in a foreign language? You are a stranger in a strange land. College now changed
all that for me. It is not only about learning but about socializing as well. I learned the
importance of community with people of diverse backgrounds. MT, James Madison.

When I saw MATO1 on my program for zero period, I was not happy, but that class helped me to
get 85+ on my algebra regents. That is when I decided to take another college now course the
next semester, AQ, Port Richmond.

The three courses I took, SD 10/11, BA 10 and POL 63, allowed me o explore my interest and
construct an idea of profession I want to pursue Thank You College now for making me look
Jorward to a future I was once clueless about. MM, Sheepshead Bay Complex.

I have developed a greater interest in my education and now understand the value of a good
work ethic. In my efforts to rise to my potential, I gave risen out of my comfort zone. GN,
Brooklyn Studio.



Iwas ﬁery excited and pleased to learn that my eight credits were transferable to the four
schools that I was accepted by. FT, International @ Lafayette.

The FLA was the only'Regeﬁts”exdm I had eveffaifed, bu.t.aﬁer. I t”or.;;k. ENG BW, I passed it with
a 77. I have earned nine college credits and I have already begun 1o use the skills I have
developed in my daily life. ~ XBC, Sheepshead Bay Complex.

College Now affected my entire attitude toward school. It showed me where my head had to be;
it opened up my eyes. GB, Tottenville.

Thanks to college now, I am going to be the first girl in my family to continue to a higher level of
education. MW, Curtis. _

- Because of this program, I was able to become a more serious student and become more diligent

in my work. The biggest transition I faced was in note taking. Going from copying everything on

the board to figuring out what was really important was a very good preparation for college.
AN, Edward R. Murrow. :

Being in the program made me prioritize my work. It made me want to reevaluate my actions and
set goals I intended to accomplish. It taught me to be more independent and self-reliant and to be
ready for the toughest critics I might encounter. CL, Leon M. Goldstein.

Lremember hearing that the wound is the place where the light enters you. My Jirst two years in
high school were extremely challenging and I keep failing academically. It was not until I let the
“light” of the four college now courses I took influence me that I finally improved as a whole
and felt I was prepared to succeed in college. AD, Susan Wagner.

College now exposed me to various disciplines that I can carry over to my college career. I have
learned the value of time management and prioritizing. It was a wonderful way for me to get
accustomed to the rigor that I will be dealing with in a few months. AD, Michael
J. Petrides. ‘

T he program has help me io grow mentally and academically and to make me realize what I
really wanted out of life. AC, Kurt Hahn Expeditionary Learning School.

As soon as I'was in my first college now class, my school mindset started to change, I was
Jocusing more. Doing well in my college now motivated me to do belter in my high school
subjects. JB, HSTAT

The college now program has made me more independent and stronger both mentally and
academically. It has also given me a better understanding of how o transition info a new setting
and so be more comfortable in new surroundings. CD, UFT Charter School.
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I have demonstrated significant academic growth and development as a result of my three
college now classes. MC, Cultural Academy for the Arts and Sciences.

My three college now classes taught me about subjects as varied as how people communicated in
the past and how they do today (COM 11) the workings of a police department and the structures
of the eye, heart and brain (SCI 1). DM, Franklin D. Roosevelt.

By taking college now classes, I have proven that I am motivated enough to wake up at 5.00
three days a week, not an easy task. LC, Abraham Lincoln.

Going into my freshman year of high school, I was adamant about not going to college. When1 .
was introduced to college now in my junior year, my attitude about college and learning
changed, IM, Fort Hamilton.




COLLEGE NOW
FACULTY JOB RESPONSIBILITIES

College Now (CN) faculty are members of various departments at Kingshorough Community
College (KCC) who are hired to work for the CN program at a specific high school site before or
after their regular school day. They teach CUNY accredited courses to high school students,
working under the direction of the KCC Course Coordinator (CC) and under the bylaws of the
Professional Staff Congress (PSC) contract. The Program Coordinator (PC) serves as their on-
site supervisor. Each faculty member has a number of responsibilities in the program: '

A. Teaching and Professional Development

1. Holds classes as listed on the semester calendar, with classes starting and ending as scheduled,
Matters of room assignments and conditions in the classrooms are resolved between faculty and
PC.

2. Stays current in matters of course content and teaching methodology.

3. Conducts a two-hour final exam.

4. Is observed once a semester, for ten semesters, by the CC or his/her designee and thereafter

upon request by the CC. Responds immediately to CC request to schedule an observation
appointment, :

5. Participates in professional development meetings scheduled by the CC; volunteers for special
projects sub-committee work within his/her academic discipline and presents to colleagues after
deemed appropriate by the CC.

6. Prepares a final exam that meets with the CC’s épproval and complies with the format
required by the CN office, as indicated on the End-of-Term Receipt.

B. Attendance

1. Attends all professional development meetings at KCC conducted by the CC to remain up to
date on matters of course content and teaching methodology in the specific discipline. If a
meeting is missed, contacts the CC before and/or after to discuss the information covered.

2. Attends any CN staff meetings called by the PC at the high school.

3. Holds all scheduled class meetings. When anticipating an absence, notifies the high school CN
office and cancels classes in advance when possible; when that is not possible, follows the
notification procedures developed by the PC concerning absences; reports any absences to the
KCC CN office as soon as possible. '
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4. Adheres to a CN time schedule that is in addition to his/her regular Department of Education
hours and does not break the school day. When any change from the regular calendar occurs,
completes a Faculty Report of Absence (available from the high school CN office), immediately
upon return to work; when intending to make up missed classes, indicates arrangements for
make-up, i.e., extra time on several dates or make-up date; secures the PC’s signature on the
absence form before it is returned to the college. '

5. Notifies the PC if a sabbatical leave or retirement is being contemplated for the following
‘semester or year and secures appropriate approvals from the CN Director, high school principal
and/or DOE Office of Conflict Resolution if planning to work for CN while on sabbatical or in

retirement.

6. Instructors who teach three or more classroom contact hours at a single college are responsible.
for 15 additional office hour per semester. Instructor arranges fifteen

office hours outside of class hours to meet with students one-on-one, shouid the need arise.
C. Student Records

1. Maintains an official college roll book, accurately indicating attendance, dates of class
- meetings, test and other grades and the final grade for each student on the roster.

2. Where feasible, devises a procedure for “make-up” with any CN student who has amassed
excessive absences or latenesses, but intends to return to class on a regular basis: if the situation

cannot be rectified, notifies the CN Counselor or Representative (Rep) to complete an official
Course Withdrawal Form if the event occurs within the appropriate time frame; otherwise,
grades the student accordingly or contacts the college to consider withdrawal options.

3. Responds to requests for class roster updates in a timely and accurate manner at any time
during the semester, whether requested by the CN office at KCC or by the PC, Counselor or Rep
at the high school.

5. Understands the grading policy and assigns appropriate grades to students.
6. Submits end-term materials:

e Providesa chart, (any format), which reflects grades for all quizzes, tests, reports,
assessments, etc. for each student enrolled. Attendance records are not required, and
submission is optional.

* Submits one copy of the final exam or assignment administered to students. The copy‘f
must include the following information on the front page: Your name, course, school,
and semester. Note: the final exam will be forwarded to the respective Department
Course Coordinator for review. '

¢ Emails charts and final exam to collegenow@kbee.cuny.edu by the required deadline.
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7. Submits a Grade Change Form for any student who follows up an “Incomplete” or who was
misgraded.

D. Students Recruitment and Retention

1. Helps the CN Directors recruit students for upcoming semesters by encouraging appropriate
students to apply; with PC approval, assists the CN staff at the high school by speaking to
potential students (Teachers of ESL, BW, ENG BW/W and SD 10/11 should be especially
involved in recruitment efforts).

2. Knows the stu_deﬁt withdrawal policy at the high school and the college withdrawal dates for
the semester; advises students of the attendance policy at the first class meeting and the
proeedures to follow if a student wishes to withdraw (at schools where withdrawal is permitted).

2. Notifies the high school CN office in a timely manner via the Student Progress Report about
students who are absent or consistently late so that the CN Rep or Counselor-can follow-up, with
such notification taking place anytime during the term for students who have two or more
absences/latenesses; calls such students at home whenever possible.

E. 'Per_son'nel, Payroll and Calendar Information
1. If a new staff member, schedules an appointment with the Director in charge of hiring in the

KCC CN office, prior to the first day of work, to complete all documentation required for initial
employment at KCC; cannot begin working until all forms are on file.

2. At the start of each semester, submits official paperwork required by the college, i.e.,
Workload Reporting Form (Multiple), Schedule of Teaching and Office Hours (Horizontal), a
210 Form, Change of Personal Information Form (if needed) and 10 stamped/self-addressed
envelopes (Social Security # on the inner flap) for receipt of checks or pay stubs.

3. Prepares a Faculty Academic Calendar Form for the upcoming semester in a timely and
accurate manner if requested by the PC; signs a calendar form each semester that is approved by
the PC and filed at the KCC CN office and with the school principal, revising the form during
the semester if necessary, : :

F. Textbooks, Equipment, Supplies

1. If a new staff member, visits the CN office at KCC to receive a set of course materials prior to
the first day of class. )

2. If a new or returning staff member, checks with the high school CN office for roll book,
textbooks, materials and equipment a few days before classes are scheduled to begin; instructs -
the Rep to notify the CN office of needed items. -

3. Distributes books, maintains a system of book receipts and notifies the high school CN office
“of any outstanding books at the end of each semester.

TT



4. Notifies the CN office immediately when a student stops attending class and has failed to
return any CN books; notifies the PC, Counselor and Rep to immediately follow up.

5. Returns unused textbooks to the high school CN office, if requested, at any time during the
semester.

6. Follows procedures established by the high school CN PC for storing books and equipment
between semesters; notifies the high school CN office of the location, number and condition of
books and equipment if materials do not get returned to a central location., 6. Knows the
procedures for requesting the use of a CN VCR/TV or videotape if several individuals share the -
same materials. ' '

7. Notifies the high school CN office immediately of theft or loss of equipment (i.e., VCR, TV,
slide projector, CD players, CDs, art slides, etc.) and completes the appropriate paperwork,
Faculty who have received a set of instructor resource materials for personal use in their course
are required to return the material when they stop teaching in the program or leave their high
school. -

8. Directs questions about changing textbooks or updating equipment and supplies to the CC at
KCC. '

9. When retiring or transferring to another school, returns all CN books and materials in his/her
possession to the CN Rep for return to the college.

G.Special Activities

1. If selected to do so by the CC, forwards 2 samples of best student work for posting on the
CollegeNowLive (CNL) Web site in accordance with CN publication guidelines.

2. Announces CUNY contests, scholarships, and activities to stﬁdents (ie, Student Activity
Board, NYC Model Council, CUNY Myself Third Scholarship, etc. and encourages appropriate
students to apply, recommending students in writing when necessary.

SUMMARY
FACULTY PAPERWORK RESPONSIBILITIES
Must submit the following payroll and personnel papers cach term:
a. Part Time Workload form

b. Collection of Public Funds Form

c. Fall 2021 Calendar

[4?
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d. Visit the link attached and scroll down to the PAYROLL PACKET- to complete the three
required forms:

http://www kingsborough.edwcollegenow/humanresourcesform.html

The above items must be submitted within the first two weeks of the semester.

3. Must submit a signed and completed Report of Absence for any absence or make-up
immediately upon return from an absence due to illness, jury duty or school or personal business.

4. Must satisfy the following professional development requirements each term:

a. Attend all meetings called by the PC at the high school and the CC at the college, signing an
attendance sheet at each, '

b. If requested, e-mail or call the CC about course progress.

¢. If required, make an appointment to be observed by the CC.

d. Prepare a final exam that meets with the CC’s approval and complies with the format required
by the CN office (instructor’s name, course and section, school and semester on the front page of

final exams, answer keys and portfolio assignments — all on 8 Y by 11 paper).

5. Must submit the following student-relaied paperwork to the CN office in a timely and accurate

manner each term:

a. Two samples of “best” student work in a format appropriate for posting on the CN Live Web
site if assigned by the CC.

b, Initial class rosters if requested.
¢. One completed CUNY Cdllege Now Application for each student in the class if requested.
d. Completed and signed X-Roster.

e. Completed and signed Course Withdrawal Form for each student who should receive an
official withdrawal grade of “W.”

f. One completed and signed Grade Change Form for each student who requires a change of
grade. '

g- Completed and signed final grade sheet. (Keep a copy for your files; submit a copy to the CN
office at your high school). :

h. Completed and signed official roll-book. (Keep a copy for your files, as above).

€1



‘1.4 E
i. Copy of the final exam or portfolio assignment and copy of the anS\-Jver.key along with all
students’ final exams or portfolio samples. Return items g-1 electronically to the designated
programming secretary.
Please review this list each term to ensure that yoﬁ satisfy the responsibilities.
REQUIRED ATTACHMENTS |
FACULTY
* Workload Reporting Form (Multiple)
* Schedule of Teaching and Office Hours (Horizontal)
* Payroll Information Sample
* Personal Information Form
» Change of Pe;sonal Information Form (if needed)
«210 Form

. Faculty Academic Calendar

* Uoservation Report

* End-of-Term College Now Receipt

* Report of Absence

* KCC Absence Policy for College Now Faculty and Staff

* College Now Grading Pblicy

* KCC Grade Change Form

* Individual High_Schéol College Now Teaching Schedule Samﬁle
+ Course Withdrawal Information and Dates

-- Course Withdrawal Forms (Early and Official)

* Guidelines For Submission of Student Material for Posting on

* Incident Report

vT
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COLLEGE NOW

PROGRAM COORDINATOR JOB RESPONSIBILITIES

The Program Coordinator (PC) is the College Now (CN) program’s on-site administrator at the
high school and serves as the CN liaison to the school principal and Kingsborough CN directors
and staff. The PC is responsible for all aspects of student management including recruitment,
registration, orientation, programming, attendance, and persistence, and supervises all staff who
work in the CN program at the high school including the CN Counselor, On-Site Representative,
Visiting Representative and Faculty. The PC works 3-4 hours per week, usually during CN class
time and oversees all aspects of the program as defined below. The PC should be a full-time
member of the school’s staff who works for the CN program in addition to his/her regular school
'day. The PC is designated by the high school Principal, interviewed, and approved by the CN
directors, and hired by Kingsborough Community College (KCC). Due to the unique nature of
the program at each school, the following duties will be adjusted as necessary.

