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This manual is intended to be a companion to the following important documents:

1. Warner Pacific University Employee Handbook
2. Warner Pacific University Faculty Handbook
3. Warner Pacific University Adjunct Manual

Please consult these documents for over-arching policies and institutional procedures. This
document is targeted to Professional & Graduate Studies faculty, to outline program-specific
policies and procedures.
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Warner Pacific is a Christ-centered, urban, liberal arts university dedicated to
providing students from diverse backgrounds an education that prepares them

to engage actively in a constantly changing world.

The Professional & Graduate Studies (PGS) program is designed to fulfill the with
the needs of working adults in mind. PGS instructors are expected to be familiar with and

supportive of the Warner Pacific mission, vision and core values and themes, as well as to utilize

strong andragogical practices in the classroom.

WPU Vision

>

Mission-driven leaders who change the world.

WPU Values

>

YV V V V

We learn in an inclusive community.

We innovate toward experiential learning and academic relevance.
We engage our spiritual journey with Christ at the center.

We serve and care for our city and world.

We cultivate curiosity, creativity, and purpose.

WPU Core Themes

>

YV V V

Theme 1: Cultivating a Christ-centered learning community

Theme 2: Collaborating with and for our urban environment

Theme 3: Fostering a liberal arts education

Theme 4: Investing in the formation and success of students from diverse backgrounds
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Our purpose as a university is to develop persons as change agents characterized by integrity,
personal and social transformation, a sense of mutual responsibility and a pursuit of personal
excellence. The PGS program at Warner Pacific University ensures that the student’s education
has a positive impact on every aspect of life. Administration and faculty are at the center of a
dedicated community whose focus is to help adult students achieve their personal and
professional goals. Most often, classes meet one course at a time, on the same night and at the
same time and place, or online, to allow the student to strategically plan for their learning
experience. A dedicated faculty delivers a curriculum that integrates theory and practice to
ensure that the students’ education has a positive impact on every aspect of their lives — career,
family, and community.

The faculty and staff of PGS are fully supportive of the WPU mission and committed to
reflecting these values in our programs and personal interactions. To imbue our programs
with these values and to see these dispositions reflected in our graduates, PGS programs are
designed to produce developmentally appropriate student outcomes.

Theme 1: Cultivating a Christ-centered learning community

Outcome 1A: The learner will be able to articulate the relationship between faith and program
areas of study.

Outcome 1B: The learner will cultivate healthy, caring relationships with self and others.
Outcome 1C: The learner will display a commitment to personal integrity and living a life of

love.

Theme 2: Collaborating with and for our urban environment

Outcome 2A: The learner will gain awareness of the unique challenges and opportunities of an
urban context.

Outcome 2B: The learner will develop skills necessary to make positive contributions to affect
thriving urban environments.
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Outcome 2C: The learner will develop a passion for transforming local communities.

Theme 3: Fostering a liberal arts education

Outcome 3A: The learner will understand the value of a liberal arts education focused on the
development of the whole person.

Outcome 3B: The learner will develop critical thinking and life-long learning skills.
Outcome 3C: The learner will apply insights from the arts and sciences to professional

challenges as well as questions of meaning, purpose, and identity.

Theme 4: Investing in the formation and success of students from diverse backgrounds

Outcome 4A: The learner will demonstrate respect for and appreciation of difference in a
multicultural world.

Outcome 4B: The learner will develop skills in reconciliation and peace-making.

Outcome 4C: The learner will demonstrate a willingness to engage in efforts that will foster
inclusion and justice in his/her sphere of influence.

As an institution committed to best practices in adult learning, PGS academic programs strive to

be:

1. Learner centered. Our focus is on the transformation of the learner, not merely the
transmission of knowledge. Toward that end, instructors will use teaching
methodologies that engage the whole person and focus on the development of
cognitive and personal competencies in the learner.

2. Developmentally appropriate. Because adult learners are capable and desirous of
making conceptual connections between theory and practice, programs will focus on
the higher order thinking skills of analysis, synthesis, and evaluation.

3. Relevant. Adults need practical solutions to real world problems. Adult programs will
connect theory to practice in a way that is accessible and useful.

4. Respectful. Adult learners bring a lifetime of experience and knowledge into the

classroom. Those who facilitate the learning environment for adults will do so in a way
that is respectful and inclusive of the rich experience and diversity of learners present.

5. Responsive. Adult learners lead active and busy lives and PGS courses are offered in an
accelerated format. Instructors and facilitators will commit to providing prompt and
helpful feedback in the learning process.
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6.

Transparent. Adult learners and facilitators will partner in the learning process.
Assignments will assist learners in connecting theory to practice, and expectations and
the means of evaluation will be clearly communicated in advance.

Transformative. Through interaction with learning teams, engagement with
practitioners and academic leaders, and challenging academic experiences, adult
learners will experience the transforming power of learning within the context of a
supportive community.

As an institution committed to best-in-class service to learners, PGS administrative services

strive to provide:

1.

Ease of use and access. Electronic resources for services from admission to academics to
finances to graduation are available to all learners.

Clarity. Trained staff members are available to assist each individual student in
navigating his/her program and requirements.

Predictability. Fixed schedules, consistent practices, and access to online academic
information allow busy adults to manage the requirements of higher learning within the
context of an active life.

Responsiveness. Staff and faculty provide quick and clear solutions to problems.
Empowerment. Staff members commit to providing students with the skills and
resources necessary to make informed and effective decisions to reach their educational
goals.

Living our Mission: Recognizing that all are created in God’s image, as a Christ-centered

community we encourage respect, love, sensitivity, effective communication, ethical behavior,

team effort, and creative problem solving in all our relationships. Our hope is to reflect Jesus

Christ’s example of love and mutual service in the quality and tone of our conversations and

daily interactions.
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Once a candidate has done a teaching demonstration, been interviewed, and been cleared by
Human Resources, the candidate becomes eligible to teach as courses become available.
Program deans indicate the course(s) for which each instructor is eligible, and then PGS
personnel contact individual instructors to offer courses for consideration. Courses are typically
assigned 2-4 months ahead, based on the instructor’s verbal agreement. After a course is
assigned, a contract is generated approximately 1 month in advance of the course start date.

Contracts are sent via DocuSign to the instructor’s Warner Pacific email address
(@warnerpacific.edu). Instructors are asked to review their contract before approving through
DocuSign. Contracts should be returned prior to the deadline specified on the contract.

Contract rates for adjunct instructors are standard across WPU, based on the number of credit
hours in the course, the course level (grad/undergrad), and the classification of the instructor
(Adjunct Level I, Il or lll). Instructors are placed on a salary level at their time of entry, based on
several factors including highest degree held, certification within a discipline, and years of
teaching experience. The Academic Affairs office reviews adjunct levels each summer to
determine if an instructor should advance to the next level. Note that most adjunct instructors
are assigned to Level | and Il. Level lll is a special category that is assigned only by invitation of
the program leader and carries with it additional administrative and/or advising load beyond
teaching.

For current rates and pay level, contact the Associate Vice President of PGS.

Contracts are paid through the regular payroll system, and checks are issued on the last
business day of each month. Contracts are divided into equal payments over the months of the
course. For example, for a course that starts in June and ends in July, one half of the contract
amount will be paid the end of June, and the other half will be paid the end of July.

Paychecks are issued by the payroll office and employees are strongly encouraged to arrange
for automatic deposit. Contact the Payroll office to make appropriate arrangements.

Due to processing times, requests for payment must be received in the Payroll Office no later
than the 18™ of each month. Assighments completed after that time will be paid in the
following payroll month.
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Class sizes are closely monitored and typically fall between 6 and 24 students. Classes with
fewer than six students may be canceled and classes with more than 24 students are typically
divided into two sections. Occasionally there may be extenuating circumstances that require a
class to run with fewer than six students. In such cases, a low enrollment contract is offered.
This contract is pro-rated, based on the number of students in the course. For example, if there
are four students enrolled, a contract is offered that is 66% (4/6) of the regular contract rate.
Whenever possible, low enrollment courses are identified ahead of time. In rare cases, class
enrollments drop below the minimum level after a contract has been issued, or a low
enrollment course achieves the minimum level of enroliment. In these cases, an adjustment to
the contract is issued reflecting the appropriate enroliment level of the course. Once a course
begins, however, no adjustment to the contract will be made, even if the enrollment level drops
below the required level.

Because PGS is an accelerated program and courses have very few sessions, instructors are
asked to commit to being present for every week. Occasionally emergency circumstances arise
that make it necessary for an instructor to miss a class session. In these cases, we will assist in
securing a substitute teacher for one class session.

Substitute teachers must be coordinated with the PGS Academic Services office. For help
identifying a qualified substitute, or to discuss the possibility of teaching the session online, you
may contact or your program leader.

Warner Pacific University provides sick time in accordance with State of Oregon’s Sick Time law
as reflected in the Employee Handbook, Section 4.5 located on our website. Absences covered
under this category require tracking and completion of a timecard which PGS will email to you
upon notification of your illness. Contact the Human Resources Office for questions you may
have regarding the State of Oregon Sick Time law.

Substitute instructors are paid at the rate of $200 for one workshop/evening, and they are
responsible only for facilitating the instruction for that evening — they are not responsible for
any grading in the course. If the instructor’s absence is due to a medical or other emergency,
WPU will cover the cost of the substitute instructor. If the absence is not caused by an
emergency (e.g., unexpected travel), the instructor’s contract amount will be reduced by the
amount required to pay the substitute instructor.
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Decisions regarding class cancellations due to inclement weather or other emergency
circumstances are made by WPU'’s central administration and will be announced via email and
text alerts.

To subscribe to the Omnilert messaging system, sign up at

Every effort will be made to decide on cancellations in time for adult students to receive the
information before beginning travel to their campus location.

