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The University of North Alabama is proud to offer our Early College (EC) dual enrollment
program. The mission of the Early College program at UNA is to increase access to higher
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First Steps

Congratulations! We are delighted to count you among our outstanding Early College faculty.
But, what next? The following steps will guide you through the process of preparing your
college course.

1.

Obtain your UNA login credentials. Those credentials can be found in the email you
received from UNA’s Human Resource Office when you were hired, and they allow you
to access email, library materials, and Canvas (UNA’s learning management system).
Explore the UNA homepage. On the homepage, you will find links to various resources
you will use as an Early College instructor, including the Library, Portal (the system
through which final grades are entered), the Registrar, Canvas, and much more.

Visit Canvas. Here you will log in and find the link to your Professional Development
Canvas course. Additionally, you will build your EC class within Canvas.

Visit your department’s website. If you have not received correspondence from your
department chair and/or administrative assistant, reach out to them and introduce
yourself.

Visit the Instructional Technology Services website. ITS provides technical support, and
they are broadly concerned with technology access. If your email does not work, or your
login credentials fail, reach out to the ITS help desk through their website. Also, note
that you and your students are entitled to free Microsoft Office products. This can also
be found on the ITS website.

Visit the Educational Technology Services website. ETS is concerned with the
instructional side of tech support. ETS can assist you with Canvas-related questions or
problems, instructional design, and other aspects of the use of technology in teaching.
Visit the Simple Syllabus webpage from the ETS website. Simple Syllabus is a syllabus
management tool that integrates with Canvas and allows you to build your syllabus. All
UNA faculty — including EC faculty — are required to use Simple Syllabus to post their
syllabus in Canvas.

What is the difference between Early College and Dual Enrollment?

Early College allows high-achieving high school students the opportunity to complete college
coursework before high school graduation. Instruction may occur on UNA’s campus, online, or
in the high school setting. Early College courses are considered dual enrollment courses when
the student receives college credit and high school credit for successful completion of the
course. Dual Enrollment courses adhere to the same academic standards and rigor as a
traditional college course and should be designed and taught with that in mind.



Accreditation

UNA is accredited by the Southern Association of Colleges and Schools Commission on Colleges
(SACSCOC). UNA policies and procedures are evaluated by SACSCOC and must be standard
across instruction levels and modalities. This means that Early College faculty and courses must
adhere to the same policies and procedures as



Early College Liaisons



v SchoF rgFa -~ =

Publications Exhibits and Performances

Presemations tellectual Prog

AR

Contracts, Folowsbips, Grants and Sponsored Research SACSCOC Vitae

4. Click "Add New."

{ SACSCOC Vitae

| Add New

Filters: MNone

] Upload documents = Record Qwned = Ornginal Source = [Last!

5. Upload your most recent CV into the box provided.

Activities CV imports

Upload SoCamants

Drog file here or sel- '™ =

6. Click "Save" in the upper right-hand corner.

Edit SACSCOC Vitae e MErer | B Save o 202 dncen

Lphinad] i wrrevily

Drop file here or select 1o upload



Following this process will allow UNA’s SACSCOC Leadership Team to ensure that each faculty
member’s CV is accurately presented and linked within our faculty credentials roster.

Required Training

All UNA employees, including EC faculty, are required to complete periodic online training (e.g.,
diversity training and IT security training). Information regarding the required training will be
circulated via UNA email.

Teaching an Early College Class

Part of the appeal to Early College faculty and students alike is the challenge that these courses
present. As a college course, the rigor of the class should be significantly higher than students’
high school classes and therefore
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UNA’s Collier Library, attend on-campus events at low or no cost, and provides access to
student programs. There is no cost associated with obtaining a Mane Card. For more
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More information on reporting test scores to UNA may be found on the Office of Admissions
webpage.

If you are interested in offering placement tests at your school, please reach out via email to
earlycollege@una.edu. Be sure to include your name and school.

Faculty and Student Evaluations

Faculty Evaluation
l. Purpose
The Early College faculty evaluation process should assure that students receive instruction

from knowledgeable, enthusiastic, effective, and student-oriented faculty. The specific
purposes of adjunct faculty evaluation are as follows:

. To recognize and acknowledge good performance;

. To identify satisfactory performance and assist faculty who are performing
satisfactorily further their growth;

. To identify weak performance and areas in need of remediation; and

. To document unsatisfactory performance.

The Early College faculty evaluation process should be used when determining if an Early
College faculty member will be issued a contract to
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Teaching Evaluation form or develop an evaluation form that is department and curriculum
specific.

a. Classroom observation: Early College instructors teaching for the first time
within the College of Arts, Sciences, and Engineering will be required to have the
departmental Early College liaison observe their teaching in an assigned course
during the first semester of hire. Additional observations will follow the timeline
described previously.