A, Liaison to the High School Principal and Kingsborough College Now Directors

1. Establishes program parameters with the Principal and CN Directors, such as
course offerings, student withdrawal policy, high school grading policy.

2. Serves as the primary source of information about the program’s operations for -
the Principal and CN Directors.

3. Prior to each semester, works with the Principal and CN Directors to determine
the courses to be offered, faculty needs, and when and where CN classes will
meet; approves and files a copy of the official teaching schedule for each term
with the Principal and CN Directors.

4. Posts CN Faculty and Counselor vacancies when deemed appropriate by the CN
- Directors; informs the Principal of the search and obtains approval to initiate it;
forwards applications to the college following the deadline date set for each
position.

5. Provides information to the Principal and CN Directors concerning class
registers on an on-going basis and completes the “CN Class Register Sheet” in a
timely manner, ‘

6. Informs the Principal and CN Directors immediately of any incident or policy
infringement that occurs in connection to the program involving CN faculty,
students and/or staff; prepares the necessary documentation required by the high
school and college; sees that the situation in question is dealt with immediately.,

T
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11.

12.
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Attends annual fall and/or spring PC planning meetings held at the coliege by the
CN Directors and keeps the Principal informed about program activities,

Conducts a CN staff meeting at the high school at the beginning of each semester
and as appropriate during the year.

Reviews teaching schedules and provides Instructional calendar dates.

Regularly visits CN classes to be sure room conditions are appropriate; ensures
that students are able to get to CN classrooms in a timely manner; certifies that

teachers are present at the start of class and that they conduct their class for the

scheduled amount of time, Notifies the CN Directors when problems arise, and
the steps taken to resolve issues and/or the removal of instructors.

Monitors student persistence and coordinates activities of the Counselor, Faculty,
as they relate to persistence; notifies the CN Directors when unusual persistence
problems arise; works with the CN Directors and CN staff at the high school to
develop, implement and evaluate intervention strategies.

Ensures that there is a work site for the CN Counselor, i.e.,' desk, file
cabinet/drawer, phone); supervises the activities and collaboration of these staff -
members and conducts an end-of-year evaluation for each person.

o1

I3,

14

15.

16.

Uversees the preparation and timely submission of paperwork required by the
college to verify student enrollment and course completion (i.c., class rosters, X-
rosters, final grade sheets, roll book sheets, etc.); reviews and certifies all official
documents submitted by faculty and staff for accuracy and completeness (i.c.,
roll books, final grade sheets, absence forms, efc.); obtains missing information
and/or corrects inaccuracies before the documents are forwarded to the college.

. Ensures that college attendance/absence policies and reporting procedures are

adhered to by CN faculty and staff; promptly notifies CN Directors of anticipated
and unanticipated faculty and staff absences that may be of long duration and
works with the CN Directors and Principal to locate a qualified substitute; posts
notices of faculty absence on classrooms doors, distributes absence forms to
faculty and staff and forwards the completed form to the college in a timely
manner after signing the form. -

Notifies the CN Directors about faculty who are taking sabbatical leave or
retiring from the Department of Education; informs such faculty to complete
paperwork required by the college and DOE.

Requests books, materials and equipment from the college needed to run the
program; accepts delivery of such materials from the college and ensures the
proper distribution, storage and security of the items; establishes faculty access
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to all CN items; maintains inventory, reports missing items to the college and
oversees the return of student textbooks and/or payment for lost books.

17. Meets with CN Directors at the high school to prepare for recruitment, _
registration and orientation activities for new and currently enrolled students who
wish to continue in the program:

a.

Schedules dates for recruitment, registration and orientation for new
students and re-registration for currently enrolled students interested in
continuing in the program and notifies appropriate school personnel of
the schedule. :

Works with the CN Directors to develop the recruitment, registration,
and orientation procedures to be implemented at his/her school,
Provides materials needed to conduct recruitment, registration, and
orientation such as parent mailing labels, biographical student labels,
high school transeripts, student programs, etc.; confirms with CN
Directors the tentative teaching schedule that will be used during
recruitment, , ' '
Prepares and distributes notices to students and parents about
recruitment, registration, attendance policies, etc. as deemed appropriate
for his/her school.

Coordinates the time, location, room set-up, student access, security
arrangements and refreshments for visiting CN staff for recruitment,
registration and orientation activities; provides a list of periods, teachers,

and rooms for recruitment visits

TP S er e G Lyt

Involves CN faculty in recruitment and on-site orientation actjvities.
Confirms arrangements for new students to make an on-campus visit to
Kingsborough in May; accompanies students with additional CN
personnel from the high school if bus transportation is used.

Notifies the high school programming office and guidance counselors of
students registered for CN each semester and arranges for CN classes to
appear on program cards; requests high school error lists to identify and -
resolve programming conflicts before the semester begins.

18. Provides the CN Directors with materials needed to conduct an annual analysis
‘of the program such as rank order lists of senior students used to determine the
grade point average of CN students, results from math and English Regents used
to determine the effect of CN developmental coursework on student achievement

levels,

B. Coordinator of Special CN Activities
1. Coordinates an annual search for the Kingsborough CN Certificate of
Achievement Award winner in accord with guidelines specified by the college
and presents the award at the high school’s Senior Awards Assembly.
2. Identifies students to serve on the CN Student Advisory Board by following
guidelines distributed each year by the college.

LT
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3. Conducts a search for students eligible to apply for the CUNY New York City
Model Council Project and CUNY Myself Third Scholarships and attends award
ceremonies - when possible.

4. Supports and publicizes special activities sponsored by the Kingsborough and
CUNY CN programs such as Summer-Student Development Institute, CN
Summer Programs, stipend-supported facuity literacy and journalism programs
and “Looking Both Ways” workshops, etc.

5. Provides background information about his/her school to be posted on the CN
Website, www.collegenowlive.com, and periodically reviews the information to
be sure it is accurate. '

81
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COLLEGE NOW
COUNSELOR JOB RESPONSIBILITIES

i

The College Now (CN) Counselor is hired as an adjunct by the Kingsborough Community
College (KCC) Department of Student Development after a competitive search is conducted.
The Counselor works at the high school site approximately two hours per week in addition to
his/her regular school day, preferably during College Now class time. The Counselor serves as
the students’ advocate and works under the direction of the CN Program Coordinator and in
close collaboration with the CN Faculty, particularly on matters related to enrollment
management and academic performance. The Counselor also assists with the recruitment,
registration and orientation of new students and re-registration of enrolled students interested in
continuing for another semester of CN coursework. The Counselor is encouraged to become an
approved instructor of Student Development 10 and 11 so that he/she may teach such courses to
CN students at the high school and/or college, Due to the unique nature of the program, these
duties will be adjusted as necessary. '

A. Oversees Student Persistence and Academic Performance
1. During the first week of the semester, visits all CN classes to introduce
himselfherself, explains the school’s attendance and withdrawal policy,
and reminds students of any CN information pertinent to their school.

2. Working with the PC and faculty, implements a procedure for CN
teachers to regularly notify the Counselor or CN office at the high
school about student absence, lateness and/or academic problems;
speaks to referred students and notifies faculty of action taken; fills out a
Counselor Contact Form for each conference.

3. Reviews records for all incoming CN students.

4. Speaks to any student registered for a CN course who seeks to withdraw
to determine if the withdrawal is warranted; makes every effort to keep
all students in the program.

5. Visits all senior CN classes to remind students how to apply for transfer
of credits.

B. Assists'with Student Recruitment, Registration and Orientation
- 1. Assists the PC with recruitment of students for sections of courses that
begin after the regular semester begins, i.e., SD 10, SD 11, MAT 01, etc.
2. Assists the PC with recruitment of new students and the réwregistration
of those currently participating in CN courses; revisits all CN classes to
advise and assist absentees during CN Recruitment with registration and
program information, '

- 3. Assists the PC whenever such activities are conducted—May-be-required
to help students complete paperwork.

6T
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4. Resolves programming conflicts that occur between CN and high school
courses and ensures that every registered student has been programmed
appropriately at the high school for the next semester.

C. Optional: Teaches SD 10 and/or SD11 if Approved by KCC Department of Student
Development (Receives additional compensation for this work)

1. Working with the PC, formulates a tentative schedule of SD classes for
the semester; conducts recruitment and begins the class if enrollment is
deemed sufficient by the PC and CN Directors.

2. Attends all professional development meetings at KCC conducted by the
SD Course Coordinator (CC) to remain up to date on matters of course
content and teaching methodology. When requested by the CC,
participates on sub-committees related to student development (i.e.,
curriculum development, the evaluation of course materials, the creahon
of new materials, etc.)

D. Fulfills Professional Responsibilities as a Member of the CN Pro gram
1. Attends all CN staff meetings called by the PC at the high school and
-Counselor meetings scheduled by the CN Directors at KCC. _
2. Atthe start of each semester, submits Payroll Packet (i.e., Payroll Forms
Letter, Part Time Faculty Workload form, Collection of Public Pension
Funds, CN Calendar). All forms must be approved by the PC and filed at

the KCC CN office.
3. Assists th 1

ARy

and/or competitions, i.e., the CN Student Adv1sory Board, the CN
Certificate of Achlevement Award, etc.
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COLLEGE NOW
COURSE COORDINATOR JOB RESPONSIBILITIES

The College Now (CN) program offers a number of college-level and college preparatory
courses. Each course is assigned to an appropriate department at Kingsborough Community
College (KCC). The chairperson of each department designates a Course Coordinator (CO) to
serve as the department’s liaison to the directors of the CN program, ovetsee the development of
new and existing curricula and course materials, hire and observe faculty, and conduct faculty
development workshops each semester. The CC works on an annual basis for the CN program,
fulfilling the time obligation in addition to his/her regular schedule or release time.

The Course Coordinators responsibilities include:

A.

Faculty Selection

1.

When the Directors of the CN program identify a need for faculty in a particular
subject, the CC will be notified. The Directors will arrange for the vacancy to be
‘posted at the high school(s) and turn all applications over to the CC for review.
The CC will arrange the interview for the applicants according to the

- department’s usual hiring procedures and notify the program’s Directors of the

department’s choice via letter or e-mail.

Ihe Directors will help the new employee complete the appropriate personnel and
payroll forms required to finalize the hiring process.

Faculty Development

1.

el

Faculty development is critical to the success of the program and 1is an on-going
responsibility of the CC. The program’s Directors will provide whatever
assistance is needed to help the CC carry out this responsibility.

The CC will meet with new faculty to provide for initial training prior to the first
class meeting. Items to review include the course syllabus, materials, '
teaching methodologies and faculty responsibilities with respect to the
maintenance of college records. '

The CC will call all faculty together at least once a semester to discuss course
materials, teaching strategies and course content. When deemed appropriate,
additional meetings may be called with select faculty to discuss issues pertinent to
them (e.g., use of materials by new faculty) or to develop new materials.

- Arrangements for meetings will be made through the CN office.

The CC is responsible for recording faculty attendance at meetings and
forwarding this information to the CN office.

The CC fosters discussions with teachers about the curriculum, teaching
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methodologies and administrative matters through the use of e-mail,
cotrespondence, etc.

Faculty Observations

- The CC will be notified by the program’s Directors of faculty who tequire
observation during the coming year. The CC will set up observation appointments and
notify the CN office of the dates. CN faculty must be observed at least once a semester
for a total of ten semesters and then anytime thereafter at the request of the CC.
. The CC will visit the faculty in their CN classtrooms and complete the appropriate
observation forms. Once completed, the CC will submit forms to the College Now
Director, whereupon they will be filed in the CN office and with the department (if that is
the chair’s policy) after they are completed. As with any observation conducted in
compliance with the Professional Staff Congress contract and CUNY by-laws, the
observation form must be as complete as possible.
. All post-ebservation conferences involving lessons that are evaluated as poor or lower
must be conducted at the college with at least one or more members of the department
in attendance. _ :
. Course Coordinators seeking reimbursement for mileage tolls and/or parking must submit
a Personal Expense Form and original receipts to the CN Directors in a timely manner.

. Course Syllabus and Materials

. The CC is responsible for maintaining the standards of the course for the college. In
particular, the CC is charged with periodically updating the course syllabus. The CC also
works with faculty to develop faculty and student resource materials. All revision is done
in a collaborative manner with faculty and in accordance with college curriculum
guidelines. '

. The CC must periodically update course descriptions in KCC’s catalog and CN
brochures. Every year, the CC must renew and update the curriculum for his/her course.

. The CC is responsible for identifying books, electronic resources and materials that
faculty need to teach the course. The title of the items and all pertinent purchasing
information must be sent in a timely manner to the program’s Directors. The ordering of
materials is the sole responsibility of the program’s Directors.

. The CC, in conjunction with CN faculty, will develop Web-based materials to expand the
program’s instructional resources. .