If a session is canceled, instructors are encouraged to use the online learning management site
(LMS) for the course to facilitate the learning for that week. The instructor is asked to email the
students through the (LMS) course site to give them instructions regarding how
to participate in the course for that week. Activities may include a synchronous Zoom session,
discussion questions, additional reading/writing, an online podcast, PowerPoint, etc. to replace
the planned instruction for that workshop. Students should also be asked to submit their
assignments for the week through the online course site.

If it is impossible for the coursework to be managed online and the evening’s content cannot be
handled through the subsequent workshop (e.g., it is the last workshop for the course, or the
activities were to be class presentations), the instructor may work with the students to find an
alternative time to meet with the class. In this rare case, the meeting (1) must be held in a WPU
classroom, (2) must be coordinated with the PGS Office of Academic Affairs, and (3) must
provide alternatives for any student who is not able to be present in the newly scheduled

session.

Should inclement weather become an issue during a face-to-face workshop, instructors should
use their discretion regarding releasing the class early. If the instructor releases the class early,
the same process (managing remaining content online) should be used to complete the
requirements for that week’s class. If the instructor chooses not to release the class, students
who have a substantial distance to drive or other extenuating circumstances that lead them to
conclude that leaving early would be in their best interest, the instructor is encouraged not to
penalize the student. However, students who make a personal decision to leave class should be
held to the same course requirements as the rest of the class.

Students who are driving in from long distances and choose not to attend class due to
inclement weather may be accommodated (e.g., allowed to substitute alternative assignments
for “in-class” exercises), but should be expected to complete all requirements of the course
according to the same timelines as the rest of the class. Students should be reported as absent.
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(NOTE: if the absence would lead to the student being absent for more than 4 hours of the
course, the student may appeal for an exception to the attendance policy through the Academic
Policies Committee and the appeal will be considered on its merits.)

To provide developmental feedback, our deans and academic leaders may sit in on class
sessions as an observer. The observer will coordinate the time and place of the observation
with the instructor and will arrange for a time to review the observation together. Classroom
observations may take place in face-to-face sessions, as well as in the online environment.
Observers in the online environment will coordinate with the instructor and secure access to
the course through the PGS Academic Affairs office; in no case will the observer be present in
the course without the instructor’s knowledge.

The is available in the Appendix.

Please review this important policy in Section 10 of the Employee Handbook. All Warner Pacific
employees are expected to know and abide by the guidelines of all employee policies.
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The PGS program is specifically designed to serve adult learners in developmentally appropriate

ways. Instructors are asked to ensure that their classrooms are accessible to and appropriate

for adult learners by incorporating andragogical practices in their instruction. (These principles

are based on Malcolm Knowles seminal work, .)

Andragogy (contrasted to pedagogy) identifies several assumptions about adult learners that

make them substantively different from younger learners:

5.

Adults are typically more independent and self-directed.

Adults have accumulated a wide variety of experiences that provide additional
resources for learning.

Adults are physiologically and socially more ready to learn than younger students.
Adults are oriented toward problem-solving and focused on the application of learning
to their tasks.

Adults are internally motivated and goal oriented.

To craft instruction that meets these unique developmental needs, Knowles suggested four

principles to guide instruction:

1.

Involve the learners in the planning and evaluation of their instruction. Ensure that
expectations are clear and that learners have ample opportunity to understand what
will be expected of them.

Acknowledge the experience that adult learners bring into the classroom as vital and
important, and incorporate the knowledge gained from that experience in the course
instruction.

Keep the instruction focused on relevant and applicable skills and understandings.
Adults learn best when they can immediately apply and integrate knowledge in their
work or personal lives.

Focus instruction on problem-solving and higher order thinking skills (integration and
synthesis), rather than on the transmission of information.

In addition to the incorporation of andragogical principles in classroom, Warner Pacific

University offers several other support services to ensure adult learners can optimize their

university experience.
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Full descriptions of programs of study, course descriptions, and academic policies are included
in the Warner Pacific University Catalog. The catalog is produced each Fall and includes
information on academic policies and structures that impact both the traditional and adult
programs. (The PGS Bulletin has now been fully incorporated into the WPU Catalog.) Current

and previous WPU catalogs can be found online on the page. The academic
catalog page is also accessible via the page. Additionally, many useful resources
can be found on the page. The student and faculty/staff pages are also

accessible at the bottom of the Warner Pacific University

The Academic Success Center provides students with tutoring, academic mentoring, and
academic coaching to help them develop the skills necessary to maximize their current and
future academic potential. They provide skill-specific and course-specific tutoring. To access the
Academic Success Center, students may review the resources on the website

( ), call (503.517.1122) or go to the
office, located in the Student Life Center, right next to Tabor Grind on the first floor of Egtvedt
Hall on the Tabor campus.

Warner Pacific University provides academic adjustments and auxiliary aids for qualifying
students consistent with Section 504 of the Rehabilitation Act and the Americans with
Disabilities Act (ADA) and the Americans with Disabilities Act Amendment of 2008.

Any student who has a documented disability that may require accommodation to fully
participate in university courses should contact the Office of Career and Life Counseling
(503.517.1119) as soon as possible, if possible, more than 30 days prior to the beginning of the
course in which accommodation is requested.

Instructors are asked to refer students to initiate this process for all accommodations requests,
rather than try to accommodate the student directly. WPU personnel will provide clear
documentation to the student and instructor regarding the appropriate accommodations to be
made.
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PGS courses have a master learning management system (LMS) site, which is accessed by
logging in at . Note that students are sometimes confused by
using the terms “Moodle” or “myWPclasses” or “OpenLMS” interchangeably. “Moodle” is the
underlying technology of the LMS we use to deliver our courses. myWPclasses is the web
address where students can access these courses and the internal name used for the LMS at
WPU. OpenLMS is the Moodle vendor that hosts the WPU LMS site.

The LMS will automatically generate course sites for each new class section approximately
three weeks before the course start date. It is very important to login to your LMS course site as
soon as possible once it is available to familiarize yourself with the course and the course site.
Program deans and PGS personnel are always working to adjust and improve courses, so it is
possible that texts or assignments may have changed since the last time you taught the course.

When you login to myWPclasses, click on the link to your course and find the link to the
“Faculty Instructional Guide.” The FIG is the master instructional document for the course, and
typically has instructions for both online and face-to-face (F2F) course delivery options.

If your course is online, follow the faculty instructions for the online course, and ensure that
you set up discussion threads for each week’s discussion questions in the pre-built weekly
forum. Resources in online course sites that are primarily designed for use in the face-to-face
delivery of the course have been removed from the online master, so students are not
confused about the requirements of the course.

If your course is face-to-face, follow the instructions for the face-to-face course. Resources in
face-to-face course sites that are primarily designed for use in the online delivery of the course
have been removed from the face-to-face master, so students are not confused about the
requirements of the course.

The PGS syllabus is of central importance in the PGS classroom. Students count on the syllabus
to provide them with assignment, grading, and due date information, and they count on the
accuracy and dependability of this information to manage their busy lives. Please do not change
the syllabus requirements, especially those pertaining to due dates and assignments.

There are, of course, circumstances in which adjustments to the syllabus might be preferable or
even necessary. In those cases, it is very important to distinguish between those things that can
be adjusted by the professor, and those that require broader faculty input. Please use these
guidelines in your thinking:
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1. Course numbers, titles, descriptions, and outcomes (things that would be associated
with the “official record” of the course) must not be changed. If an instructor identifies a
problem that should be addressed, s/he should bring the issue to the Program Dean or
Associate Vice President for action.

2. Major assignments that are connected to the assessment of learning outcomes must not
be changed. This is important to ensure that we can evaluate the efficacy of our courses
over multiple sections.

3. Due dates should not be changed as a rule. Should individual course circumstances drive
the need for adjustment, any changes to due dates should be done with the input of the
students and must be adjusted in ways that do not penalize the student (i.e., later due
dates rather than earlier due dates).

4. Assignments should typically not be added or eliminated once a course has begun. If
individual course circumstances drive the need to eliminate an assignment, the
instructor must ensure that it is not the only assignment that assesses a given course
outcome.

5. All adjustments to the syllabus should be discussed with the Program Dean.

6. Problems with the LMS course site (e.g., broken links, mismatched dates, etc.) may be
reported via the “Report a Problem” link at the top of the home page of MyWPClasses.
This feedback will be routed to the PGS Academic Affairs office and assigned to the
appropriate personnel to address the issue.

7. Adding supplemental materials to emphasize an important course concept or bring in
relevant new developments on a given topic can be brought into a course at the
instructor’s discretion, but these activities should not alter the points already assigned
in the course documents.

Because online courses require extensive and robust resources, instructors may want to take
advantage of the resources in the LMS shell (as seen in the FIG) to enhance the work in a face-
to-face course (to access these resources, if they are not already in the course site, contact the
Associate VP or the LMS Content Manager and Instructional Materials Specialist). Use of online
discussion questions or media resources, for example, can help students think ahead about
specific content areas and make the workshop interaction more productive. Note, however,
that some face-to-face students are reluctant to engage in online activities. For some, it is a lack
of comfort or familiarity with the demands of online learning. For others, it produces frustration
when they feel that their conscious choice of a face-to-face experience is being compromised
by too much online interaction.
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The use of discussion forums should, for the most part, be limited to the online environment.
Discussion questions listed in the FIG may certainly be used in face-to-face classes, but the
dialogue should take place within the class session. Exceptions to this general guideline are
outlined in the next section, “Using online ‘make-up’ sessions.”

Remember that not all students are familiar with and able to navigate a LMS site with equal
ease. Furthermore, having resources available in the online environment that are not used in
the class can lead to confusion and frustration for students. Before you launch your class, view
the LMS site as a student sees it by clicking on your name/profile in the upper right corner of
the course site, select “Switch role to .. .” and click on “Student.” This will allow you to see the
course site exactly the way students see it, so you can identify anything that is displaying when
you did not intend for it to be displayed. When you are done previewing your course, click on
your name/profile again and then click “Return to my normal role.”