I.The observation period should be a minimum of 50 minutes.

il.The departmental Early College liaison will consult with the Early College

faculty member regarding details surrounding the observation.

4. Upon completion of the College Adjunct Teaching Evaluation form (or departmental
equivalent) and review of current and/or previous student course evaluations, the
department chair will meet with the Early College faculty member (virtually or in-person) to
provide feedback.

5. The department chair and Early College faculty member will sign the teaching evaluation
form (or equivalent) and send it to the CASE Dean’s Office, which will serve as the
repository for faculty evaluations.

It is important to note that this evaluation as part of your UNA faculty record is distinct from
any evaluation process that may exist at your high school.

Student Evaluations

All students will have the opportunity to complete an evaluation of their course though Canvas.
Faculty should encourage students to participate in order to receive a representative sample of
responses. Students and faculty will receive an announcement via their UNA email once the
evaluation form is available. Evaluations are typically conducted around the last week of the
semester and are available for 3-5 days. More information on course evaluations can be found
on the Online Course Evaluation webpage.
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Points of Contact

Topic

Resource

Admissions

admissions@una.edu

Benefits, Payroll

earlycollege@una.edu

Campus Visit Logistics

earlycollege@una.edu

Canvas problems (Canvas is not working
properly)

Click the help button within Canvas

Class content, required course materials

Your department chair’s email

Class Roster
Course Withdrawals
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parents, parent, or guardian. Once submitted, their request will be sent to the Office of
the Registrar for processing.

More information on FERPA can be found on the Registrar’s FERPA webpage. Questions about
FERPA and student disclosure should be directed to registrar@una.edu.

Is attending the Early College Summer Professional Development Workshop a requirement?

The Early College Summer Professional Development Workshop is a special event designed to
assist our EC faculty in understanding their professional obligations and providing their students
with an outstanding learning experience. Attendance is required for Early College faculty. If you
have any questions, please contact earlycollege@una.edu.

What is the process to be hired as an Early College Instructor?

Teachers who wish to become Early College faculty offering classes that apply toward a
baccalaureate degree must have a master’s degree in the teaching discipline or a master’s
degree with a concentration in the teaching discipline (i.e., minimum of 18 graduate semester
hours in the teaching discipline).

Teachers who wish to become Early College faculty offering classes that apply toward an
associate degree that are not intended for transfer to a baccalaureate degree must have a
bachelor’s degree in the teaching discipline, or associate’s degree and demonstrated
competencies in the teaching discipline.

Teachers who wish to be considered as Early College faculty members should follow the steps
outlined on the Early College Professional Development webpage
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Scholarship Opportunities

Early College Scholarship Opportunity

Students who participate in UNA Early College may receive additional scholarship funding
following high school graduation applied toward their UNA Scholarship package. Visit the Early
College Admissions webpage for more information, including funding amounts, eligibility, and
deadlines.

UNA LEAD Initiative

UNA is proud to partner with several Alabama school systems. The LEAD initiative allows school
system employees to obtain an advanced degree, certification, and/or micro-credential from
UNA in an online format at a reduced cost. More information on the LEAD Initiative, current
school system partners, and instructions may be found on the UNA LEAD Initiative Information
webpage. This does not replace tuition and fee remission you are entitled to as an EC faculty
member but is in addition to it.

UNA LEAD Scholarship for Students

UNA offers the LEAD Scholarship to a graduating senior from each of our LEAD educational
partner districts. This scholarship awards $10,000 per year for four years ($40,000 maximum).
More information on the LEAD Scholarship may be found on the LEAD Scholarship webpage.
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Campus and Faculty Resources

e UNA Homepage. On the homepage, you will find links to the Library, Portal (the system
through which final grades are entered), the Registrar, Canvas, and a wide variety of
resources and activities.

e Academic Programs and Departmental Website Links. Here you will learn more about
UNA’s academic offerings.

e Canvas Help Website. For all questions Canvas related, visit the Canvas Help website.

e Collier Library. UNA’s Collier Library provides both electronic and physical access to a
variety of materials, including course reserves, electronic journals, and streaming video.
Please visit their website and consider scheduling a meeting with your library liaison to
learn more about Collier Library’s services.

e Educational Technology Services website. ETS is concO g
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Disability Support Services

UNA’s Office of Disability Support Services provides support and appropriate accommodations
for students with learning, physical, and psychological disabilities. These services include initial
determination and application of classroom accommodations, alternative testing program,
academic guidance and study skills sessions, assistive technology, and alternate formats. For
more information, visit the Disability Support Services website.

In accordance with the Americans with Disabilities Act (ADA) and Section 504 of the
Rehabilitation Act of 1973, the University offers reasonable accommodations to students with
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Title IX

The University of North Alabama has an expectation of mutual respect. Students, staff,
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