. The CC will review all final exams to insure they meet the course standards and work
with faculty who require guidance on test preparation.

. Assessment and Outcomes Reports

1. Provide asseésment tools/forms to College Now faculty and staff.
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Conduct statistical analysis of assessment outcomes.

Submit assessment outcomes to College Now Director prior to the end of the
term.

F. Support of College Now Activities

1.

If the Directors plan to conduct a Staff Development Day with the Department of
Education in the CC’s academic discipline, the CC will assist by working
collaboratively on the scheduling and implementation of the day’s events with the
Directors, the department chair and Department of Education stafT.

The CC will attend special and/or annual CN activities, such as the Student
Advisory Board End-of-Year Dinner, CN Faculty/Staff Convocations, New Faculty
Orientations, Department of Education Staff Development Days, etc.

I an effort to support the program’s public relations needs, the CC will meet with
representatives from other colleges or the media to discuss CN. '

The CC will assign faculty members each term to serve as Kingsborough College
Now Web contributors for their course, reviewing their submissions of articles and
forwarding them to the CN Web master for posting. '
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Kingsborough College Now Course Offerings

Credit Courses BA 11 Business Administration: Introduction to

Business

BA 60 Introduction to Computer Concepts

BIO 70 The Science of Nutrition |

BSS 1 Behavioral & Social Science: The Individual &

| His/Her World

COM 11 Mass Communication

HIS 68 " Women in American History

HUM | Modern Humanities: Arts & Ideas
Humanities Co'urse Blurb

MAT 20 Elements of Statistics

MCF 40 Film: The Creative Medium

MCM 30 Mass Media

POL 63 Introducti(;n to Criminal Justice

POL 66 Constitutional Laﬁr (Sample 1, Sample 2)

SCI'1 Issues and Adventures in Science

SD 10 Introduction to College Planning
Career and Life Planning
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SP 11 ~Basic Communication Skills and Practice
THA 50 Introduction to Theatre Arts
THA S0 THA 50 Curriculum guide

The courses listed below are not available to all College Now students.
They are specialized classes offered at the college or at particular high schools.

Special Site Courses

BIO 39 The Biology of Aging
CA1l Culinary Arts I: Skills
CA 99 ‘ Culinary Concepts

MAT 1400 Analytic Geometry and Pre-Calculus

Mathematics
MT 30 Introduction to Maritime Technology
PSY 11 | General Psychology
SD 12 Strategies for Colle,é,e Success
TAH 19 The Business of Tourism and Hospitality
M Event Catering Management

TAH 71 Introduction to Professional Food Setvice
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College Now 8D 10 Course Coordinator

College Now SD 11 Course Coordinator
Email:  shamika.weekes@kbce.cuny.edu
Phone Number, 718-368-5115
RodmNUmbér G § Wik 8

lopent &
Experiential Learning at KCC and is an instructor for SD 11, She has also wotked as
an Adjunct Service Leaming Advisor for the department's Service {eaming Program.
Shamika has worked with Coney Island Alliance through KCC Warkforce Davelopment
& Continuing Education, facilitafing career readiness workshops for Coney Istand
residents. Prior to coming to KCC, Shamika worked for 12 years in social services, -
merdal health & counseling, with several of thase years working directly with youth and
families at risk.

https:l)'www.kbcc.cuny.edulco!legenow.’bios.html 2017
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JOHN ACOSTA

Place Photo Her

College Now COM 14 Couirse Coordiantor
Asssta@idicos '
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Course Coordinator
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BORAN BERIC'

https /fwww.kbee.cuny.edulcollegenow/bios.html oMy
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For Women's History Month, we highlight Mary Ortiz. See her video HER
_t_ps //beta. mailbutler.io/tracking/hit/2e666c91-dble-4861-b0a6-63330¢ | b668f/badae97f 81de-4de6- b3c6-
a502b4363957)

THEODORE TIMMINS COUEGNOW

College Now SD 10/11
-~ ,G: lfq‘inatm'i,

TEE &

gmaIE-cnn'If
o

: %593 27519

BA History St. Francis College

M3 Guidance & Counseling Long Island University

BIO

Thecdore Timmins has been a guidance counselor in the Deparment of
Education for over forly years, specializing in coflege and career counseling, He
is & state licensed rrental health counselor and Nationally Board Certified. He
has weorked as an on-sile coordinator for College Now and has been an instructor
for tha SO 1011 course for over twenty years. He is now working as an
assistant course coordinator.

https:/Awww.kbce.cuhny.edu/collegenow/bios. htmil 12M7
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Ronald Forman

i gabomugh sifice 1969 At
the PSC chapterfor-the past siv yaars. In tha
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38

Un]nmted the ﬂ'urd 1argast-d.mtmbntor uf conuc booLs inthe Umted States where he ma.naged a cpmpany
that had mores than seventy-employees:

For:21 yeare he hosted a-railio program on WERB-FMthat: traced the. }usloryrﬂf‘ American-popular music.
Ho alsofias writton over. 200 performance reviews for CabarefSenes maguzine.

hitps://www kbcc.cuny.edu/collegenow/bios. himl
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COREGENQW

MARISA JOSEPH

College Now $D10/11 Course Co-Coordinator
Email: mafisa.joseph@kbioe.cuny.edu

Phone Number: 718-368-4781 Roomn Nuimber: G-102

Marisa Joseph is the Directorof the Cénter for Céreér Developrisnt &
Experiential Learning at Kingsborougty Commuriity College, A product of the
CUNYsystem, she earned héf Bachelor's Degres in Psyshology and Master of
Arts Degrea In Industrial/Organizational Psychology from:Brooklyn College,
Marisa hias four years of experionss in Huran Resolinces, specifically in
recruitment, and over 13 years of experience in Career Sefviges,

She s 2 member of the National Association of Coltages and Employers, Eastern

Association of Colleges And Employers, arid Soslety-for Hurian Resources
Management,

Marisa is aiso an active memberof the CareerServices Assoolation of CUNY . At _

hitps./iwww.kbce.cuny.edu/collegenow/bios. html

Kingsborough, she plans events, such as Job Fairs.and Gareer Panels and
develops. opporturities for-students to explore different career options. She also

15/17
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College Now SPE11 Course Co-Coordinator

‘Email; lili shi@kbee.euny.edu
Phone Number: {718)368-5179
miNumbér: E314 i

1301 Shi fsrati.asgistant professor of camimiinication stadies at Kingsherough Commanity: College sifice:2010, She
teachesintarcultural Communication; Fublic Speaking, Listening and Speaking.Skilfs; and ESLwith s crifical
focus.ori lariguzge; gender, entity, and space. She fas beena mengagiig instrctorfor Kingsboraugh's
varteus Learning.Communities, LivieEngagement, Writing:Across Disclplirieimtiatives, NE!
programsisuthas “Building Astan Armeficar Studies across Community Classrooms™ (2016 ng
Cultures-to Form a tation” (2012-2014), Dr.Sh -scholarfy research focusses on fransnaffanalism and d) pora
4 HrapklyrrEhinatovens: $hie Hias published I Ghine iadi Review; Journaliof Motharliood Studies, and many
other book chapters. She has presented at.various:conferences nationally and internationatly, and is.a l

regipientof the CUNY Biversity Bro it

Waterhause Family Thstitute Resea reh {-W'F'I ] Grantfor the Stu d_s,hj ofCor 'uiet.y at¥illanova
University. 20163018, - $tit fs also on the wditorial board oF Wormer:Sidies Qsarteriy (WG} Shieguested
ithe specialissue “Asian Diasporas” of WSQ in Spring 2019, She'ls a 2021-2022 fellow at the Committee on
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KINGSBORCUGH COMMUNITY CO!LEGE

THE CITY UNIVERSITY OF NEW YORK

2007 Oriental Boulevard, Brooklyn, NY 11235-2398
(718) 368-5000
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KINGSBOROUGH COMMUNITY COLLEGE
. of :
The City University of New York

Peer Review of Teachind

Kingsborough Community College values excellence in teaching. Teaching quality and
effectiveness inciude a collaborative effort by the individual instructor and the entire faculty. This
shared responsibility should be reflected within the process of evaluating teaching through peer
review.

Each untenured member of the faculty is evaluated at least once a semester through classroom

. observation by another faculty member of equal or higher rank in his or her department.
Observations of tenured faculty are required for all promotions. The observation of an instructor
teaching a class and the evaluation of teaching sffectiveness by a peer have two purposes. Article
18 of the CUNY-PSC Collective Bargaining Agreement states: :

The evaluation of the professional activities of all employees in a public institution of higher
education is essential to the maintenance of academic and professional standards of
excellence. The purpose of professional evaluations shall be to encourage the improvement

of individual-professienal-pedermance-andte-provide-a-basis-for-decisions-on———————————

reappointment, tenure and promotion . . . . Evaluation of a member of the teaching faculty
shall be based on total academic performance, with special attention to teaching
effectiveness . . ..

The observation and evaluation of teaching by one's peers should foster professional growth. While
there is no single best way to deliver instruction, the observation and evaluation of classroom

The purposes of the attached form are to provide a systematic basis for observation and evaluation
‘of instruction that is as equitabie as possible for all disciplines, styles, and modes of instruction (in-
person, hybrid, and online) and to create a standardized record that promotes greater reliability
among different observers. The form is a combination of checklist, rating sheet and written analysis.
By using the form to its fullest capacity, the observer can mentor new instructors, assist colleagues,
and promote teaching excellence. Personnel and Budget Committee decisions regarding
reappointment, promotion or tenure should not be the first time a member of the faculty hears he or
she needs to improve teaching effectiveness. Observers have responsibility for providing specific
feedback and suggestions via this process each time they evaluate a colleague’s performance.

Furthermore, the observer's task is not only to evaluate, but to create a dialogue between psers.
The focus of the discussion should be the thearies, best practices and ideas about what constitutes
excellence in teaching. it is hoped that both practitioners of the art of teaching benefit from the peer
review process. ' |

Peer Review of Teaching Report

in observing faculty members, we are looking to see ways in which instructors help students
achieve the learning objectives of each course. We can usefully think about the teaching
performance under several necessarily interrelated headings. We understand that different
disciplines will entail different pedagogical emphases, and so we have allowed room for
departments to create their own questions under Departmental Priorities. In addition, the made of
instruction (in-person, hybrid, or online) may necessitate shifts in emphasis within these guidelines.
Throughout the abservation form the term “learning unit” is used instead of lesson in order to be
inclusion of all delivery modes. This Departmental Priorities section also provides space for the -
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department and/or the observer to note the areas they feel are most significant for a given discipline
and/or mode of instruction. The following questions are meant to serve as guides in observation of
faculty members.

1. Classroom or Course Site Management. [s the instructor an effective facilitator for the
learning environment? Is attendance recorded? Is the atmosphere in the learning
environment conducive to effective learning? Are course expectations and standards of
behavior clearly communicated? '

2. Instructional Coherence. Is the lesson under observation coherent in itself, with a clear focus
which is clearly presented and reinforced by the instructor? Does the instructor provide/elicit
enough depth and detail to adequatsly consider the subject? |s the lesson part of a coherent
learning process? Is the pacing of the lesson appropriate to the course and to the students?
Are topics/activities sequenced logically? What evidence is there that the class fits in with a
series of lessons designed to help students achieve the objectives of the course?

3. Teaching Strategies. What teaching strategies or premises about teaching does the
instructor rely on? How is the subject of the lesson related to the course objectives? How
effectively do the instructor's strategies help students achieve the course objectives? How
does the instructor’s presentation of material, including discussion, questioning, class and
group activities, support learning objectives? s the teaching of critical thinking* emphasized?
s there good use of examples/explanation to clarify points, including those questioned by
students? Are student questions encouraged? s sufficient time given for students to respond

. to instructor’s questions? Is there opportunity for students to interact so that they may
discover, discuss, or apply content points? Are graphics, chalkboard, etc. used effectively?
*Critical Thinking could include any of the following: challenging students to understand
complex ideas, analyze, compare/contrast, evaluate arguments, carefully consider a variety

| ofperspectives, draw conclusions, and synthesize information.

4. Subject Mastery. Does the instructor demonstrate mastery of the subject matter and
understanding of the learning situation (including a sense of the students themselves) in
which the subject matter is presented? Is the subject matter and level of analysis being
asked of the students of a degree of difficulty suitable to the course? Is the material
presented relevant to the purpose of the course?

5. Instructor and Students Attitudes and Characteristics. Are interactions among students and
instructor respectful, positive, and educationally productive? s it clear that both instructor
and students are prepared for the class? What evidence is there of interest, enthusiasm,
and engagement in class activities on the side of the instructor and of the students? Does
the instructor motivate students and encourage student learning in appropriate ways? Does
the instructor respond appropriately to student behaviors and concerns? Does the
instructor’s tone, voice, etc. contribute to engaging students? '

6. Departmental Priorities. In what ways does the lesson support the specific educational
priorities of a given department? Are there any specific elements of instruction that warrant
stronger emphasis than others, due to the nature of the discipline or mode of instruction?
Additional Departmental Observation Elements (if needed) will be determined annually by
each departmental P&B,
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The City University of New York

'PEER REVIEW OF TEACHING REPORT

INSTRUCTOR DEPARTMENT

SUBJECT

OBSERVER _ DATE OF OBS.

Course Section Room

Time Obs. Began Time Obs. Ended

Instructional delivery: ___ Face-to-face __ Hybrid ___ Online
Purpose: Reappointment [ ] Year Promotion [ ]

Other '

What is the topic of this lesson?

What are the objectives of this lesson? (MuSt be obtained from instructor prior to

._observation)

Were the objectives of the lesson communicated to the studehts?_

Were the objectives of the lesson met? Yes No

What evidence was there that the instructor did or did not achieve these objectives?