When extenuating circumstances lead to the need to cancel a face-to-face class session, holding
the class online is a great option. If this becomes necessary, the instructor must ensure that the
instructions for the week’s interactions are clear, and that students fully understand what will
be required of them to be considered “present” for that week. Typically, this means that the
student will need to be actively engaged in online discussion questions, both through initial
postings and responses to other students’ postings. Synchronous Zoom sessions may be used
for make-up sessions provided the session is recorded and posted online for students who may
not have enough time to arrange to be present. (Instructions for setting up are
available in the Appendix.)

Use the “Announcements” forum in the LMS site to provide clear instructions to students for
the course session. Posting the announcement in this forum will both ensure that the
instructions remain visible to students throughout the week for their reference and will send
the announcement to their email.

Again, be sure to provide clear instructions to students regarding how to access online
materials, as some of them may be completely unfamiliar with LMS navigation.
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Consistency in the student experience is very important for adult students. One of the reasons
that adult programs are popular is because they are built on the assumption that adult students
lead busy lives and to make time for school it must be predictable and manageable. Toward
that end, please abide by these classroom guidelines.

With a few exceptions for specific programs, undergraduate courses are five weeks in length
and graduate courses are six weeks in length. In the online program, all courses begin on
Mondays (12:00 a.m.) and end on Sundays (11:59 p.m.). In the face-to-face program, the class
session is scheduled on the last evening of the week. So, for example, if the session is on
Monday evening, that course’s week began on the prior Tuesday morning and ends on Monday
night of the class session.

Regular weekly sessions are scheduled to run from 6:00 to 10:00 p.m. Students should not be
dismissed early. Should the learning objectives for a given session be accomplished prior to the
10:00 dismissal time, students should be encouraged to use the remaining class time to meet
with their learning teams. If in-class time is given to students to meet with their learning teams
and they finish early and/or choose to meet in another location, the instructor should remain
available for student questions and interaction until 10:00 p.m., or until all students/groups
have left the building.

Each of the campus locations has unique characteristics, advantages, and limitations. For
classes held in locations other than Mt. Tabor, please review the memo that comes with your
course contract to familiarize yourself with the issues unique to that campus location.

Because of the accelerated nature of the PGS program and the heavy use of learning team
projects and interactions, students are expected to attend all workshops. Students are allowed
to miss one class session (up to 4 hours) and still pass the class. Students who miss more than
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one class session will be subject to an automatic grade reduction of 20% for each additional
missed session. Students with more than two absences will typically not pass the course.
Students who feel they have extenuating circumstances that warrant an exception to the
normal attendance policy may appeal the decision to the Academic Policies Committee.

Occasionally students interpret the attendance policy to mean that they have one “excused”
absence per course. This is not an accurate understanding. Faculty are encouraged to grade
students appropriately, given attendance requirements and the completion (or lack thereof) of
in-class activities. Instructors are not expected to provide “make-up” work for students who
miss class sessions. At the same time, for those students who have emergency or extenuating
circumstances and who proactively communicate with the instructor, the instructor may
provide make-up assignments at his/her discretion.

Because Warner Pacific University participates in federal financial aid programs, it is imperative
that we comply with federal requirements that ensure that aid recipients are actively engaged
the programs of study for which they are receiving aid. In addition, student refunds and fees
are determined based on the amount of class they have completed. Therefore, it is extremely
important that instructors report student attendance weekly to the Records office. Attendance
is recorded and submitted online, and are included in the
Appendix.

You will receive system-generated reminders if you do not submit your attendance in a timely
manner. If you do not submit attendance on the date required, the Academic Affairs office will
be notified. Please make it a priority to complete this important task.

In commitment to academic integrity and to abiding by legal requirements, Warner Pacific
University will adhere to the provisions of the United States copyright law (Title 17, United
States Code). Instructors are asked to know and abide by all related guidelines, as outlined on
this site:

The PGS program was designed to serve adult professionals. One important skill that adults
must develop to be optimally successful is the ability to work well with others. To aid in that
skill development, the program is intentionally built with teamwork as an integral component.
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When the learning team program was introduced, students were ultimately placed in a
“permanent learning team:” a group of colleagues with whom they would complete the
program, cooperating on projects and developing a supportive community. While this was a
highlight of the program for many students who found themselves in high-functioning learning
teams, it was a source of stress and dissatisfaction for those whose learning teams were not as
successful. To increase the possibility of satisfaction for all students, the learning team program
was adjusted to focus on project-oriented learning teams, whose membership changes. This
has led to better feedback from students and increases the likelihood that all will need to rise
to the challenge of working with a difficult team, as well as enjoy the process of working with a
great team.

Because the program is designed around the idea of cooperative learning, many classes have at
least one learning team project. Exceptions to this requirement have been granted on a case-
by-case basis, primarily for quantitative courses in which teamwork is problematic (e.g.,
accounting, statistics). However, it is important to note that eliminating a learning team
component in a course requires the review and approval of the department dean. Therefore,
individual instructors are not allowed to eliminate learning team projects.

Another source of concern and frustration for students is grading that is based solely on the
content of the project, and not reflective of the individual work that is done. To attend to that
concern, instructors are asked to grade learning team projects considering a balance of the
quality of the output (project) itself and the quality of the work done by the team. The latter is
evaluated by combining the student’s self-evaluation, the evaluation of their teammates, and
the instructor’s evaluation. A is available in the Learning Team section of the
appendix, as well as in the Student and Faculty Resources sections of the LMS site.

Adult students are most often engaged and respectful in the classroom. On rare occasions,
students may exhibit disruptive, disrespectful, or even dangerous behavior. Typically, disruptive
or disrespectful behavior is best handled personally, between the instructor and the student.
Instructors are expected and empowered to manage the classroom environment as
appropriate, up to and including asking the student to leave the classroom if necessary.

If a student is unknowingly displaying behavior that inhibits good group dynamics (e.g.,
monopolizing conversations, engaging in distracting activities during class, wearing heavy
scents, etc.), instructors are encouraged to engage the student directly and privately, as quickly
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as possible, to identify the disruption and invite the student to adapt his/her behavior as
appropriate. In some cases, such as when the student uses inappropriate language, especially
“hate” language, it is appropriate for the instructor to address the behavior immediately and
publicly, to ensure that the class knows that language or behavior that is damaging to others in
class will not be tolerated.

If a student’s negative behavior persists beyond one or two private conversations, the
instructor is encouraged to contact the appropriate academic advisor, the program dean, or the
AVP’s office for feedback and assistance in dealing with the issue.

If a student exhibits dangerous behavior (e.g., coming to class under the influence, making
threats, carrying a firearm or other weapon), the instructor should call
(503.250.1730) or 911 immediately, as appropriate.

The most consistent source of frustration and disappointment for students in the PGS program
is the lack of timely feedback from instructors. The nature of an accelerated degree program
requires prompt feedback, so that students may use what they learn from assignments when
preparing their assignments for the next class session. Therefore, assignments should be
evaluated and returned to students within 3-4 days after submission, to provide them with an
opportunity to incorporate the feedback on subsequent assignments.

If extenuating circumstances require an instructor to extend grading beyond this expectation,
the instructor should communicate that to the students and inform them regarding when the
grading/feedback will be available. If the timeline runs longer than 3-4 days, students should
not then be held responsible for incorporating that feedback on subsequent assignments.

Making grades accessible on the LMS site is a good practice. If the instructor does not choose to
post the grades in the LMS gradebook, there must be another way for students to access their
grades throughout the course so that they can monitor their progress. Note that in most class
sites, the LMS gradebook is integrated with the course assignments. Please do not alter the LMS
gradebook.

The LMS gradebook also calculates the student’s grade on a running basis. If a student does not
submit an assignment, be sure to enter a zero (0) for that assignment so the grade calculation
adequately reflects the grade. If the grade is left as ‘not reported,” the LMS calculates the grade
as if that assignment is not required, and the student’s grade will be inflated, leaving them with
a false impression of their progress in the course.
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Grades for all classes are due no later than two weeks following the last day of class and must

be submitted online. Note that there may be cases when a particular student’s grade is needed
prior to the end of the grading period (e.g., for pending transfer, graduation, satisfactory
academic progress decisions, etc.). In such cases, personnel from the Records Office will contact

the instructor to request grade submission early, typically within five days.

Grades are submitted online through MyWP.warnerpacific.edu. Note that the grade reflected in

the LMS site IS NOT automatically reported to the Records office. Thus, grades must be

submitted in a separate process to ensure they are recorded in our student information system,

Ellucian Colleague. To submit letter grades:

1. Goto

in your web browser.

Enter your username and password as requested.

Click on “Webaduvisor for Faculty / Faculty Information / Course Faculty Self Service” on

the left-hand side of the screen (under “Self-Service Menu”).

Select the course section from the list.
5. Select the “Grading” tab and then select “Final Grade.”
6. Select the appropriate grade from the “Select Grade” drop down list in the “Final Grade”

column for each student.

IMPORTANT:

a.

If a student is on the list who did not complete the course, please enter the last
date s/he attended class. If the student never attended a class session (or never
posted in an online class), check the “never attended” box.

All students must receive grades. Students may not receive grades of “I” or “W”
without the assistance of the Records Office.

On rare occasions, traditional students are allowed to enroll in PGS courses.
Should you have a traditional student in your class, you will need to submit those
grades on a separate class roster. To do so, follow the same instructions (above)
but choose the traditional term rather than the PGS term. This will then display a
separate section for the same course, and you can enter those grades on the
separate form.

Take great care in your recording of grades. Once you save your entries, they
cannot be changed online.

If you discover that you made an error in your grade submission or
circumstances require a change to the grade you submitted, contact the Records
Office to initiate a “Change of Grade” process.
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7. After inputting all the correct grades, click the “Post Grades” button and then close out
of your web browser.

You are expected to maintain your gradebook in myWPclasses so that it is accessible by
students and by administration. If you choose to use an external gradebook, you will
need to submit it as follows:

1. After you have submitted your final grades online, please save your grading
spreadsheet (i.e., your personal records used for computing student grades) using
this file name protocol: Course-No-Section_Instructor Last name.ext. For example,
AAQOD 2-11's PSY110A taught by Erin Davis would be titled PSY-110A-
0211A_Davis.xls.