Brief summary of lesson:
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Consider each teaching element below and evaluate the teaching skills of the instructor by pfacing a
.check mark under the term best describing your evaluation of the instructor's actions. Add
comments to illustrate your evaluation. Provide at least a summary evaluation in each category, and
evaluations and comments on individual points where you feel you have observed enough to make
them.(N.B. “Needs Improvement”, “Effective” and “Highly Effective” are to be con3|dered satisfactory
evaluations “Not Applicable” shall not be interpreted as a negative evaluation. )

Management of Learning c g z m T z | Comments
Environment 21 % 2| 3 S 3
=g £ o = = ]
gl 8 | m| g
Q o ] 8
5 2 & =
< ©
The instructor: ®
1. Timeline of the learning
unit, including start and end
times, is clearly
communicated and applied.
2. Attendance is recorded.
3. Standards of conduct
conducive to learning are
clearly communicated and
maintained.
Summary
Instructional Coherence c' 35 z| m|gz| z Comments
« A
8 3 8 182 >
5| g © || %
50. g v m E
. 21 o £
The instructor: 3 2 =2

4. Infroduced the learning unit
(overview or focusing
activity).

5. Paced topics or activities
appropriately.

6. Sequenced topics or
activities logically and with
continuity.

7. Related the learning unit o
previous or futurs learning
unita or assignments.

8. Provided summary or
review of major learning unit
points.

Summary



45

Teaching Strategies
Used '

The instructor:

Alopoelsiesun

uawaaoduw)

spaaN

anjosy

aanoalg Alubiy

@|qeonddy JoN

Comments

9. Presented or explained
content clearly.

10. Used examples to clarify
points.

11. Varied explanations to -
respond to student questions
or need for clarification.

12. Fostered critical thinking.

13. Emphaslized important
peints or highlighted learning
objectives in activities.

14. Used snhancements (to
support presentation).

15. Encouraged student
participation / questions.

T6. Asked questions 1o
assess student learning.

.| 17. Provided opportunities for
students to discuss and
answer guestions.

18, Provided opportunities for
students to interact together
to discover / discuss or
practice content points.

Summary
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Subject Mastery

The instructor:

foyrejsnesury

uswaAcIdwy

spoan

onjoays

sAayd
ABIH

a|qeo||ddy 10N

Comments

19. Presented content at a
level appropriaie for the
students.

20. Presented material
relevant to the level of the
course.

21. Demonstrated command
of the subject matter.

Summary
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Instructor and Student
Attitudes and
Characteristics

The instructor:

Aooe)siesun

Juswaaosdw|

spaaN

sAlayg

anioays AyBiH

siqeonddy 10N .

Comments

22. Instilled appreciation for
the subject.

23. Showed respect for
student questions and
responses.

24. Communicated effectively
with the students and was
easy 10 understand.

25. Presented information or
led discussions with
enthusiasm and interest.

26. Responded appropriately
.| to student behaviors and
concerns.

The instructor
maintained an
environment where

students were expected
to:

27. Engage in the learning
process and activities.

" 28. Show evidence of
preparation.

29. Maintain an atmosphere

.of civility and mutual respect.

Summary
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Additional Departmental

N El
Observation Elements (if B g
needed) to be determined & |2
annually by the departmental §‘ 3

P&B

spasN

anoayg

angoays AubiH

2|geol|ddy 10N

Comments

Areas of emphasis specific to the
discipline or mode of instruction.

1. Management of learning
environment

2. Instructional coherence

3. Teaching strategies

4. Subject mastery

5. Instructor and student attitudes

6.Departmental priorities

Sllmmary

Evaluétion of Lesson:

Comments:

Specific Recommendations for Improvement:




Additional Comments:

Overall Evaluation of Lesson:

Satisfactory: O Unsatisfactory: 1O

Signature of Observer ' Date

49

I understand that my signature means only that | have read this observétion report:

Faculty member's signature Date




{. w1 : ] KINGSBOROUGH COMMUNITY COLLEGE >0 '
i of '
The City University of New York
POST-OBSERVATION CONFERENCE MEMORANDUM
Springl:l Fall
Post-Observation Conference Names of Department Representatives Present:

Observation Date

Post-Observation Date _ Observer

Course and Section

Name of Observer

_ P & B member or other assfgned by Chairperson
Date Observation Report filed with
Department Chairperson

Faculty Member's Name

Date of Discussion _ ' Department

(attach additional pages, if necessary)

Signed

Title

(Observer, Chairperson or Chairperson's designee)-
| understand that my signhature means only that | have read this memorandum and that | may attach any comments | wish.
I do 1 do not intend to submit a rebuttal or comments. If yes, when

Faculty Member's Signature Date

Original: Personne! File
Copy: Faculty Member

7/05




Abraham Lincoln International New Utrecht ' Spring gréek Community
Brooklyn Frontiers It Takes a Village New Visions AMS Il Sports Management
Brogklyn Studio lames Madison New Visions HUM Il Susan E. Wagner
Channel View John Dewey New York Harbor . Staten Island Technical
Clara Barton Kurt Hahn Qrigins Telecommunication
Cultural Academy Leaders Port Richmond Tottenville

Curtis - Life Academy Rachel Carson UFT Charter

Edward R. Murrow Lecn M. Galdstein Ralph McKee

Fort Hamilton - Michaet ). Petrides Rockaway Collegiate

Franklin D. Roosevelt New Darp Rockaway Park

From:.Anna TBetancourt

Sent: Tuesday, January 25, 2022 10:32 AM

To: awilder@schools.nyc.gov; smecardle@hstat.org; mforman7@schools.nyc.gov;
mwalker18@schools.nyc.gov; dryan3@schools.nyc.gov; mschwarl?@schools.nyc.gov
Cc: Michelle Turnbull; Paul Ricciardi; Erika Delacruz

Subject: CN Humanities Professional Development - Spring 2022

Hello Humanities CN Faculty,

Below is the link for our spring semester professional development meeting. Please be aware
that this meeting is part of your teaching assignment. If you can't attend the meeting, please
contact us. We look forward to seeing all of you.

Anna Betancourt is inviting you to a scheduled Zoom meeting.
Topic: CN Humanities PD Spring 2022
Time: Feb 7, 2022 04:30 PM Eastern Time (US and Canada)

toimz Meati
https://us02web.zoom.us/j/89522768619?pwd=ekFiNTESdTFhLzRwZ{BHazICWIovUTO9

Meeting ID: 895 2276 8619

Passcode: 997073

One tap mobile .
+16465588656,,89522768619# US (New York)

Sincerely yours,

Anna Betancourt - Associate Director
Office of Collaborative Programs
Kingsborough Community College
718-368-5140 fax 718-368-5377

2001 Oriental Boulevard | Brooklyn, New York 112351
Telephone 718-368-5170 | Fax 718-368-5377

_ A College of The City University of New York _
www.collegenowlive.com or follow us oh Facebook @ collegenowlive
Please follow us @collegenowlivekee on Instagram

KINGSBOROUCOGH
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Human Resources Forms

Payroll Dates Memo Spring 2042
College Newe Vacancy Notices

How to Views Classy Rovter

Grade Roster Instructions

Oiflcial Grading Policy

Course Coardinater Bios

Caresr Qppoertuni in College Now
New Faculty Handbook
Observation Form Coline Fall 2021
Post Observatian Form

Spring 2022 End-of-Term Letter
Welcome Back Adjunct Faculty to the

College Now Spring 2072 Semestor

O%R Humanitles Course
Fall 2021 Prefessienal Development
Mestings

(R LT T T L e

. Affilizrad

Colfege Now Program in Schoals
Colfege Now Forens - Application,
Registration and Parent Permission
Fibm Festival
Advisory Board
Phota Praject
Sunmer Programs
Weekday and Woeekend Collage Mow
Courses
Cartificate of Achievement
Mode} MYC Counci
Scholarship Opportuni

« Rob Pero Scholarship Avard

Winners

2 RobPero COA &pplication

« RehPero Quate

- Certificate of Achievement Cover

Letter
Kiyself Third Scholarship
Rob Pero Award Winners 2021

Roh Pero Certificate of
Achievement Award Winners for
2021

inside Collage Now

Haow College Mow Works
Banefits of Callege Now
Coflege Now Gats Results
Coltege Now Brochure:
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Courses

Student, fﬂCLiit}‘ and Staff Yoices
Coliege Mow Office Staff

Qisr Impact

CN Accanyplishment Flyer 2020-2021




Permission Form

Student Gmdelmes for Posting Photos and/or Written Material on the College Now Website or
for Use in CUNY Publicity Material

Part1: Print the fellowing student information;

Name of Student: . High School:
Part 2: If you are submitting written materials: All written materials can be emailed to

Sari.schoenfeld@kbec.cuny.edu or mailed to College Now, Kingsborough Community
College, 2001 Oriental Blvd., Brooklyn, NY 11235 ATT: Sari Schoenfeld

Course for which this material was prepared:

Instructor’s Name;

Title of Article:

Part 3: If you are submitting photographs: All photographs must be in GIF or JPEG format and
are to be emailed to sari.schoenfeld@kbcc.cuny.edu . Also, attach a WORD file describing -
all photos, event name and event date,

Part 4: Required Signatures. Please check afl that apply and sign below

O Thereby give permission for my child’s Work to be put on the College Now Live Website or CUNY pubh(:lty
material,

L} Thereby give permission for my child’s photograph(s) to be put on the College Now Live Webs1te or CUNY
publicity material,

U Iunderstand that the information to be posted may include my child’s name and school but will not include
other personal identifiable information, such as my child’s address, telephone number, or social security
number.

Permission hereby granted by the undersigned to post materials submitted.

Signature of Student ‘ : High School

Print name of Parent/Guardian

Signature of Parent/Guardian _ ‘ Date

Mailing Address (Street) Borough  State Zip

Home phone # Cell phone # Email Address
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54.

Transfer Your College Now Credits

Upon graduation. from high school, each College Now student will have an official college transcript on file at Kingsborough Community College.
To request that a transcript be forwarded to a college, students must complete Kingsborough's Official Transcript Request form. To obtain the form

students can;

* Call the Office of Collaborative Programs at Kingsborough (718) 368-5170

* Download the form by selecting this link (/registrar/documents/transcriptrequestweb.pdf)

* Order on-line by selecting this link (https.//www.credentials-inc.com/tplus/?
ALUMTRO002694) '

* E-mailusat collegenow@kbec.cuny.edu (mailto:collegenow@kbec.cuny.edu) for additional help.

Forward the completed form to:

Kingsborough Community College, 2001 Otiental Blvd. Brooklyn, NY 11235 ATT: Bursar's Office

If requesting that the transcript be sent to a CUNY college, thete is no fee. All other transcript requests must be accompanted by a $7.00 money
order, per request, made payable to Kingsborough Community College. On-line transcript fees are $9.00. On-line transcript fees to CUNY schools
are $2.00.

Most students successfully transfer the credits they earn in College Now credit-bearing courses. College Now alumni have used their credits as
electives or as equivalent credits at city; state, public and pr1vate colleges throughout the nation. Of the over 4,700 colleges and universities in the
United State i

Union, Cornell University, Fordham University, Tulane University, University of Michigan, University of Vermont and Wagner Collége. On
occasion, students in specialized degree programs, such as nursing and pharmacy, may find that they are unable to transfer credits due to the

prescribed nature of their curriculum,

Those few students who are unable to transfer their credits are advised that College Now credits have "shelf life." This means that they have the
potential to be used at another college or may be appliéd on jobs that base salary increments on college credit accumulation. Students who are
denied credits at any school are advised to check with the appropriate department chairperson to determine if they can sit for a competency
examination in the subject area, which, if passed, will generate credits. Students are also advised to contact the College Now Director of Student

Records in the Office of Collaborative Programs at Kingsborough for assistance.

AN

ol S SR b
KINGSBOROUGH COMMUNITY COLLEGE

THE CITY UNIVERSITY OF NEW YORK

https:/iwww.kbce.cuny.edw/collegenow/transfer.himl : 2/3
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COLLEGE NOW CERTIFICATE OF ACHIEVEMENT

PURPOSE: The College Now Certificate of Achievement offers an opportunity to recognize
improvement made by a student as a result of participation in the College Now program. It is an
award that is not based solely on grades but is presented to the student who has shown the most
significant growth and development during two semesters of participation in the program. It is a
means of recognizing the student who best exemplifies the goals and objectives of the program.

AWARD PRESENTATION: The certificate will be awarded annually to one outstanding
College Now student at each participating high school. The award will be determined by a
selection committee and presented by the program Coordinator at the school’s end-of-year
Senior Awards Assembly. :

SELECTION COMMITTEE: Candidates will be nominated by College Now faculty at each
high school. A selection committee, composed of the Program Coordinator, Counselor, and one
teacher, will review the nominations and make the final selection.

CRITERIA FOR SELECTION: The criteria for the award are intentionally broad-based because
of the number of schools involved in College Now and the diversity of the student population.

Each high school will be responsible for generating its own selection procedure within guidelines
of the following criteria: :

e Student has an average between 65-80 percent.

o Student has been enrolled 1 College Now tor two semesters.
s Student has demonstrated significant academic growth and development as a result of the
~ College Now experience.
"o Student has demonstrated a significant change in attitude about enrolling in college.

¢ Siudent has shown great improvement in bringing his/her reading, writing and
mathematics skills to the college level of performance.

e Students shows great potential for undergraduate success as a result of participating in
College Now.