2. Please send this file as an attachment to . This final
step is important, as we retain grading records for several years, in case there are
any questions about an individual student’s participation and performance in class.

If you are unable to login to MyWP, please contact the IT Help Desk at 503.517.1399.

If you cannot view the section for which you wish to enter grades, please contact PGS
Records at 503.517.1520.

All other concerns may be addressed to PGS Records at 503.517.1520.

Grades and gradebooks are due within two weeks after the last class session of the
course.

PGS has chosen the Publication Manual of the American Psychological Association as its style
guide. Students are asked to submit their written work consistent with the style guidelines
established in the most current edition of the APA Manual (currently in the 7t" edition).
Students in the undergraduate programs receive the manual in preparation for their first
writing course and graduate students receive it in their first course. Students are also
encouraged to use online sources, such as Purdue OWL ( )
to ensure that they format their work appropriately.

Because the PGS program is heavily weighted toward writing as the primary form of
assessment, all instructors are asked to attend to writing skills to the degree they can in every
class. Though some classes are designated as writing-development courses, students must be
able to rely on consistency in the evaluation of their work. This does not mean that each
instructor must spend copious amounts of time in writing instruction but writing that
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substantially departs from APA standards should be noted as such, and students should be
reminded that APA style is the expectation.
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“myWPclasses” is the name of the WPU learning management system (LMS) that is designed to
house courses in an online environment. Because Moodle is an open-source application, it is
broadly used in educational environments, including K-12 and post-secondary institutions.

You will find the LMS home page at . There is often confusion in
talking about the LMS. At PGS, the terms Open LMS, Moodle (as the OpenLMS was formerly
known) and myWPclasses may be used interchangeably, since all refer to the place where
WPU’s courses exist in the online environment.

Even though use of an LMS is necessary for online education, it is not just a solution for online
programs. In fact, all PGS classes have a course site that supports the course, whether it is
delivered online or face-to-face. Instructors of face-to-face courses are encouraged to use the
LMS site to support the in-class time by posting supplemental resources, allowing students to
collaborate using the team module, and encouraging the online submission of written
assignments.

Though some functions of the LMS course site are optional for face-to-face courses, there are
two functions that are required of all instructors, and one that is strongly encouraged:

1. The course syllabus will be posted on the course site when it is generated. This syllabus
will be the official guiding document for the course, and all students will have access to
it through the LMS site.

2. The end-of-course-evaluation will be posted in the last week’s module in the course site.
Instructors are asked to be certain that the evaluation is set to be visible to students and
are asked to encourage students to complete the evaluation before moving on to their
next course.

3. Instructors are strongly encouraged to use the gradebook available on the LMS site, so
that students may access their grades and evaluate their progress in the course at any
time. Instructors who would like assistance in learning to use the online grading
functions may contact the Associate Vice President of PGS. Instructors who choose not
to use the gradebook available through LMS must make their students’ grades visible
and accessible throughout the course by some alternate means, so that students may
regularly monitor their progress.
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The LMS course site is helpful for reasons well beyond hosting online course content. It also
houses instructional information that is helpful for all instructors, including policies,
procedures, and academic support resources.

To view the resources available in LMS, start by entering “myWPclasses.warnerpacific.edu” in
your browser. When you get to the login page, log in using your standard WPU username and
password.

Logging in will take you to your Dashboard Page, and you should see your name at the top right
corner of the page. Any classes you are scheduled to teach will appear in the middle section.

The home page is divided into three sections. On the left you will see a Navigation pane. You
may use these links at any time to get back to your home page. The navigation pane toggles on
and off using the “hamburger” icon on the top left of the page. The section at the top contains
links for the Technical Support, LMS problem reporting, and several other links to WPU
resources. The link and phone number under “Technical Support / myWPclasses Course
Support” provides you with 24-hour support for any issues that come up with LMS
functionality. You can click on “Customize this page” (top, right-hand side) to rearrange your
home page. This will allow you to add blocks to include a variety of resources on your home
page, including a calendar, activity reports, messages, etc. The center section is where your
courses are located (both past, present, and future) and may be customized by using the drop-
down menu just below “Course overview.”

To view the other resources in LMS, click on the title of one of your classes. This will take you
into that course site and displays a whole new set of resources. You'll note that the
“Navigation” pane is still on the left-hand side, but it now includes links to positions within the
course site itself.

At the top in the drop-down next to your name is a very useful link called “Switch role to . . .”
When you click on this link, the LMS site adjusts to display a particular version of the course
site. This is most useful when you are trying to ensure that the changes you’ve made to the
course (e.g., making certain resources visible or invisible) are correct. Switch your role to
“Student” and you will see the site as a student sees it. Once you have the information you
need, click on “Return to my normal role” and you will see the instructor view of the course.

Two important resource links located in every PGS course are “PGS Faculty Resources” and
“PGS Student Resources” that have policy information, information on ADA accommodations,
academic success, learning team information, and bookstore information.
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PGS Faculty Resources, includes several very important and helpful documents, including, but
not limited to:

1. The should be completed early in the process of preparing for
your class. These steps should be followed 2-3 weeks before class begins, so the course
site is ready for students, who will begin to access the site 1-2 weeks before class
begins.

2. Videos and documentation regarding posting discussions questions, using a FIG, etc.

3. Resources and instructions for managing learning teams.

4. Videos and tutorials on using Open Grader and the online Gradebook and creating
groups.

5. Rubrics that are available within the course site.

6. Policies and expectations.

Course shells are generated automatically several weeks prior to the course sections start date.
Shells are created by replicating a “master” course that is in the system, essentially creating a
clone of the course that can be customized for each course section. For this reason, note that
changes you make in an individual section of the LMS course site will not carry over into future
iterations of the course. Any changes that should be made to the course overall must be
requested through the Program Dean and then coordinated through the LMS Content
Manager’s office to ensure that the change is made to the appropriate master course.

The system typically generates individual sections of a course three weeks ahead of the course
launch date. This gives the instructor one full week to make changes and adjustments to the
course before it becomes visible to students. Should it become necessary to change the course
after this window of time, the instructor may “hide” the course from students while editing,
and then make the course visible when the editing is done (to change these settings, click on
“Edit Settings” under the “gear” icon at the top left corner of each course. The fourth option
from the top is “Course Visibility.” Select “Show” if you want the course visible, and “Hide” if
you do not want students to see the course content). Course sites must be visible (i.e., set to
“Show”) to students at least one full week prior to the course start date; two weeks is
preferable.

When opening your course site for the first time, the “Faculty Start Here” link and the “Course
Launch Checklist” should be your first stops.

When you click on the “Faculty Start Here” guide, you will be taken to a site that provides you
with links and information to set up Learning Teams in your course, and instructions on next
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steps. This section will also provide you with a link to the “PGS Faculty Resources Page,” which
includes the “Course Launch Checklist.” This checklist provides you with a comprehensive list of
items to prepare before making the course visible.

Many PGS courses have project learning teams. It is the instructor’s responsibility to manage
the learning teams in each class. Instructors are encouraged to assign students to learning
teams, rather than allowing students to self-select. This avoids the problem of ongoing ‘cliques’
that may deny others the right to work with other members of their cohort.

Learning team resources are in myWPclasses under either the “PGS Student Resources” or the
“PGS Faculty Resources” links. Here you will find learning team resources, including instructions
for grading team assignments and managing team scoring. In addition, copies of the Learning
Team Resources that are available to all students for their use in managing learning team
activities are in the Appendix of this guide.

When setting up the course site in LMS, it is helpful to assign your learning teams to their own
team areas in the “Team Module.” Additionally, team graded assignments will not work
correctly in the gradebook unless you assign teams before any students submit the first team
assignment. To assign students to teams, click on the “gear” icon on the “General” page and
then click “More” and then click the “Users” tab and select “Groups.” Create teams by selecting
one of the pre-created teams and then click the “Add/remove users” button and select the
students you wish to include in the first team. Click the “Back to groups” button to assign
students to the next team the repeat the process described above.

Once groups are defined here, they will have access to their own “group” section in the Team
Module. In order to help students identify their teammates, it is helpful to post a list of the
group assignments in the “Announcements” forum before class begins.

Occasionally the class roster changes in the weeks immediately prior to the course beginning.
Be sure to check your roster a day before class begins to ensure that the learning teams are
accurate, and all have actively registered students.

Because adult learners are generally self-motivated and achievement-oriented, grades are
particularly important to them. This is not to suggest that instructors should inflate grades or
succumb to pressures when students are unhappy about their grades. Rather, it is to put
grading in its proper perspective for adult learners.
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Adult learners are accustomed to controlling their own destiny. Given appropriate information,
they are used to making values-based choices about what they will prioritize in their lives and
careers. For this reason, it is very important to provide adult learners with clear information
regarding what is required of them to earn the grades they wish to earn.

Most often, the best way to do that is by using rubrics. provide them with clear
information regarding the level of performance they must achieve in each assignment category
to earn each grade level. To assist instructors in grading consistently and fairly, the department
deans have adopted several standard rubrics that are available in the LMS site.

To access a rubric, select an assignment to which the rubric will be applied (note that you must
be in editing mode in the course site to do this). Click on the “gear” icon to the right of the
assignment and click “Edit settings.” Under “Grade / Grading Method,” click “Rubric” and then
click “Save and Display” (NOTE — you MUST click “Save and display” to change the default
rubric, which is the Paper rubric). This will take you to a screen that gives you a choice to edit,
delete, or create a new rubric. To use the default “Paper” rubric, you need do nothing as it is
set as the default. To select another pre-created rubric, select “Delete the currently defined
form” and “Continue.” Now, select “Create new grading form from a template” and scroll
through the examples until you find the rubric you wish to use. Click on “Use this Template” at
the bottom of the selected rubric and then click “Continue” (Rubrics automatically do the point
calculations based on the assignment point value that is set.) You then have an opportunity to
edit the rubric or use it as-is. If you edit the rubric, save it under a new name to preserve the
original template.

Once the rubric is chosen, it will load automatically when you enter the assignment grading
using the Open Grader located under the “gear” icon on the “General” page. When grading
with a rubric, simply click on the square that corresponds to the student’s score in that
category. Once you have clicked on a score in each category, the system will total the score
automatically and place it in the grading area. You may use the text boxes in each category to
add your notes and comments.

The grading scale is defined in the WPU Catalog, and is as follows:

94-100% A
90-93% A-
87-89% B+
84-86% B

80-83% B-
77-79% C+
74-76% C

70-73% C-
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67-69% D+
64-66% D
60-63% D-
59% or below F

The most important part of any grading process is substantive feedback. The evaluation process
is a significant part of the learning for all adult students. Therefore, it is rarely acceptable simply
to assign a point value or letter grade to an assignment. Whenever and wherever possible,
include comments that highlight both what the student did well, as well as areas for
improvement.

When grading groups, it is possible to set up the assignment so that the instructor can provide
feedback and a grade on a project once for the entire team, and have that grade sent to all
members of the group. Generally, team assignments settings in myWPclasses are already set to
group grading. If you need to change an assignment to group grading, edit the grading settings
for the assignment (under “Group submission settings”) to “Yes” for “Students submit in
groups,” and “Yes” for “Require group to make submission.” Then select “No” to “Require all
group members to submit.” Once these preferences are sent, the instructor grades the project
that was submitted by one member of the group, and the grade/comments are sent to all
members of the group. See the LMS documentation manual for detailed instructions on group
grading.

Synchronous sessions are required for most online courses. When using synchronous sessions,
instructors should bear in mind the individual contexts of students in class, e.g., those in
different time zones, those who work evening hours, etc. In order to prepare students well for
these challenges, online students are told that synchronous sessions will typically be scheduled
between 6 and 10 p.m. on Wednesday evenings, unless the cohort has another time
established for all courses prior to the cohort’s start, or the instructor negotiates an alternative
time with the students before the first class session. Students should be held responsible for
course activities in synchronous sessions, but those who are not able to attend at the time of
the session must be allowed to make up the work by viewing the recording of the session and
completing some activity to verify their completion of the requirement.

WPU uses Zoom to facilitate online synchronous interaction. You should be able to set up your
own Zoom account ( ) simply by logging in with your @warnerpacific.edu email
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address. Should you have any problems accessing Zoom, contact the IT Help Desk
(503.517.1399, or

Please make these arrangements well in advance and post the Zoom link in the course site at
least one week prior to the session.

The end-of-course evaluation (EOCE) is available in all PGS course sites and will be required of
all new adjunct faculty, as well as faculty who are requesting review for advancement. Others
are encouraged to use the EOCE for their own information and development. The evaluation
serves two important functions. First, it provides the students with an opportunity to evaluate
their learning in the course and to reflect on whether they believe they achieved the course
outcomes. Second, it provides the students with an opportunity to identify those areas where
they feel improvements could be made that would enhance their ability to learn.

Because a student’s self-assessment is a very important part of the adult learning model,
instructors are asked to place an emphasis on the completion of the EOCE. This can be done in
a variety of ways:

1. Reserve time in the last 15-20 minutes of the last workshop session (in a face-to-face
class) for the purpose of completing the EOCE. Students who do not have access to a
laptop, tablet or phone may be encouraged to visit a computer lab, or strongly
encouraged to complete it as soon as he/she returns home.

2. Provide points another tangible benefit for completion of the EOCE. This is especially
helpful in an online environment.

3. Tie completion of the EOCE to another assignment, and do not post grades for the
assignment until the EOCE is complete.

The EOCE is always placed in the LMS course site, in the last module of the class. It is typically
set to be visible, but it is important to double-check the settings before the last evening of class
to ensure that the link is available to students.

Results from the EOCEs are tabulated and sent to department deans and key administrators.
The results are used to inform conversations about the efficacy of the course and are also used
to facilitate conversations with faculty. Because EOCEs are offered to students with the
opportunity to remain anonymous, their content is weighed carefully, and instructors need not
fear that random negative comments or feedback would be considered in isolation. Rather,
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comments are used as part of a larger picture to ensure that developmental assistance is
provided as necessary to constantly improve our work.

Instructors are strongly encouraged to enhance the online courses with personally created
media, such as podcasts, videos, FlipGrid videos ( ) narrated
PowerPoints, etc. Instructions on creating a variety of these forms of media are available in the
“Faculty Resources” area on the LMS site. Note that any videos created, to be ADA compliant,
must be accompanied by a script and/or captions. Additionally, if the visual representation
involved is critical to understanding the media, a description of the visual images should be
provided.

Creating Groups in LMS:

A variety of other helpful tutorials are available in the Technical Support are in myWPclasses:
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Program Deans have authority over the curriculum in their departments. In some cases, faculty
leaders are also designated to work alongside program deans in the development and
management of individual programs or portions of programs. Please contact the program dean
whenever you have a question about the curriculum or want to suggest changes or request
alterations. You may contact the faculty leader when you have a question about day-to-day
management of the program. For questions about PGS policies or procedures, contact the PGS
Associate Vice President’s office.

Business

Dean: Dr. Latrissa Neiworth, ,503.517.1324

Accounting Program Leader: Shelly Hartzell, ,503.517.1038
Healthcare Administration: Sue Conyers ( ) and Dr. Jorge Melendez

(jmelendez@warnerpacific.edu)

Human Resource Management: Dr. Donisha Reynolds, ,
503.517.1508

Organizational Leadership: Dr. UIf Spears (uspears@warnerpacific.edu)

Education

Dean: Dr. Marty Palacios, mmpalacios@warnerpacific.edu, 503.517.1232

Social Sciences and Humanities
Dean: Dr. Aundrea Snitker, ,503.517.1050

Writing Courses: Derek Moyer, dmoyer@warnerpacific.edu
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Core Studies
Natural Science & Health: Dean of Natural Science and Health

Religion & Christian Ministries: Dr. Cassie Trentaz, ,
503.517.1045

PGS Administration

Associate Vice President for Academic Affairs and Dean of PGS: Dr. Lori Jass,
,503.517.1320

Academic Services and Operations: Bethany Perkins,
503.517.1563

Adjunct Faculty Manager and Contracts Specialist: Daniel Ortman,
503.517.1555

LMS Content Manager and Instructional Materials Specialist: Aaron Butler,
,503.517.1575

Director of Advising: Kirby Gleason, ,503.517.1322.
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To ensure that your LMS/myWPclasses section is functioning properly and customized to your

liking, complete the following items at least two weeks prior to the first day of class (instructors

gain access to course shells three weeks prior to the start date and students gain access two

weeks prior).

1.

Add your contact information and preferences to the “Instructor Information”
document. You will need to download the placeholder document to your computer, add
your information, save the document, upload your new document, and then delete the
placeholder.
a. Also, please include any course-specific guidelines you want to communicate to
students under “Additional Notes” .

Click the Course Syllabus link in the “Course Resources” section to see if the student
syllabus is loaded (it should be).
a. If you see a course that is missing the student syllabus, please email
with your Cohort/Course information.

Set up teams (if required) in MyWPClasses by clicking the “gear” icon in the upper
right corner of the main “General” course page. Then click “More” and click the
“Users” tab and “Groups.” Assign students by clicking each of the teams listed under
“Groups” and assigning students as desired.

Post a welcome message in the “Announcements” forum and remind students to check
this forum regularly.

Follow instructions to ensure that the LMS Site is updated and functioning (see “LMS
Site Preparation” below).

Ensure that the course start date is correct under the “Gear icon” than “Edit settings” in
the “Actions” menu.

Also, make sure that the course is visible to students no later than one week prior to the
first class session (two weeks prior is preferable). This is accomplished in the same place
as #1 above (Course Visibility = Hide/Show). The course should be visible by default.

Review all hyperlinks to ensure that they are working properly. These include links to
resources within the LMS environment, external links, and links to download course
documents.
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10.

11.

Ensure that all video, audio, and other media resources in the course are functioning
properly.

Conduct a general review of course resources to familiarize yourself with the layout and
to ensure that necessary items are included and functioning properly:
a. Download and review the FIG.
b. Be sure you have the correct materials for your course. Click the “Required
Course Textbook & Materials” link to determine this...you may also check the
FIG.
c. Look over assignments, activities, discussion questions, and the course
gradebook.
d. Review all tests or quizzes.

Upload any additional documents or resources you wish to provide students either to
the “Course Resources” section or to the relevant week of the course.

Post your own bio in the “Introduce Yourself” forum (if available) in Week One in the
“Activities and Resources” section. You may also post a profile picture, video bio, or
podcast to support a written bio.

Set open and close dates for assignments.
Set open and close dates for quizzes and tests (if applicable).

Set open and close dates for the “PGS End-of-Course Evaluation” (located in the final
week of your course).

Hide any resources you do not wish students to view upon entering the course (upper
right corner of the page — “Turn editing on”, then click “Edit / eyeball” icon to the right
side of the relevant item to show/hide).

NOTE for Face-to-Face Instructors: Weekly discussion forums and questions are designed

primarily for use in online format courses. Although the online weekly discussion forums are

available for use by F2F instructors, typically these conversations should instead take place

within the workshop setting rather than online. Additionally, weekly discussion questions for

F2F sections are considered a guideline for in-class discussion and not a strict requirement.

Please note that the default instructions in the weekly discussion forums state the

following: “Face-to-Face Format Students: Prepare to discuss weekly concepts and themes

in this week's class session.”

Page 38 of 83



One exception would be if a particular F2F workshop must be canceled (e.g., due to

inclement weather, instructor’s illness, etc.), the online discussion forum could then be set

up to handle the missed class session. For more information on setting up online discussion

forums please see below:

1. Go to the FIG to find the discussion questions for each week. Questions should be

posted before granting students access. Post the discussion questions as follows:

a.
b.
C.

f.