DESIGNATED RECIPIANT ESSAY: The designated recipient must submit a 150-200-word
essay in which he/she explains, as specifically as possible, the benefits of participating in the CN
program. NOTE: In order for the selection process to be completed, this essay must be returned
to.Kingsborough Community College with the completed nomination form. Awards will not be
issued to students who do not submit an essay.



“THE ROB PERO CERTIFICATE OF ACHIEVEMENT AWARD 2021

This award is given to College Now graduating seniors who have persevered in a College Now course and
demonstrated persistence in successfully completing course work.

e Winners will receive a $50.00 Barnes and Nobel Gift Card.
¢  Application deadline is due by Friday, May 7, 2021.

Requirements: ‘
s GPA - 75% and above in any Kingsborough College Now course

Graduating senior -
Completed application
Faculty/Staff Nomination

-Official high school transcript

L}
Please submit all completed applications to Anna Betancourt via email at

atbetancourt@kbcc.cuny.edu.

R R Y




Office of Collaborative
Programs

The Robert Pero Certificate of Achievement Award Nominee Application

_Applicant Information

Full Name: Date:

Last First

High School:

Cell Number

What is the ONE thing that impressed you the most i

Minimum two sentences.

Student Sig

Signature: ‘ ' Date;
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minator/ College Now Liaison (Faculty or Staff

High School: CN course;
: Did the student complefe the YEs NO
Course Dates From: To: course successfully? d N

What is the ONE thing that impressed you the most about this nominee?
Minimum two sentences.

Nominator's
Signature:

Date:




[

BTSRRI WA W WA eyt KM W N SRS WLE WELA NN N 8

Rob BPero
Scholarship

For high school
seniors who have
been accepted to

RO and will
attend the Fall

2019 semester

B500 for use in
the coliege
booltstiore

Must have
completed and
passed at least
KO CN course

Appiications from
yvour CHN office
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COLLEGE NOW STUDENT ADVISORY BOARD

PURPOSE: The Student Advisory Board is made up of 1-3 College Now seniors from each
participating high school. The purpose of the board is to obtain valuable feedback from students
regarding their College Now experience. Through a series of training sessions and workshops,
students suggest ways in which the program may be improved. The board members act as
spokespersons for their schools, write for the CollegeNowLive Website, and assist College Now
coordinators and counselors at their schools in activities such as recruitment and orientation.

CRITERIA FOR SELECTION: ‘Students interested in serving on the advisory board must be:

Juniors enrolled in a College Now class for the senior year

Articulate and willing to share ideas with the College Now staff

Willing and able to attend four on-campus meetings during the course of the year
Recommend a high school’s coordinator and counselor

SELECTION COMMITTEE: Candidates are nominated by College Now faculty and staff at
each high school. :

60 "
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PAYROLL AND PERSONNEL INFORMATION

Faculty development meeting: Attendance at these meetings is a requirement of the CN
Program.

Faculty development meetings held in February and March will be reimbursed through the
semester. Please keep track of your hours. They are paid at 60% rate and are usually included in
your regular check. On occasion, a separate check may be issued.

FINAL PAYCHECK OF THE SEMESTER: the director of the collaborative program office is
required to certify the receipt of final grades, roll-books, final exams, sample exams and answer
keys for each faculty member before final paychecks are issued. Failure to submit end-of- term
materials on time may result in the delay of your last paycheck.

In accordance with college policy, these documents must be returned to your Program
Coordinator, no more than 72 hours after the final exam, and must be on file at the college
no later than the last week of June of the current year.

College now work is pensionable:

Different formulas exist for teachers in each of the TRS Tiers.
We encourage you to contact TRS to understand the policy that applies to your Tier.

Payroll questions: If you have any questions about payroll at any time during the term, please
call the College Now office and speak to Sari Schoenfeld at 718-368-5170 before you contact
any other office on campus.

- New personnel must complete the following upon' initial appointment to the college now
program:

1. I-9 Form - Complete and sign section 1. If you have a passport (even if expired), Xerox the
photo/inner flap and complete item 2A. If you do not have a passport, Xerox one item from list B
and one item from list C, filling in the appropriate document numbers. Attach to the I-9. Sign and
date the form. NOTE: If you’re current name is different from any of the documents submitted,
please enclose a copy of your marriage certificate or divorce papers. -

2. W-4 Form- complete numbers 1-7, indicating the number of exemptions. Sign and-date the
form.

3. Withholding for NYS, NYC & Yonkers- complete form as per directions. Sign and date the
form.



4. Copy of your Social Security card.

5. Photo ID- Once officially on payroll, go to the Security Office, (1.202) at the outer entrance to
the library and have a photo taken. Indicate you are with the college now program. The photo ID
entitles you to use all of KCC’s facilities and is required if you intend to pick up your check in
person.

The following must be submitted each term that you work for the college now program:

Part Time Faculty Workload form
Collection of Public Pension Funds
Spring 2022 Calendar

For further details regarding these forms, visit _tﬁe CNOW website at
https:/fwww kbee.cuny.edu/collegenow/humanresourcesform.html.

Pay dates for adjunct faculty and staff vary each semester and will be announced at the start of each term.

a. Direct deposit of payroll to your bank accounts, also known as Electronic Funds Transfer,
using the direct deposit of net pay authorization form. This form must be submitted once
to activate the transfer.

b. Direct deposit will stay in effect until a cancellation authorization is submitted.
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Spring 2022

TO: College Now Faculty

FROM: Sari Schoenfeld, College Now Program

SUBJECT: Spring 2022 Payroll Information

As you are tentatively scheduled to teach this Spring, the followmg are the payroll dates for the
Spring 2022 semester. Please note that there will be eleven payroll dates for most* College Now
Instructors this term:

March 4, 18
April 1, 15, 29
May 13, 27
June 10, 24
*Notes:
1 If you do not receive your paycheck on the first pay date, please e-mail me and at

sari.schoenfeld@kbec.cuny.edu, We will

respond to your concern via e-mail.

2} Faculty who begin teaching more than two Weeks after the official start of the term will
receive fewer paychecks.

3) Student Development 10 and 11 instructors’ pay periods may begin later than those of
other faculty members; for further information, contact us via email.

CHANGE OF NAME, ADDRESS OR OTHER PERTINENT INFORMATION: As a
CUNY employee, your W2 statement, which includes both your College Now and DOE
work, will be issued by Kingsborough Community College and forwarded to your address
on file at the college. If any of your personal information has changed, including a change of
address since last semester, notify College Now’s Sari Schoenfeld by completing and emailing it
to Sari.Schoenfeld@kbee.cuny.edu, the College Now Change of Personal Information Form on
page 3. Upon receipt of this form, Ms. Schoenfeld will forward an official Kingsborough Change
of Personal Information form to you. If you have changed your name, you must bring this KCC
form, your original marriage license, social security card and driver’s license in your new name
to-the college’s Office of Human Resources to complete this process.

2001 Orienta! Boulevard | Brooklyn, New York 112351
Telephone 718-368-5170 1 Fax 718-368-5377
A Callege of The City University of New York | KIMNOSBOROUC
www.collegenowlive.cor or follow us on Facehouk @ collegenowlive L T
Please follow us @collegenowlivekee on thstagram
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CALCULATING YOUR PAY: To calculatc the gross amount of cach check, Teachers should
multiply the number of course hours they work during the term by their instructional rate of pay.

For example, if you teach a 3-credit course, multiply 45 hours by your pay rate and divide the
result by the number of checks per term to determine your salary for each payroll period. Those
teaching ESL BW, or any 4-credit course, should multiply by 60 hours. SD 10/11 teachers
should use 15 hours for each 1-credit course they teach.*

FACULTY DEVELOPMENT MEETINGS: Attendance at these zoom meetings is a
requirement of the College Now program. Faculty Development will be compensated via the
new PSC contract. For further information, please visit the website at https./psc-
cuny.org/Contract2019.

FINAL PAYCHECK OF THE SEMESTER: The Director of the Collaborative Programs
office is required to certify the receipt of final grades, roll-books, required Assessment Data
Forms (for HUM 1, SCI 1), final exams, sample exams and answer keys for each faculty member
before final paychecks are issued. Failure to submit end-of-term materials on time may result in
the delay of your last paycheck. In accordance with college policy, these documents must be

returned to your program coordinator no more than 72 hours after the final exam. The
program coordinator must submit the final grade packets to the Kingsborough College
Now office to complete the certification process. '

FOR COLLEGE NOW WORK TO BE PENSIONABLE: It is our understanding that TRS
Tier I members must work 45 hours per year for three or more years, not necessarily in
consecutive order, and must be employed for 45 hours during their last year of full-time work.
Different formulas exist for teachers in other tiers. We encourage you to contact TRS to confirm
this policy. -

PAYROLL QUESTIONS: Ifyou have any questions about payroll at any time during the term,
please email me at sari.schoenfeld@kbcec.cuny.edu .

2001 Oriental Boulevard | Brooklyn, New York 112351

Telephone 718-368-5170 | Fax 718-368-5377

A Callegé of The City University of New York
www.collegenowiive.com or follow us on Facebook @ collegenowlive
Please follow us @collegenowlivekee on Instagram
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CHANGE OF PERSONAL INFORMATION FORM
FOR |
THE OFFICE OF COLLABORATIVE PROGRAMS

Directions: If any of the information below has changed since last semester:
1. Complete the form below and put a star (*) before the information that is new.

2, Email this form to the College Now Academ1c Program Coordinator,
sati.schoenfeld@kbce.cuny.edu

3. Upon receipt of this form, an official KCC Change of Personal Information Form
will be forwarded to you for completion

Name: (Print) First Last

Qahnnl-
> CHO0L,

Home Address:

Home Telephone:

E-Mail Address:

Signature:

~ Date:

H you have changed your name, you must bring the form, your original marriage
license, social security card and driver’s license with your new name to the college’s
Office of Human Resources to complete this process,

paydatesSpring2021

2001 Oriental Boulevard | Brooklyn, New York 112351

Telephone 718-368-5170 | Fax 718-368-5377

A College of The City University of New York
www.collegenowlive.com or follow us on Facebook @ collegenowlive
Please follow us @collegenowlivekec on Instagram




66

Sample payroll information memo

Spring 2022 Payroli Packet Instructions:
Dear CN Faculty member,

Attached you will find the link to your Spring 2022 payroll packet. These forms must be
completed ONLINE and submitted back to me via email (dana.carioti@kbcc.cuny.edu) NO
LATER than February 4", 2022

This packet includes:

1. Spring 2022 Instructional Faculty Academic Agreement (calendar)
https://www.kbee.cuny.edu/collegenow/documents/Calendar Spring 2022 fillable.pdf

2. Teaching & Non-Teaching Adjunct Workload Reporting Form
https://www.kbce.cuny.edu/aa/documents/adjunctworkloadformsierevs1320. pdf

3. Certification of Collectlon of Public Pension Funds

https://www.kbee.cuny.edu/collegenow/documents/CUNY2 10F0rrn3 pdf
CALENDARS:

Please review ca:refully as we have changed and added new information that needs to be included
on the new calendar. Instructors, you must complete every section of your calendar. If you
- teach more than one course- (i.e., SD10/SD11), you must complete a separate calendar for -

EACH course. Program Coordinators and Counselors, we niced a calendar from you with your
office hours. PC’s and Counselors- if you teach, we ALSO need a completed calendar from you
for your course(s).

Teaching & Non-Teaching Adjunct Workload Reporting Form:

Please note, after we collect and sign this form, it is then sent to the Office of Human Resources
for processing. This form is an important part in your receiving your paychecks in a timely
matter. For your information:

Your Contract Title is : Adjunct Lecturer.
Semester is: SPRING 2022
Department is: College Now/Collaborative Program

You will also complete your: Non-teaching hours (weekly), your course number, your course
title and your teaching hours (weekly), your TOTAL number of teaching hours and total your
number of non-teaching hours. It is required that you sign this document in the designated area.

**FYI: If you also teach College Now for us at another school, you must also complete the
backside of this form.
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Cért_ificéltion of Collection of Public Pension Funds:

This form is collected on behalf of the Fringe Benefits Office. Once we receive your completed
form, it will be sent directly to their office. I do not have any access to information regarding
your pension decisions. If you have any questions regarding this form, you can call our fringe
benefits officer, Ms. Detrice McPhatter at 718-368-6525. ‘

If you have any guestions, please do not hesitate to reach out to me directly, I am happy to assist
you.

Sincerely, -
Dana Carioti
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KINGSBOROUGH COMMUNITY COLLEGE
The City University of New York
College Now Program
Instructional Faculty Academic Agreement

Spring 2022
Personal Information
High School: School Phone:
Last Name: ‘ First Name:
Home Address:
City: State: : Zip:
Cell Phone:

E-Mail Address:

Course Information

CUNYFIRST Code and Section: ' :

Office Hour(s): M [_]T[]w [] TH[JF[] other:

Time(s): to_ AND/OR_ to

‘Mode of Instruction:|:| Online |:] Hybrid |:| In-Person  If In-Person, Room
Check Days Class Usually Meets: MD T|:| WD TH|:| FD Other:

- Class Meeting Time(s): to AND to
Date of First Meeting: : Date of Last Meeting:
Final Exam Date(s): AND

By signing below, the DOE employee acknowledges that the listed CN teaching hours do not conflict
with their required DOE daily time schedule.

Faculty Member ‘ Date

Approved by - Date

copy sent via e-mail to: High School Principal, Course Coordinator and Program Coordinator
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TEACHING AND NON-TEACHING ADJUNCT WORKLOAD REPORTING FORM

FULL-TIME INSTRUCTIONAL STAFF SHOULD USE THE MULTIPLE POSITION FORM,
GRADUATE ASSISTANTS A, B, C & D SHOULD USE THE GRADUATE ASSISTANT WORKLOAD REPORTING FORM.