Click the corresponding “Weekly Discussion” link to enter the forum.

Click the “Add a new discussion” button to start a new discussion thread.

Click the “Use advanced editor and additional options” buttone to open the

editing page.

Add an appropriate title in the “Subject” line.

Copy-and-paste discussion question verbiage (and any associated video

hyperlinks) from the FIG directly into the “Message” window. (You may need to
use keyboard shortcuts to do this in LMS. Ctrl + C = Copy & Ctrl + V = Paste)

NOTE: If you see a hyperlinked word (e.g., click ) in the discussion
guestion, please note that the link MAY “break” when copied into the
message window of the discussion forum. After posting the question if
you find the link is not working, click the “edit” link to edit your
discussion question and then do the following.

Right click the hyperlinked word in the FIG and click “Copy Hyperlink.”
Next, paste the link back into your version of the FIG in a convenient
location by right clicking and choosing the “Keep Text Only” option. This
will then provide you a full web address to copy & paste back into your
discussion forum message window (e.g., ).
Additionally, you can simply go to the web video and copy the URL from
the address bar and paste that into your DQ.

Add any applicable attachments in the “Attachment” window.

g. Click the “Post to forum” button to post the new question.

h. Repeat this process for any additional questions as required by the course.
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Any student who has a documented disability that may require accommodation to fully
participate in class should contact Felita Singleton, Disabilities Services Coordinator, at
503.517.1097 or as soon as possible.

Students with an Accommodation Plan through Disabilities Services who would like to discuss
the plan should make an appointment. Students who wish to discuss emergency medical
information or special arrangements in case the building must be evacuated should also make
an appointment to meet with the Disabilities Services Coordinator.

Note that students MUST meet with personnel in the Career and Life Counseling Center to
secure reasonable accommodations in class. Please do not allow students to request
accommodations until they have attended this meeting.

Career and Life Counseling Center:
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Face to Face: Courses meet weekly, with preparation required prior to the first workshop of
each course. (Preparation may involve reading and writing assignments due at the start of the
first workshop.) The course ends immediately following the final workshop session.

Online: The online class week begins on Monday (Day 1, 12:01 a.m.) and ends on Sunday (Day 7,
11:59 p.m.). Therefore, if an assignment is due on Day 4, it must be posted no later than 11:59
p.m. on Thursday of that week.

Participation in In-Person Courses:

Participation is assessed by the instructor and may be a factor in assigning a student’s final
grade. Participation typically requires active engagement in weekly classroom and learning
team activities and discussions. Note that attendance and participation are measured
differently. Excessive absences will negatively impact the course grade. However, mere
attendance in class does not by itself ensure full credit for course participation.

Participation in Online Courses:

Full participation in an online course requires regular engagement with the course, and typically
requires the student to log in to the course site several times each week. Full participation also
typically includes completion of all required discussion forum questions, or submission of all
assignments if no discussion questions are required Note that attendance and participation are
measured differently. Excessive absences will negatively impact the course grade. However,
mere attendance in class does not by itself ensure full credit for course participation.

Attendance for every course, whether face-to-face or online, should be recorded and submitted
each week. In face-to-face courses, attendance is due immediately following the workshop. In
online courses, attendance must be submitted Sunday (day 7) of each instructional week.
Please follow the steps as outlined in the following pages to complete your course attendance.

Faithful attendance in an accelerated degree program is integral to student success. This
educational model includes much more than just an expert or academician distributing his/her
knowledge to a class of students. Learning happens through collaboration and engagement,
with the instructor serving as a facilitator of that learning. In the classroom, small group
relationships are developed to ensure that collaboration, participation, and teamwork are key
ingredients in the learning process. In other words, attendance is required to participate in the
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full learning experience. Unless the course syllabi indicate otherwise, the following attendance
policies are in effect.

Attendance for In-Person Courses:

Attendance at class meetings and participation in learning team meetings is required. However,
since occasional absences may be necessary, students may miss up to one class session (four
hours) of a five- or six-week course. Such students will be expected to work with their instructor
to make up any missed work for that week, but there will be no additional negative impact on
their final grade.

Attendance for Online Courses:

To be considered in attendance in an online course, a student must be actively engaged in the
weekly discussion forum per the requirements shown below:

In Online format classes, this grade is based on participation in online discussion and activities
and is graded according to the Discussion Rubric (located on your Academic Success and
Learning Team Resources page) and the following requirements unless otherwise indicated:

By 11:59 p.m. on Day 3 of the week (Wednesday):

e Post a substantive initial response of at least 250 words to each discussion question thread.
By 11:59 p.m. on Day 7 of the week (Sunday):

e Post at least three substantive follow-up responses to your instructor or classmates.

For All Posts:

e Substantive posts must advance the conversation. Comments such as “good point” or “I
agree” are not considered substantive unless they are followed by additional insights,
provide relevant illustrations, or raise additional questions.

e Language used may be conversational but must be professional. Use appropriate spelling,
grammar, and punctuation.

e Cite all sources using APA format.

e Remember that in an online classroom, discussion forums take the place of open dialogue in
a face-to-face classroom. Do not post anything in an online forum that you would not say to
a colleague in a face-to-face engagement.

Students who do not post any discussions during an online week (Monday through Sunday) will
be considered absent during that week. Students are allowed one absence during a five- or six-
week session with no additional negative impact on their final grade.
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Attendance Tracking Overview

Student attendance is mandatory to comply with federal financial aid regulations. This is done through
the Attendance Tracking feature on MyWP. Though the same process applies, the schedule differs for
PGS and Traditional classes.

For PGS instructors:

e An email will be sent at noon on the day of the course to remind you to report attendance in
myWP.

e If attendance has not been entered by 11pm on the night of the class, an email will be sent to
remind you to submit it.

e Another email will be sent at 9:30am the next day if attendance is still missing.

e At 11:00am PGS Records will receive a report of all missing attendance rosters to follow-up with
the instructors.

e PGS Records and Advisors will receive daily and cumulative reports of absences.

Attendance Tracking Detailed Instructions
1. Loginto MyWP at . Click the Login Here option. Enter your WPC
Username (not email address) and Password and click OK.

MY

Login Here

You will need to use your Warner Pacific

login and d g -
Windows Security " ﬁ

¥ L .

Some browsers may need your user name folloy

o Connecting to portalwarnerpacific.edu.
@warnerpacific.edu.

For Example:

HJEEI' name |

Either JDoe - or - IDoe@warnerpacific.ed§ [—
| | Password |
| Domain: WPC

7] Remember my credentials

[ ok [ cance
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2. Select “Self-Service Menu / Webadvisor for Faculty / Faculty Information / Course Faculty Self
Service”

wp Daniel Ortman » |

WARNER
PACIFIC

UNIVERSITY

= Menu
—

MyWP » Faculty-Staff
Home

[Search this site - 0

Self-Service Menu

£ WEBADVISOR FOR FACULTY © You do not have any credentials for Exchange. Try entering your

credentials

Faculty Information You do not have any email connections that provide unread messages.

Advising Self Service

Course Faculty Self Service

3. Select the appropriate course section from the list.

Passwords expire every 90-days.

Manage your courses by selecting a section below

PGS Fall 2021

Section Times Locations Availability @ Books Census Dates
BUS-100A-
WO21H: Team
Dynamics

Su - Online Course 15/15/0

4. Select the “Attendance” tab to open the attendance log. Click on the drop-down arrow to select
from the available options in the list. The default attendance code you will see here is Absent,
no pre-notify. Select an option for each student in your class. Take note that there are separate
attendance codes to use for online courses. If you don’t enter anything for a student, it will
mark them “Absent” and send them an email message. The following codes will also result in
the student receiving an email “Absent, no pre-notify”; “Absent with pre-notify”, “Missed 2 ¥
hours” (PGS only), “Missed 3 hours” (PGS only), Absent (online) (PGS only).
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BUS-100A-WO21H: Team Dynamics

PGS Fall 2021
Online

Su-
8/2/2021 - 9/5/2021
Online Course

Seats Available 15 of 15

Attendance ensus Grading

Update All v

Student Time not specified

Present (On-line 2+ v

cross-listed as SOC-

100A-WO21H
207002283

Select Date| g/15,

8/15/2021

Books Permissions Waitlist

1 (Sunday) VH @ Export v

5. Upon completion, simply close out of your browser window.
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The fillable PDF form can be found in myWPclasses on the PGS Faculty Resources page located
in each course shell.
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PGS FACULTY OBSERVATION

Observation of:

Observer/Evaluator: Date:

wp
wp

Course Observed Location:

Demonstrates effective use of time (e.g., begins and ends class on time, manages
discussions, monitors group work productivity)

Manifests personal qualities that enhance the learning environment (approachability,
appropriate use of humor, active listening, exhibiting empathy, establishing rapport)

Creates safe and inclusive learning environment (treats students with respect, uses
gender-inclusive language, provides examples that resonate with diverse student body,
manages student discussion to ensure appropriate interaction)

Engenders confidence in students by demonstrating self-confidence, competence in
field of study, facility with technology and learning tools, etc.

Speaks appropriately and respectfully about students, colleagues, public persons,
institutions, etc.

Q00|00
000 00
00 0|00
Q00|00
OO0 0|00

Comments:

Actively uses andragogical principles:
Stresses relevance and provides real-world examples

Invites student contributions and incorporates experience into discussions

Keeps instruction problem-centered (as opposed to content-centered)

Focuses on development of higher-order skills (integration, synthesis)

Encourages students to be self-directed

Revisits main points and emphasizes them in multiple ways to reinforce student
learning and retention

Uses multiple learning strategies, including the effective use of instructional
technology and audio-visual enhancements

Uses open-ended, thoughtful questions that provoke critical thought and reflection

Demonstrates ability to pace students well, knowing when to linger on a concept and
when to move on

00000000
000000000
000000000
0001000000
0000000V

Comments:
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Assessment and Compliance:

Exhibits awareness of and compliance with institutional policies and procedures (e.g.,
submitting attendance, applying grading policy appropriately, timely submission of
grades, completion of end of course evaluation)

Remains focused on established syllabus and connects instructional activities to
achievement of designated learning outcomes

Refers to course materials and holds students accountable for reading and outside
assignments

00O

00| O

Q0|0

OO0 O
0010

Comments:

Overall Performance and Additional Comments:

Signature Indicating Review and Receipt of Evaluation:

Instructor: Date:

Observer/Evaluator: Date:

A signed copy of this form is to be submitted to the Office of Academic Affairs upon completion.
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What is FERPA? It is the Family Educational Rights and Privacy Act, a federal law that
guarantees students the right to inspect and review their educational records, the right to seek
to amend educational records, and the right to have some control over the disclosure of
information from educational records. Educational records are all records that contain
information that is directly related to a student and are maintained by an educational
institution or by a party acting for the institution.