ARTICLE 15.2 a OFTHEPSC/CUNYCOLLECTIVEBARGAININGAGREEMENT: WORKLOADFOR ADJUNCT INSTRUCTIONAL STAFFMEMBERS

Teaching Adjuncts: .
Apersanappointedtoan Adjunct Titleis nota full-time employee of The City University of New York. Employment in anadjunct position or 2 combination of
adjunct positicnsshall not constitute a full-time position. Adjunct Lecturers or Adjuncts in other titlesshall not be assignedatotal of mare than nine {9)
classroom contacthoursdurmg asemesterin one unitof The City University of New York. In addition,such adjunct may be employed to teach a maximumofone
course of not more thansix {6} hours during thesemesterat anotherunit of The City University of NewYork, :

Non-Teaching Adjuncts:
For persons in non-teaching adjunct titles, the limitations noted above are equated to not more than 225 hours per semester at one collage ane! not more than
150 hours per semester at a second college of the University.

Professional Hours: In addition, pursuant to Section 15.2 of the 2017-2023 PSC-CUNY Agreement, if you are assigned a teaching werkload of at least three (3}
classroom contact hours per semester at the same college, you will be responsible far office hours, paid at the appropriate teaching adjunct rate of pay. The
number of required office hours depends on your adjunct teaching assignment: at least (3), but fewer than six [6) classroom contact hours = 15 offica hours per
semester; at least six {6), but fewer than nine (9) classroom contact hours = 30 office hours per semester; nine (9} or more classraom contact hours = 45 office
hours per semester. Please refer to the terms of the PSC-CUNY coHective bargaining agreement for additional information regarding the office hours.

Non-Teaching Adjuncts are not covered by this provision.

WorkloadforAdjunctswithbothTeachingand Non-TeachingAssignments:
Formula for calculating allowable hours: (Maximum allowable teaching hours minus actual teachinghours) / 0.6.

Example: Subtract the actual teaching hoursfromthe maximum teachmg hours atthe college to convert the remaining hours into permissible non-teaching
hours,usingtheaboveformula;

Primary College: Permissible teaching hours: 135 Actual teaching hours: 90. Permissible NTA hours: 135-80=45 divided by 0.6= 75 hours.

Secondary College:  Permissible teaching hours: 90. Actual teaching hours: 30. Permissible NTA hours: 90-30=60 divided by 0.6=100 hours.

T Theassignment{simust be gt the coltege (sywhere the RTA hours are permissible, I actordance with the Adjunct Workload Tits in Articie 15.7 a.

WINTER ADJUNCT WORKLOAD AGREEMENTS

WINTER SESSION TEACHING WORKLOAD fexcept Kingsborough, LaGuardia and Guttman Comminity Colfeges)

- A person appeinted to an adjunct title, excluding Graduate Assistants, shall not be assigned a total of more than eight (8) classroom contact hours during a
winter session. Classroom contact hours during a winter session will not be counted toward the adjunct workload in either the preceding Fall semester or the
subsegquent Spring semester.

- WINTER SESSION TEACHING WORKLOAD AT KINGSBOROUGH, LAGUARDIA AND GUTTMAN COMMUNITY COLLEGES .
- A person appointed to an adjunct title, excluding Graduate-Assistants, shall not be assigned a total of more than nine (9) classroom contact hours during the Fall
Session B at Kingsborough, Fall Semester - Session 1l at LaGuardia or Fall Il Session at Guttman. In addition, such adfunct assigned nine (9) classroom contact
hours at one of these three cemmunity colleges may be employed to teach a maximum of one course of not more than six (B} hours during the above referenced
sessions at one of the other two community colleges, Classroom contact hours during the above-referenced sessions will not be tounted toward the adjunct's
workload in either the preceding Fall semester or the subsequent Spring semester,

WINTER SESSION NON-TEACHING ADJUNCT WORKLOAD (ALL COLLEGES)

- A person appointed to a non-teaching adjunct title may be permitted to work during the period between the end of classes in the Fall semester and the start of
the Spring semester for a total of 75 hours above the 225-hour semester limit, which additional hours will not be counted toward the adjunct's workload-in either
the preceding Fall semester or the subsequent Spring semester.

UNIVERSITY SUMMER WORKLOAD REGULATIONS

Summer is defined as the period beginning the day subsequent to the spring commencement of each college until the third day, excn‘udmg Saturday and Sunday,
preceding the thirtieth of August that follows such commencement.

- Teaching adjuncts are limited to 105 hours of instruction during the summer, except in departments with four-credit courses for which a 120-hour assignment

is permitted.

- Non-teaching adjuncts are limited to 175 hours during the summer.

- Non-teaching adjuncts engaged as University Readers will be approved for a maximum of 100 additionat hours during the summer for CATW workonly.
{Suchhoursmustbecategorizedas CATWunder" Department” ontheform},

- Exceptions to the above limitations require approval by the college’s chief academie officer.
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ADDITIONAL ADJUNCT WORKLOAD AGREEMENTS

AMERICANSIGN LANGUAGE

- Personsinadjuncttitles who areappointed to teach American Sign Language courses at CUNY wilf he permittedto teach a maximum of two courses totaling
notmorethantwelve {12} contacthaurs per week atany one unit ofthe University duringthe Fall arSpring semesters. Such persons shall notbe permittedto
teachanyadditional coursesat any other unit ofthe University during any semester whentheyareteaching AmericanSignLanguage coursestotaling morethan
nine(9) hours atone unit,

INTERSESSION BASIC SKILLS IMMERSION PROGRAM .

- Effective for the periods between January 1 and the beginning of each spring semester, persons in adjunct titles who teach courses in the Intersession Basic
Skills Immersion Program may be assigned up to one such course at one of the units of the University in excess of the limitations established in Article 15.2 fsee
above).

CLINICAL NURSES . ’

- Persons in adjunct titles who are appointed to teach clinical nursing courses at CUNY will be permitted to teach a maximum of twelve (12) contact hours per
week at any one unit of the University during the Fall and Spring semesters. Such persons shall not be permitted to teach any additional courses at any other unit
of the University during any semester when they are teaching clinical nursing courses of mere than nine (9) hours at any one unit.

UNIVERSITY READERS: ]
Up to 125 non-teaching adjunct hours per semester as a University Reader at University Scoring Centers will not be counted towards the adjunct's workload in
either the fall or the spring semester. (Such hours must be categorized as CATW under "Department” on the form).

Up to 175 non-teaching adjunct hours per semester as & Borough Chief Reader will not be counted towards the Borough Chief Reader's adjunct workload in either
the falf or the spring semester. {Such hours must be categorized as CATW under "Department” on the form}.

I:OHRM-EM.R; Adjunct Instructional Staff Workload Reporting Form - 2008 - e e e Page 2 of 4
! .



WORKLOAD REPORTING FORM FOR ADJUNCT INSTRUCTIONAL § F%FF MEMBERS ONLY 71

PRIMARY COLLLEGE OF EMPLOYMENT I
s ‘ .

Full-time Instructional Staff with adjunct assignments must use the Multiple Position Form for Full-time Faiculty O the Multiple Position
Form for Non-teaching Instructional Staff.

Graduate Assistants A, B, Cand D working as Adjuncts must use the Groduate Assistant Workload Form.

To be completed by the Employee

Contract Title Semester/Session . Year
Name . " Empl.ID:
Primary cantact number Email

Primary College of Employment

Complete one section for each course or non-teaching adjunct appointment

‘Department ' Non-Teaching Hours/Weekly
Course no. Course Title Teaching Hours/Weekly
Department . Non-Teaching Hours/Weekly
Course no. Course Title Teaching Ho urs /Weekly
Department ) Non-Teaching Hours/Weekly
Course no. Course Title Teaching Ho urs /Weekly
Total Teaching Hours for Semester or Session Total Non-teaching Hours for Semester/Session
Certification:

] certify that | have read the above provisions, and that | have not accepted and will not accept an assignment with any college or unit of CUNY that will exceed
the limitations set forth on Pages 1 & 2, unless such limitations have been explicitly waived by my college in accordance with the agréement between the
University and the PSC. 1further certify that if there are any changes in my workload during the semester, | will submit an updated form to my respective
Department Chair and/or Unit Head at each college of employment to reflect these changes. Failure to comply with the terms of this certification may result in
referral for disciplinary action in accordance with the terms of the PSC/CUNY collective bargaining agreement, which could result in a penalty up to and including
discharge.

Signature Dafe

Department Chairperson/Unit Head Approval:
College of Employment . Department

l:l Icertifythat[havereviewed theformandthatitaccurately reflects the course (s) and/or non-teaching hours assigned at this College.

Name __ Signature : Date

EOHRM-OLR: Adjunct Instructional 5taff Workload Reporting Form- 2018 Page3nf4




WORKLOAD REPORTING FORM FOR ADJUNCT iNSTRUCTIONAL STAFF MEMBERS QONLY KL

SECONDARY COLLEGE OF EMPLOYMENT

Full-time Instructional Staff with adjunct ussignments must use the Multiple Position Form Jor Full-time Faculty OR the Multiple Position
Form for Non-teaching ins tructional Staff.

Graduate Assistants A, B, C & D working us Adjuncts must use the Graduate Assistant Worlkload Form.

To be completedby the Employee

Contract Title Semester/Session Year

Name i Empl. ID:

Primary Contact Number Email

To

Secondary College of Employment

Department Non-Teaching Hours/Weekly

Course no. - Course Title

Teaching Hour s /Weekly

Certification:

I certify that | have read the above provisions, and that ! have not accepted and will not accept an assignment with any college or unit of CUNY that will exceed

the limitations set forth on Pages 1 & 2, unless such fimitations have been explicitly waived by my college in accordance with the agreement between the
University and the PSC. | further certify that i there are any changes in my workload during the semester, | wili submit an updated form to my respective

Department Chair and/or Unit Head at each college of employment to reflect these changes. Failure to comply with the terms of this certification may result in
referral for disciplinary action in accordance with the terms of the PSC/CUNY collective bargaining agreement, which could result in a penaltyupto andincleding

discharge.

Signature Date

Department Chairperson/Unit Head Approval:

College of Employment ] _ Department

D Icertifythat | havereviewed theformandthatitaccuratelyreflects the course (s)'and/ornon-teaching hoursassighedatthis College.

Name : Signature . Date
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University ‘
of

Date |-
L New York .

THE CITY UNIVERSITY OF NEW YORK EMPLOYMENT APPLICATION - PART THREE

CERTIFICATION OF NEW YORK STATE OR NEW YORK CITY PUBLIC SERVICE
CERTIFICATION OF COLLECTION OF PUBLIC PENSION FUNDS

Under the New York State Retirement and Social Security Law, retirees collecting a pension from New York State or New York City
cannot (with certain exceptions) work at the University and continue to collect their pension. Accordingly, The City University of New
York requires individuals seeking University employment to disclose their public employment and pension plan history for the
purpose of establishing eligibility for employment. An employee who fails to disclose such information will be subject to appropriate

action, which may include disciplinary action to terminate their employment and/or suspension or diminution of the retiree's public
pension benefits.

Note: Retirees who are under age 65 and are coffecting a pension may receive an annual income of up to $30,000 (Thirty thousand only) in a position
in public employment without diminution of their pension benefits.

1. Candidates for employment must submit this form at the time of hire, prior to any appointment

2, Alifuli-time and part-time employees are responsible for submitting this form, should their status change
3. Adjuncts must submit this form every semester in which their employment continues

m

Last Name | First Name I J Middle Initial ‘
College Department I Jl
ContractTltIeI ! [ Fullime [} Part-time

l_ 1am not currently working for another publlc service agency, organization, or jurisdiction funded by New York City or New York State, nor have i worked at
- any such entity during the calendar year

‘ [_j iam now working for another publlc service agency, organization, or jurisdiction funded by New York City or New York State

Name of Employer I

r- Iam a statewide elected official of New York State

r—w 1am a New York State Legislative employee

Iam a New York State officer or employee {(other than

r- CUNY employee) and | receive compensation other than on
aperdiem basis

rj I have no prior service with a publlc service agency, organlzatlon or jurisdiction funded by New York City or New York State

r” | am former employee of 1

: of the City/State of New York, and

E.I | am collecting a retirement benefit from a public pension system (including ORP) maintainsd by the State or City of New York

Name of Pension Plan |
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| KINGSBOROUGH ABSENCE POLICY FOR COLLEGE NOW FACULTY AND STAFF

Program coordinators, counselors and faculty work under the guidelines set by Kingsborough
Community College’s Office of Humsan Resources and Labor Relations and are required to
adhere to the following rules and regulations:

1. All staff members work a set number of hours for the college now program and semester as

indicated on their college now calendar created at the high school and the program coordinators
supervision. This calendar must be signed by both the program coordinator and staff member and
submitted to Dana Carioti.

2. All staff members are responsible for notifying the Program Coordinator about any absence
from this schedule and the anticipated length of the absence as early as possible. In the event of a
long-term absence (three [3] or more), staff members must notify their Pro gram Coordinator and
the College Now Office at Kingsborough. Substitute appointments will be made if wanted.

3. In the event of absences, faculty may not make arrangements for class coverage. They must
confer with the Program Coordinator who will discuss the issue with Erika Delacruz to
determine if a coverage assignment is needed. If approved, only College Now staff members can
be assigned coverage.

4. The Program Coordinator must give a Report of Absence to 'any Counselor or Faculty member
immediately upon his/her return from an absence. If the absence is a long-term, the Report of

Absence must be mailed fo the abseniee’s home for immediate completion.