So how does FERPA concern faculty? Since faculty have information about students’ names,
schedules, and grades, and can access other information about students, they have an
obligation to protect the privacy of those student records.

Does FERPA allow a faculty member to share any information about students? Although the
law permits a university to include as directory information a student’s name, address, phone
number, date, and place of birth, major, schools attended, dates of attendance, degrees and
awards, participation in athletics, and weight and height of athletes, Warner has chosen to be
more restrictive in the release of directory information.

So what student information can | release to a third party? It would be best to refer third-
party inquiries to the Records Office, but no university employee should release a student’s
address, phone number, grades, class schedule, or other personally identifiable information.
The Records Office tells inquirers only the information that is specified as directory information
(see page 29 of the WPU catalog).

What about students with special confidential status? Students who have asked for their
records to be flagged as confidential must be treated with extra care. University employees
must not even acknowledge that such a person is enrolled. The Records Office staff responds to
such inquiries in this manner: “I’m sorry, but we cannot confirm that information.”

Okay, the big question: Can | post or publicly disclose grades for my students? The law
prohibits disclosure of grades; posting them in a public place along with student names and/or
ID numbers violates the law.

So, what does this mean for online instructors? FERPA has special implications in the online
modality. Communication between online instructors and students usually takes place in the
form of messages in the online learning environment. Instructors must be careful that
messages containing individualized grade reports and feedback, as well as other restricted
information, appear online only in non-public places. Please be sure that you never include
personally identifiable student information in “public” online places, including discussion
forums, general broadcast messages, assignment instructions, and syllabi. Online instructors
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should also be aware that if a student shares personally identifiable information with their
online peers in a public forum, permission for the instructor to re-transmit that information is
not implied. Lastly, when you post feedback in a discussion forum, make sure that it is
equivalent to statements you would make to the entire class in a face-to-face environment.

Please contact the Records Office if you have any questions not answered here.
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Warner Pacific University’s PGS program uses project-oriented learning teams as an integral
part of the teaching and learning process. Believing that teamwork and collaboration are
essential skills for success in nearly every industry, we are committed to helping adult learners
gain the skills and dispositions necessary to work successfully in team environments.

Project Learning Teams:

e help students develop the critical skills of leadership, followership, collaboration,
negotiation, and intellectual flexibility.

e build within students the capacity to function effectively in teams, as many places of
business are increasingly using work groups.

e allow students to produce superior outcomes, as they draw upon the varied skills,
knowledge, and abilities present within a team.

Because group work requires the skills noted above, as well as conflict resolution skills, students
are expected to read and understand the and
agree to abide by them.

Learning Teams remain a defining characteristic of PGS at Warner Pacific University. Courses in
all delivery systems are expected to include learning team involvement unless the nature of the
course does not lend itself to team processing. In the latter case, the Department Dean must
review and approve alternatives to a learning team requirement for that course.

Historically, permanent Learning Teams resulted in some students having exceptional team
experiences throughout the program, while others had less successful experiences, with no
opportunity to improve their situation. In the transition from Learning Teams to Project
Learning Teams, instructors have more flexibility within courses to provide students with an
opportunity to be more comprehensively assessed by including both the quality of the product
(project grade) and the quality of the process (teamwork) in the final grade. Students also can
work with a variety of other students.

Project Learning Teams (PLTs) are designed to achieve the value of learning teams as stated in
the Philosophy Statement above. PLTs are to be short-term, course-specific, outcomes-focused,
and project-oriented, working toward participative, collaborative groups resulting in quality
projects which either cannot be accomplished individually, or benefit from multiple points of
reference and diverse opinions shaping the outcome.
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When implementing PLTs, faculty and students are asked to keep in mind that teams are to be
diverse, mutually supportive, and collaborative, with the purpose of skill development for
increasingly effective problem solving and communication over the entire program. The shared
participation of group members will be measured in two ways:

1. Based on the quality of the product (graded by the project rubric); and
Based on the quality of the teamwork process (graded based on multiple data points
including the self-assessment of the student, peer assessment by teammates, and the
instructor, using the teamwork rubric).

The recommendation for grading PLT assignments is to assign equal weight (50/50) to each
measure; however, a 60/40 or 40/60 split is also acceptable. It is crucial to ensure that the
outcomes of both product (outcome) and process (teamwork) are assessable, as indicated by
the . The expectations of quality teamwork are clearly articulated in
the , Which also provides students with the opportunity for more productive
communication on team projects.

Throughout the program, students will be given the opportunity to work with a variety of
people, and students with differing abilities will be distributed in various constellations. Project
Learning Teams will be formed in various ways. Groups may be formed by the instructor based
on a diverse set of criteria (see the Supplemental Faculty Notes section at the end of this
document for more details) or may be chosen by the students themselves. If students are
allowed to select their own learning teams, they should be encouraged to consider the
demands of the course project and choose teams that will lead to the strongest outcomes.
Instructors should also require students to articulate their rationale for their choice. The
student-facing . ,

and will be used to assist PLTs in the project
preparation, execution, and self-evaluation.

The is a one-page document that should be completed by the
members of each PLT at the start of the course project(s). The agreement (a) identifies the
course, instructor, and PLT assignments and due dates; (b) lists the members of the learning
team, along with their contact information and preferred mode of communication (c) identifies
planned meeting times and locations for project work (including online collaboration); (d)
solicits decision-making to assign roles, responsibilities and project deadlines; (e) prompts
discussion and decision-making regarding accountability, especially as that relates to
teammates’ evaluation of others in grading, and (f) provides a place for additional notes and
signatures. Instructors should remind students in the first week of the course to complete the
LTA before Week Two!
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In addition to the Learning Team Agreement, several supporting documents are also provided
to students:

e The outlines general expectations for
behavior when participating in a learning team project. Students will be asked to review
these guidelines in their orientation and should revisit them frequently. Faculty should refer
students back to these guidelines whenever problems arise in the learning team process.

e The should be completed when the student enters PGS and
should be kept on file, updated, and shared as appropriate with new project teams. Project
Managers may ask team members to update and submit the Self-Evaluation Worksheet
when necessary.

e The provides a framework for the assignment of tasks and
deadlines and may be used by project teams in planning their work.

e The includes a rubric that guides students through evaluation
of their own performance and that of their teammates and provides a table to facilitate
scoring. Each member of the learning team should be scored (0-25 points), based upon the
guidelines of the rubric. Each member of the learning should submit the scores for every
member of the team, and the instructor of the course should average the scores for the
teamwork portion of the project grade.

Grading of team projects should factor in both the objective quality of the final product, as well
as the individual contribution of the student to the success of the team project. We recommend
a 50-50 split (i.e., 50% of the grade based on the quality of the product, and 50% based on the
evaluation of the teamwork), but a 60-40 or 40-60 split is also acceptable. Be sure to indicate to
the students the standard by which projects will be evaluated.

The final grade should be based upon several data inputs:

1. Grade each project based on its objective quality. How well did the project conform
to the requirements of the assignment? This portion of the evaluation should be
based on the project’s rubric and should constitute 40-60% of the grade for the
project.

2. Grade each student based on his/her contribution to the success or failure of the
final product. The score for this portion of the grade should come from three
sources:

a. The student’s self-evaluation, as measured by the student him/herself, using
the . This score will be reported to you by the
student as a total score out of 25 possible points.
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b. The teammates’ evaluation of the student, as measured by their scores on
the . Each student should submit a score, out of
25 possible points, for each member of his/her learning team.

c. Your own evaluation of the student’s work based on your observation and
measured against the

Warner Pacific University’s PGS uses project-oriented learning teams as an integral part of the
teaching and learning process. (Review the Philosophy Statement on page 52 for more
information). Because we are committed to the outcomes related to PLTs, we ask every
instructor to think purposefully about how to make project team activities an integral part of
the learning environment, leading to the development of personal skills. That said, we
acknowledge that some topics and disciplines may lend themselves to the use of teams more
easily than others. If you are having a challenging time discerning the appropriate role for team
activities in your course, please contact your Department Dean to discuss it. Note that any
changes to the expected use of project teams in a given course must be reviewed and approved
by the appropriate department dean.

The movement away from permanent learning teams to a Project Learning Team structure was
done purposefully, with the welfare of the student in mind. Students need an opportunity both
to enjoy the fruits of a highly functional team, and to face the challenges of a less functional
team. To provide students with a broad range of teamwork experiences, we ask that PLTs be
newly formed in each course.

Project Learning Teams are assigned based upon the strategy that is most helpful for a given
course. Instructors may utilize one of the following strategies for forming learning teams, but a
suggested method is listed in the “Faculty Start Here” link in LMS.

1. Based upon the StrengthsFinder, form teams that provide a well-balanced set of
strengths.

2. Based upon the skills needed for the project (e.g., presentation, research, writing,
technological skills, etc.), form teams to ensure that each team has the necessary skill
set.

3. For projects that are based on specific areas of interest (e.g., choosing a topic for the
final project), allow students to sign up for an area of interest.

4. For projects that may require a good deal of outside-of-class collaboration, assign
groups based on the day/time of the week they are available to meet.