5. ALL Program Coordinators, counselors and faculty must complete a Report of Absence form
for all absences and changes to their calendars. If the change or absence IS BEING MADE UP,
an email may be sent by the PC regarding the date(s) to drop from and add to the calendar. This
would be in lieu of the Report of Absence form.

Faculty have two options regarding absences:

a. Missed classes are rescheduled with the Program Coordinator’s approval. The make-up dates
selected must be indicated on the Report of Absence or via the email sent to Dana Carioti. The
form must be signed and dated by the teacher and Program Coordinator who will forward it to
the College Now office at Kingsborough.

b. Missed classes are not rescheduled and the teacher takes the day(s) as an absence. In this
situation, the form must be completed in its entirety, signed and dated by both by the teacher and
Program Coordinator who will forward it to the College Now Office at Kingsborough
Community College. ' |

6. Program Coordinators and Counselors have regularly scheduled office hours and can apply
either of the above options for handling their absences.
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7. For absences that are not made-up, the Report of Absence form will be forwarded upon receipt
to Kingsborough’s Office of Human Resources and Labor Relations and to the Provost so that
payroll adjustments can be made, if appropriate.

8. Strict adherence to these regulations is required in order to maintain the integrity of the
College Now program. We thank you for keeping this information on file and for following the
guidelines if you are absent. ' '
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: OF
"THE CITY UNIVERSITY OF NEW YORK
REPORT OF ABSENCE

DATE COLLEGE NOTIFIED OF ABSENCE

Name: Title: Dept

Anticipated Length of Absence: From: To:

Type and Reason:

TO BE COMPLETED BY CHAIRPERSON/SUPERVISOR

Day of Classes and/or Duties #of Name of Substitute Notice of
Week Hours Cancellation

Chair’s
Initials

To Be Completed Upon Absentee’s Return to Duties

First Date of Absence ' Date of Return:

Total Days Absent
Signature of Faculty Member - Date
Signature of Chairperson Date

Distribution

White Copy: - Office of Vice President and Provost of Academic Programs

Canary Copy: Human Resources
Pink Copy: Faculty Member
Goldenrod: ‘Department Chairperson

Green Copy: Human Resources Immediately Upon Report of Absence Absencerpt.wpd  1/11
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Facility ID card

As an adjunct faculty member teaching in the college now program, you are entitled to a
Kingsborough photo ID card. All faculty and staff are required to carry a valid ID card when on
campus. This card may be used to access all facilities on campus such as computer labs, library,
swimming pool and weight room. The ID card may also be used to picked up paychecks

To obtain a photo ID:

¢ Go to the office of Public Safety in the library room 1202
» Inform Public Safety that you are a College Now faculty member .
* Your photo will be taken and the card will be issued to you immediately.
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Franklin D. Roosevelt New Dorp Rockaway Park
- VACANCY NOTICE
ISSUE DATE:
CLOSING DATE:

COLLEGE: Kingsboreugh Community College

POSITION: Adjunct Lecturer in the Department of Biological Sciences
[ position(s)]

QUALIFICATIONS: Bachelor's degree in a life science or related field, Master's degree
preferred, with at least one year teaching experience.

Duties: To teach a 3 credit, 3- hour college level course to junior and/or senior students at this
high school SCI: Issues and Adventures in Science. Explores scientific issues through
integration of concepts and techniques from the biological, physical and health sciences. Issues
exanmined i e Irormankd ace I the nmiverse; im which the structure and origin of the
universe, solar system, Earth and life are considered; humankind's attempts at mastery of the
world, which focuses on space and undersea exploration, genetics research and engineering,
bio/computer technology and energy/pollution challenges; and humankind's development of self-
knowledge as studied through research on aging, the human mind, fertility, immunity, nutrition
and alternative medicine.. This class is in addition to the teacher’s regular Department of
-Education day and is tentatively scheduled to meet on (days) from (start

time) to (end time) . Duties also include attending PD meetings, participating
in special course projects (ex. writing course objectives), submitting syllabi, final exams, and
assessment data.

Salary: Rank and Salary commensurate with qualifications and experience. Starting hourly rate
$77.49 - $96.47.

Effective Date:

APPLICATIONS ARE AVAILABLE IN ROOM
FROM

" AN EQUAL OPPORTUNITY/AFFIRMITIVE ACTION/AMERICAN DISABILITY ACT EMPLOYER
Vacancy.SCI1 Revised. 1/2022

2001 Oriental Boulevard | Brooklyn, New York 11235

Telephone 718-368-5170 | Fax 718-368-5377

A College of The City University of New York -
www.kbce.cuny.edu/collegenow/index. html

or follow us on Facebook @ collegenowlive & |G @collegenowlivekee
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KINGSBOROUGH COMMUNITY COLLEGE
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Abraham Lincoln International New Utrecht Spring CrdBk Commmunity

Brooklyn Frontiers It Takes a Village New Visions AMS (Il Sports Management
Brooklyn Studia James Madison ~ New Visions HUM Il Susan E. Wagner
Channel View John Dewey New York Harbor Staten Island Technical
Clara Barton Kurt Hahn Origins Telecornmunication
Cultural Academy Leaders Port Richmond Tottenville

Curtis Life Academy Rachel Carson UFT Charter

Edward R. Murrow Leon M. Goldstein Ralph McKee

Fort Hamilien Michael J. Petrides Rockaway Collegiate

Franklin D. Roosevelt New Dorp Rockaway Park

DIRECTIONS:  Print one letter or number in each box. Leave a blank box to indicate a space. Please print clearly!

Social Security #

Student ID/OSIS #

Last Name First Name
Street Address Apt. #
Borough State Zip Code Your Home Telephone #
High School Your Cell Telephone #
E-mail Address
Date of .Birth Current Grade {circle one) Gender |dentity (Male, Female, or Other)
mm dd Yy 9 10 11 12

**PLEASE SEE OTHER SIDE FOR CLASS SELECTION**

2001 Oriental Boulevard | Brooklyn, New York 11235 |

Telephone 718-368-5170 | Fax 718-368-5377
A College of The City University of New York
www.collegenowlive.com or follow us on Facebook @ collegenowlive i .
Please follow us @collegenowlivekce on Instagram cdu;oﬁfﬂc_wv :
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Abraham Lincoln International New Utrecht Spring CBk Community
; ; Brooklyn Frontiers It Takes a Village New Visions AMS 1) Sports Management
KINGSBOROUGH COMMUNITY COLLEGE Brooklyn Studio James Madison New Visions HUM Nt _Susan E. Wagner
¢ 1k Channel View lohn Dewey New York Harbar Staten Island Technical
A Clara Barton Kurt Hahn Crigins Telecommunication
Cultural Academy Leaders Port Richmond Tottenville
’ . Curtjs Life Academy Rachel Carson UFT Charter
OISR & Edward R. Murrow Leon M. Goldstein Ralph McKee
FROGRAN FOR HIGK S J
APROGRHATFOR ,I(ZHIJOL LDEHTS . Fort Hamilton Michael J. Petrides Rockaway Collegiate
Franklin B, Roosevelt New Dorp Rockaway Park

COLLEGE NOW REGISTRATION

Semester choice

FALL D SPRING l:l 20

Please choose ONE 1% choice and ONE alternate offered ONLY by your school.

Courses 1* Choice Alternate ' Comments
BA 11
BA 60
BIO 70
BSS 1
HIS 68
HUM 1
MAT 20
MCF 40
MCM 30

o ¥ I La
L ¥ ] S v Jo]

POL 66
S5CI1

THA 50
ESL BW

SD 10/11
Please specify others not listed

Student Signature Date

Contact Period Teacher Room

2001 Oriental Boulevard | Brooklyn, New York 11235 |

Telephone 718-368-5170 | Fax 718-368-5377

A College of The City University of New York

www.collegenowlive.com or follow us en Facebook @ collegenowlive o i
Please follow us @collegenowlivekce on Instagram COLEGEMOW -

KINGSBOROUGE
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1/26/22, 1:06 PM ~ Admission Application

COLLEGE NOW

APPLICATION

Welcome,

Thank you for your interest in our College Now program! College Now is Sig;‘g On

open to NYCDOE high scheal students only. If you are a student in a High

School Equivalency (HSE) program, or a home schooled student, do not Enter your username and password. f you are a
use this application; please contact the College Now office new user, click 'Register Now'. i you forgot your

at Kingsborough Community Coflege directly to apply, fogin infermation, ciick 'Change Password/Fargot

Password',
Before you start

Make sure you have;

Username  [kaylarose115 |

1. Your 0SIS number

2. Your $5N: Note that SSN is not required to participate in Password |---- ----- " E
Coilege Now, but if you have one, you must enter it on the
application. Lagin
Helpful tips:

Registar Now

1. If you have any questions about the applicati , Or you need to
Y Y d pplication, or you t Forgot Username/Password

make changes to your application after you hit "SUBMIT" button,
you must contact the College Now office at Kingsborough
Cormmmunity College.

2. Do not use your browser's back arrow. Use navigation links and
"NEXT" or "PREVIOUS” buttons at the bottom of each page,

3. Use Internet Explorer for the best experience. If you have any
technical difficulties contact helpdesk@students.kbece.cuny.adu.

https:I/cssa.cunyﬁrst.cuny.edulpsclcnycsprd!GUESTlCAMPICIOAA_ONLINE__APPLICATION.OAA_SIGNON__COMF‘.GBL?Page=OAA_APPLICATION... 1M



Please Choose One:

POL 66: Constitutional Law (3 Hours 3 Credits)

Students will spend time leatning United States Supreme Court decigions and
opinions in several major areas of criminal justice. The course is taught via
remote learning.

HIS 19: Civil Rights and Related Movements

(3 Hours 3 Credits) This iniroductory course examines
the 20th century struggle to include African Americans as

full citizens and highlights the Civil Rights Movement's influence on
Related U.S. Movements. ’

TAH 43 — Catering and Events Management
(3 Hours 3 Credits)

Introduction to the basic skills and competencies required for catering,
food and beverage operations, and the opportunities and responsibilities
of this sector of the hospitality and tourism industry.

Parent/Guardian Acknowledgement

PLEASE PRINT CLEARLY OR TYPE

GUETCOMMUNITY GOTLRGE

JLLEGENUYY

- 82

Parent/Guardian Notification and Consent

PSY 11: General Psychology (3 Hours 3 Credits)

focus on subjects including historical background, fields and divisions,
scientific methods, biological underpinnings of thought and behavior,
learning and memory. The course is taught via remote leaming.

SOC 36: Race and Ethnicity (3 Hours 3 Credits)

Selected minority groups in America society are studied. Topics discussed include
nature of prejudice and discrimination, social meaning of minority, annihilation,
assimilation, competition, conflict, exploitation, social and cultural changes,

THA 50: Introduction to Theater Arts (3 Hours 3 credits)

This survey course is designed to provide students with a
thorough understanding and greater appreciation of
theatrical form. Readings and lectures will focus on the
relationship between theatrical theory and practice, the
various creative/ production roles essential to theatre, as
well as major artists and movements throughout theatrical
history. .

Name of Emergency Contact

Print Name of Student High School

Signature of Parent/Guardian Date

Print name of Parent/Guardian

Mailing Address (Street) Borough State Zip
Home phone # Student Cell phone # Student Email Address

Emergency contact phone #

Emergency contact email

T teackmowledgeandvonsentto e bebow mamed stodeets———M™MHm — 00— 00—
participation in this program. Although this is a remote course, I understand that he/she may have to travel band from the college
and various field trip sites by various forms of transportation. T understand that there may be risks involvedin my child’s departure

- from his/her home, school or college without adult supervision, and I assume those risks on behalf of my child and myself.,
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1

STUDENT INFORMATION AND CLASSROOM MANAGEMENT

Withdrawal procedures

Directions: at the beginning of each semester, the dates for each item listed below will be
announced.

In most schools, the dates do not apply to the high school portion of the grade.
-First and last day of classes: Determined by the high school
-Deadline for submission of students names to add/drop from a class

-Last day to withdraw from a class
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KINGSBOROUGH COLLEGE NOW BOOK POLICY

All books and materials provided by the program for college now students are the property of
Kingsborough community college. Students must complete their high schools book receipt

- school are required to follow up the students who fail to return their books or material in a timely

manner. Please check with your program coordinator for the book collection procedure that is in

place in your school.

Students are required to reimburse the program for lost item. They must issue a check or money
order, payable to Kingsborough Community college, as follow:

Hardcovers textbooks $5
Softcover textbooks $25

Softcover novels $10

Please make all effort to collect books and materials that were distributed to students as the
college now program cannot easily replace items that are lost.
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Kingsborough Community College
Official College Now Grading Policy
Grade Definition
A+ A, A- Excellent
B+, B, B- Good
C+ C Satisfactory
W This is a non-penalty grade assigned by the

KCC Registrar. The student will be officially
withdrawn from the roster. |

College Now Program Grading Policy Effective Fall 2021
Effective Fall 2021, in the College Now program the only passing grades
permitted will be iterations of A through C. Lower passing grades
such as C-, D+, D and D- will automatically convert to the grade
of CR (credit) and the F, WD, WU, W, WN grade will convert to
NC (No Credit), CR will carry academic credit and NC will not.
Neither grade will impact the student’s GPA. Upon matriculation,
NC grades earned during College Now program, will not impact
students financial aid status.

2001 Oriental Boulevard 1 Brooklyn, New York 112351

Telephcne 718-368-5170 | Fax 718-368-5377 o
A College of The City University of New York .
www.collegenowlive.com or follow us on Facebook @ collegenowlive -
Please follow us @collegenowlivekce on Instagram

IO
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! Héw to View My Schedule & Class Boster

1. Login to CUNYfirst at https://home.cunvfirst.cuny.edu

2. Select HR/Campus Solutions, then Self Service followed by Faculty Center
3. Click My Schedule. The currenit term will show.

Note: For future terms or to show other CUNY colleges select “Change Term. “button and select appropricte term/college.

My Schedule

My Exam Schedul

2014 Spring Torm | Borough of Manhatian CC

pelect display eption: B show Al Classes £ Show Enrolled Classes Only

@ Grade Hoster @ LeserEng Manngement

Eavallad Dave B Tinies &

FRESHMAN YEAR EXPERIENCE 3 M 8:004M - 3:50AM dlain Bldg lan 27, 2014-
{M=szage) 5719 Fsh 20, 2014

4. To view your class roster, select the Class Roster lcon next to the course. You will be directed to a listing of all student
enralled in your class with their corresponding CUNYfirst ID# and program.

Notes: (1) if vou are teachmg more than one class, select “Change Cluss™ button to select the next class roster you want to
view. {2) Students who have officially withdrawn from your r:{ass will not appear on your “Enrciled” roster,

2054 Eoring Terw | Segular Academic Tession | Borough of Manfaban G0 | U Mmg,md;.zaru

308 i ' ] nﬁtrudar
Mo 3:D0AM-8:50AM Main Bidg 5719 ialeera Murdaugh le.??f?.(ilé 02/20/2014 -

*Envolinent Status [Eniolied ¥

Enroliment Capacilty ag Envolled 12

5, Ifyou wish to download the roster into Excel format, click the download icongs, Roster will open up in a hew window or

new tab (depending on browser),
Notify i Hame Grade Bagis | Units Program and Plan Level
NOG 0| Undergraduate - Early Childhood Fduration |tower FR




Grade Roster

Final grades must be submitted on CUNYfirst at the end of each semester. You will receive an email notification in your
KBCC email account informing you of the availability of the Grade Rosters and the deadline dates, Please note that the grade
rosters may contain some grades already assigned by the Registrar, such as official withdrawal (W}. Please make sure to
follow the steps below to submit your students’ grades as there are a few steps that are very specific.

EESEUEEASA S HeAB AbhontsEEay FEEFRASFEAL LA ESAAGRI D u b bk domspgeerean wasnanEHE EENERI A HEEEEEE GG E F R T R R L LT L T Ty

O HOW TO SUBMIT GRADE ROSTER ON CUNYFIRST O

1. Login to your CUNYTirst account, and Click on Faculty Center in the CUNYfirst MENU, and then My Schedule. (If
vou do not see Faculty Center on your account, contact the IT Helpdesk @ 718.368. 4840 )

0 'hﬂn'bn G

= Iviase

‘ _ (?&%Ti?lé o _ :
323456? ' Founda?iensmf%duc&tsaﬂ R T __:&'?:?{5
"V"mjiﬁégéi?é SacraESciem:a inEducation. . - e

3. Your My Schedule page should list all of your current classes. Click on the Grade Roster icon next to the class for which
you are entering grades.

4. In order to start entering the grades, Grude Roster Type should be set to Final Grade and Roster Action *Approval
Status needs to be set to Save but Not Submit.

- Grade Roster Action:

E)lspiay Opt:ons, _
*Approval Status _ ! Save but viot subroit m@g

“Grade Rostér Type .  Final Grade

m Digpslay _i_ihassi_gned _Rdsté_r.G;ade Oniﬁf_
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5. The default display shows the first twenty students. To see every student on the grade roster, click the View All link
below the last row.

‘Dogjohn | |T K| GRD | Undergraduse - Edication

205678 |l 1 T ko | Undergraduste: Education

3| sasereo0 | RodreguezPals | |17 gl GRD | Undergraduate- Education

D | Undergrauae - Education + | -

6. Select the grade from the dropdown box to the right of each student’s name in the column lab eled Roster Grade.

7. Once you're done entering grades, click on the Save button at the end of the page. Yon may save a roster as many times
as you wish. It is recommended that you save early and save often.

8. Once you save the grades entered, scroll up to the top of the page, and change the *Approval Status from Save but Not
~ Submit to Submi_t Grades to Registrar, and click on the Save button rext to it. This will only work, if grades for
ALL students have been entered.

Gra’d;s:.Roste'riAcfiQn:

Display Options: i
*Approval Statis - oot grardes to seglstrar g2

“Grade RosterType | Final Grade - (8]
- || Display Unassignied Roster Gtade Only

9. After you have saved the status of the grade roster as Submit Grades to Registrar, a Post bution will appear at the
bottom right hand side of the page. Clicking the Post button will submit the grades to the registrar and also make the
grades immediately available to the students in the class.

10. Click on Return button, and repeat the same process for the rest of your classes.



Abraham Linceln Food and Finance
xmcsmmgmmsﬁ&wmw CALLRGE Brooklyn Studio ' Fort Hamilton
i i Channel View Franklin D. Roosevelt
Clara Barton Hospitality Management
Cultural Academy for International
the Arts & Scientes It Takes a Village
Curtis Jamas Madison
Edward R. Murrow John Dewey

Spring, 2022
Dear College Now Instructor,

Welcome back to the Spring 2022 semester,

Kurt Hahn

Leon M. Goldstein
Michaei J. Petrides
New Dorp

New Utrecht

New York Harbor
Part Richmend
Rachel Carsen

&
39

Ralph McXee
Sheepshead Bay
South Brooklyn

Sports Managemeant
Staten [sland Technical
Susan E, Wagner
Telecommunications
Tottenville

William E. Grady

Note that you are required to submit the following end-of-term 1nformat10n and

documents:

1. Enter Final Grades via CUNYFIRST. Directions on the link below:

hiips:/ /wwiw.kbec.cuny.edu/ CollegeNow / Documents/ Grade_Roster_instructions.pdf

2. Provide us with a chart (any format) which reflects grades for all quizzes,
tests, report, assessments, etc. for each student enrolled. Attendance
records are not required but you can provide us with the information, if

you choeose to.

3. One copy of the final exam or assignment administered to students. Make
sure that the copy reflects the following information: your name, course,

school and semester on the front page.

The chart and final exam can be e-mailed to us @ CollegeNow@kbee.cuny.edu.

Note that the final exam will be forwarded to the rcspectwe Department Course

Coordinator for’ review.

The submission date for all materials will be provided to you at a later date.

Thank you for your continued support of the College Now Program.

Entba Detacry

Erika Delacruz _

Office of Collaborative Programs, F102
2001 Oriental Blvd. Brooklyn, NY 11235
T: (718) 368-5170 F: (718) 368-5377

2001 Oriental Boulevard | Brook[yn, New York 11235 | Telephone 718-368-5170| Fax 718-368-5377
A College of The City University of New York
www,collegenowllve.com




- POLICY AGAINST SEXUAL HARASSMENT
Policy statement:

It is the policy of The City University of New York to promote a cooperative work and academic
environment in which there exists mutual respect for all University students, faculty, and staff.
Harassment of employees or students based upon sex is inconsistent with this objective and
contrary to the University’s non-discrimination policy. Sexual harassment is illegal under
Federal, State, and City laws, and will not be tolerated within the University.

The University, through its colleges, will disseminate this policy and take other steps to educate
the University community about sexual harassment. The University will establish procedures to
ensure that investigations of allegations of sexual harassment are conducted in a manner that is
prompt, fair, thorough, and as confidential as possible under the circumstances, and that
appropriate corrective and/or disciplinary action is taken as warranted by the circumstances when
sexual harassment is determined to have occurred. Members of the University community who
believe themselves to be aggrieved under this policy are strongly encouraged to report
allegations of sexual harassment as promptly as possible. Delay is making a complaint of sexual
harassment may make it more difficult for the college to investigate the allegations.

http://www.cuny eduw/'wp-content/uploads/sites/4/page-assets/about/administration/offices/legal-

affairs/policies-resources/Sexual-Misconduct-Policy.pdf
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TO: The Coltege Community
FROM: President Claudia V. Schrader

RE: Workplace Violence Policy and Procedures

Altached is a copy of the Workplace Violence Policy and Procedures, adopted
by the Board of Trustees at its February 2011 meeting.

It is the policy of The City University of New York to promote a safe and
comfortable environment for all members of the academic community. It is the
goal of Kingsborough Community Coilege to effectively implement the
Workplace Violence Policy and Procedures.

A Workplace Violence Advisory Team has been established on the campus.
The Workplace Violence Advisory Team, in connection with the College
Advisory Commitiee on Campus Security, will respond to and address
workplace violence issues and concerns. The Team will also conduct training

in the prevention and awareness of workplace violence.

As President, | urge you to Carefully review the Policy and be attentive to this
issue.

Attachments:
The City University of New York Workplace Violence Policy and Procedures
Kingsborough Community College Workplace Advisory Team

Please click here to review the Workplace Violence Policy and
Procedure

Kingsborough Community College Workplace Violence Prevention
Program

The City University of New York Campus and Workplace Violence
Prevention Policy '




9z .

Academic Integrity Policy

Kingsborough Community College strives to promote academic integrity
among students to help prepare them for their future endeavors. The
International Center for Academic Integrity defines academic integrity by 5
core values. These values are as follows:

1. Honesty: The quest for truth and knowledge by requiring intellectual
and personal honesty in learning, teaching, research, and service

2. Trust: Academic institutions must foster a climate of mutual trust in
order to stimulate the free exchange of ideas.

3. Fairness: All interactions among students, faculty and administrators
should be grounded in clear standards, practices and procedures.

4. Respect: Learning is acknowledged as a participatory process, and a
wide range of opinions and ideas is respected.

5. Responsibility: A thriving community demands perscnal accountab|l|ty
on the part of all members and depends upon action in the face of

wrEA R el A o ey
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To reach academic success, one needs to uphold the 5 core values of
honesty, trust, fairness, respect and responsibility. Failure to do so may result
in charges of academic dishonesty. Academic dishonesty is prohibited by
CUNY and Kingsborough Community College and is punishable by penalties,
including failing grades, suspension, and expulsion. Examples of academic
dishonesty include, but are not limited to, cheating, plagiarism, internet
plagiarism, obtaining unfair advantages, and falisification of records.

Definitions and Examples of Academic Dishonestly

1. Cheating is the unauthorized use or attempted use of material,

~ information, notes, study aids, devices or communications during an
academic exercise. Examples of cheating include but are not limited to:

2. Copying from another student during an examination or allowing
another to copy your work.

3. Unauthorized collaboration on a take home assignment.
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4. Using notes during a closed book examination.

Changing a graded exam and returning it for more credit.

6. Submitting substantial portions of the same paper to more than one
course without consulting with each instructor.

7. Preparing answers or writing notes in a blue book (exam booklet) before
an examination.

8. Allowing others to research and write assigned papers or do assigned
projects, including using commercial term paper services.

9. Giving assistance to acts of academic misconduct/dishonesty.

o

10. Fabricating data (in whole or in part).

11. Falsifying data (in whole or in part).

12. Submitting someone else's work as your own.

13. Unauthorized use during an examination of any electronic devices

such as cell phones, computers or other technologies to retneve or send
information.

14. Plagiarism is the act of presenting another person's ideas,
research or writings as your own. Examples of plaglansm include but
are not limited to:

15. Copying another person's actual words or images without the use
of quotation marks and footnotes attributing the words to their source.

16. Presenting another person's ideas or theories in your own words
without acknowledging the source.

17, Failing to acknowledge collaborators on homework and laboratory
assignments.

18. Internet plagiarism, including submitted downloaded term papers

or parts of term papers, paraphrasing or copying information from the
internet without citing the source, or cutting and pasting from various
sources without proper aftribution.

19. Obtaining Unfair Advantage is any action taken by a student that
gives that student an unfair advantage in his/her academic work over
another student, or an action taken by a student through which a
student attempts to gain an unfair advantage in his or her academic
work over another student. Examples of obtaining unfair advantage
include but are not limited to

20. Stealing, reproducing, circulating or otherwise gaining advance
access to examination materials.
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21, Depriving other students of access to library materials by stealing,
destroying, defacing, or concealing them.

22. Retaining, using or circulating examination materials which clearly
indicate that they should be returned at the end of the month.

23. Intentionally obstruéting or interfering with another student's work.

24, Falsification of Records and Official Documents. Examples
include but are not limited to:

25. Forging signatures of authorization.

26. Falsifying information on an official academic record.

27. Falsifying information on an official document such as a grade
report, letter of permission, drop/add form, ID card or other college
document.

Reporting Suspected Incidents of Academic Dishonesty

Once a faculty member suspects that a student has committed a violation of
the CUNY Academic Policy, he or she shall review with the student the facts
and circumstances of the suspected violation whenever feasible. If a faculty
member concludes that here has been an incident of academic dishonesty
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the Faculty Report Form for Suspected Incidents of Academic Dishonesty.

The Academic Integrity Officer shall update the Faculty Report Form for
Suspected Incidents of Academic Dishonesty after a suspected incident has
been resolved to reflect the resolution. Unless the resolution exonerates the

~ student, the Academic Integrity Officer shall place the form in a confidential
academic integrity file created for each student alleged to have violated the
Academic Integrity Policy and shall retain each form for the purposes of
identifying repeat offenders, gathering data, and assessing and reviewing
policies. Unless the student is exonerated, written decisions on academic
integrity matters after adjudication shall also be placed in the student's
academic integrity file.

For more information regarding CUNY’s Academic Integrity policy, please
refer to https://www.cuny.edu/about/administration/offices/legal-
affairs/policies-procedures/academic-integrity-policy/.