5. For projects that may require a good deal of outside-of-class F2F collaboration, assign
groups based on zip code/geography of the students’ residential or word addresses.
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6. Assign teams randomly.
7. Allow students to choose their own teams, under the following circumstances:
a. At least 50% of the team was not together in the last class.
b. The team members can articulate a strategy they used to form the team (e.g.,
based on skills needed, backgrounds, strengths, etc.).
c. The team takes into consideration issues of justice and mercy (e.g., emphasize
the importance of not re-enacting the playground experience in which someone
is routinely left out or chosen last).

From time to time, students raise questions about the purposes and practices around our use

of project-oriented learning teams. When talking with students, it is sometimes helpful to place

teamwork in an appropriate context:

The use of project teams is intended to help students develop the critical skills of
leadership, followership, collaboration, negotiation, and intellectual flexibility.

Learning teams will help students become accustomed to working in “work teams,” as many
places of business are extensively using work groups.

Project teams are designed to allow students to produce superior outcomes, as they draw
upon the varied skills, knowledge, and abilities present on their team.

For all their benefits, learning teams can also stretch students beyond their comfort zones.
Personal conflicts can cause stress and anxiety, and differing levels of skills, motivation and
desire can cause students concern over group grades. As a result, it is helpful if instructors
can grade assignments with both an acknowledgement of the need for negotiation and
shared responsibility (e.g., the groups rise and fall together) as well as an awareness that
occasionally, circumstances may be outside of an individual group member’s control. Use
discretion when evaluating the work of individuals and groups.

If conflicts are emerging that are compromising your ability to achieve appropriate
outcomes in your course, please contact the cohort’s advisor, the program’s
director/department dean, the AVP for the PGS, or, in extreme circumstances, the Center
for Career and Life Counseling.

Project teams can be optimally effective when working on projects that benefit from multiple

perspectives (e.g., problem-solving, case studies) or require multiple skills (e.g., presentations,

projects). When using project teams, draw comparisons to a work environment: When might a

supervisor pull together a task group? How would she identify the team members? Sometimes

helping students see the learning team work in this way (i.e., being assigned to a group because

(s)he brings a unique perspective that is valuable, and knowing that others were chosen for the
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same reason) can help him/her to think productively about how to draw out the best from
teammates. With project-oriented teams, students have both the opportunity and
responsibility to work with many different groups of people during their degree program.
Additionally, learners are encouraged to advocate for themselves throughout their group work.

It is also important to connect the project team work with evaluation. We should evaluate not
only the PRODUCT that the learning team produces, but also the PROCESS they used to achieve
it. Giving a portion of the grade for effort, timeliness, dedication, cooperation, dependability,
team-orientation, etc. can allow a diligent member of an under-producing group (who may
achieve an average or below-average grade for the assignment) to receive a higher grade than
his/her peers, because (s)he did everything personally possible to succeed. Conversely, such
grading also allows for an under-producing member of a high-producing team to receive a
lower grade than his/her peers, even if the end product was excellent, thus holding the
individual accountable for his/her lack of engagement.

The LMS has built in the capacity to facilitate small group work. Students may be assigned to
groups that share private chat rooms, discussion boards, etc., to facilitate their work.
Instructors may choose to require PLTs to use the LMS small group area so that (s)he can
monitor the small group interaction.

In addition to the tools built into LMS, there are a number of collaboration tools online that can
be useful for group work.

To facilitate interaction: Skype, FaceTime, Google Hangouts, and many more free products are
available to allow face-to-face interaction over distance. The LMS also has a group chat feature
built into the system, as well as the ability to host Wiki pages.

To facilitate presentations: Prezi and PowerPoint are excellent tools that allow students to
create audio and video presentations that can be posted online for other students to view.
Glogster.com and lucidchart.com are tools to create mind-mapping visual aids.
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| commit to the success of our team and all its members regarding these

Communication — | will:

v
v

Check in on personal/professional lives of team members regularly.

Affirm other team/cohort members, be respectful of each other, and respect the confidentiality
of personal information shared.

Celebrate our strengths, acknowledge areas of needed improvement both individually and as a
team, and encourage and help each other succeed.

Ask for clarification from a team member or the instructor when | need to do so.

Process - | will:

Work collaboratively on work projects, meet deadlines, stay on task and focused.
Complete team assignments on time, on the schedule agreed to by the team.
Notify the team (and the instructor) if | will unavoidably miss a workshop, a team meeting, or a
deadline and:
o Work with the Project Manager, instructor, or teammates to make sure my team
assignments are completed or revised as agreed to.

Team Dynamics — | will:

Listen to input on my work from teammates (and from instructor).
Be open to changing my opinions, to listening and reserving judgment to other ideas with which
| do not agree, and to not engage in personal attacks on others because of their views.
If project differences arise, support the majority of my team members even if it differs from my
ideas.
o If | feel strongly that the team is headed the wrong way, | will submit my thoughts in

writing to the team and to the instructor.
If interpersonal differences arise, do the following:

1. Gofirst to the person involved if | have a complaint

2. If needed, take it to the Team for resolution

3. If needed, go to the instructor

4. If needed, go to my Academic Advisor who may contact other members of the PGS

and WPU team for assistance

Agree not to speak about others in a derogatory or demeaning manner which includes another
team or cohort member or the instructor.
Be willing to forgive and show grace to team members, cohort members, and instructors.

NOTE: Our team has agreed on and added the following areas of accountability:
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Course
LT101 Learning Teams

Instructor
J. Doe

Course Dates
Jan 1-31

Project Manager

Project(s) Due Date(s)

Chris Johnson First draft —Jan 22; Final — Jan 31

Team Members (indicate preferred mode of Phone Email Address
communication): Use this field to list | Use this field to list
1. Person 1 team members’ team members’

2. Person 2 phone numbers & email address &

3. Person 3 indicate appropriate | anticipated

4. Person 4 times to call response times

5. Person 5

Meeting Times/Locations
Use this field to schedule all group meeting times, including online collaboration times.

Assigned Roles, Responsibilities and Project Deadlines
Use this field to clearly articulate which team member is responsible for various parts of
the group work. Be sure to include deadlines for check-ins, progress, reports, etc.

Date Due

Accountability & Consequences of Non-Performance

This is a very important part of your agreement! Because students will be evaluated on the basis of the overall
quality of the team product and on your team process and individual performance, holding one another
accountable to reporting poor performance is vitally important. In order to provide a fair opportunity for all
students to succeed and to provide appropriate accountability, it is important for you to agree together what the
consequences will be for an individual team member failing to fulfill his/her responsibilities by the deadline or
with sufficient quality. Discuss and define those expectations and measures at the start of the project, and then
hold one another accountable to those standards as you proceed. Here is an example:

“Team members agree to perform all assigned duties no later than the deadline indicated above. If an
emergency situation arises, team members agree to contact the rest of the team to inform them of the
emergency and to make appropriate arrangements for the completion of their assigned task. In the event that
a team member fails to complete his/her task by the agreed-upon deadline or make appropriate
arrangements, the consequences will be as follows:

1. One missed deadline: loss of 2 points on grading rubric

Two missed deadlines: loss of 5 points on grading rubric

3. If ateam member fails to submit the work required and the work is made up by a teammate, the team
member will receive a score of 0 from all teammates.

N

In the event that a team member submits work that is of an insufficient quality, the teammates will work with
the team member to identify the improvements that must be made and to establish a new deadline for
completion. If the team member does not make the improvements and comply with the deadline, deadline
penalties will apply.”

Additional Notes and Agreements
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Course Instructor Course Dates
Project Manager Project(s) Due Date(s)

Team Members Phone Email Address
1. 1. 1.

2 2 2.

3 3 3.

4 4 4.

5 5 5.

Meeting Times/Locations

Assigned Roles, Responsibilities and Project Deadlines Date Due

Accountability & Consequences of Non-Performance

Additional Notes and Agreements
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wp

Project Planning Worksheet

This page is for use in LT discussion and preparation for learning team project(s).
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This page is for use in LT discussion and preparation for this learning team project(s).

1. What are your StrengthsFinder™ Signature Strengths? (Or what strengths do you bring to the
group?)

2. What skills (technical, interpersonal, etc.) do you bring to the team?

3. In what ways do you see yourself contributing? What would you like to bring? What has

impeded you previously?

4. What outside time commitments do you have in the next 5/6 weeks? (Listen to your life. What is

it telling you?).

5. What grade would you like to earn on this project?

6. What obstacles/challenges do you see the team encountering?

7. Inwhat ways can the team offer you help/support?

8. Is there any other information the team needs to know?
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wp

Team-Evaluation Worksheet
The fillable PDF form can be found in myWPclasses on the PGS Faculty Resources and PGS
Student Resources pages found in each course shell.
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PGS Learning Teams

Team-Evaluation Worksheet

wp

Adapted from the Association of American Colleges and Universities (AAC&U) Used and adapted with permission.

WARNER PACIFIC

UNIVERSITY

Instructions: At the end of the Learning Team project, each member of the learning team should evaluate the contribution of every member of the team, including a self-evaluation.
Score each person’s work on a 25-point total scale, using the categories and point designations indicated in the Rubric below.

Project Name:

Teamwork Scoring

Team Member #1

Team Member #2

Team Member #3

Team Member #4

—————

Contributes to Team
Meetings

2 of 0-5, based on the rubrii

ic below.

Facilitates the Contributions
of Team Members

Individual Contributions
QOutside of Team Meetings

Fosters Constructive Team
Climate

Responds to Conflict

TOTAL of all categories
(possible total of 25 points)

Teamwork Rubric

Contributes to Team
Meetings

Helps the team move forward
by articulating the merits of
alternative ideas or
proposals.

Offers alternative solutions or
courses of action that build
on the ideas of others.

Offers new suggestions to
advance the work of the
group.

Shares ideas but does not
advance the work of the

group.

Does not share ideas or
contribute to the work of the
group.

Facilitates the Contributions
of Team Members

Engages teammates in ways
that facilitate contributions
by both constructively
building upon or synthesizing
the contributions of others
and noticing when one is not
participating and inviting
engagement.

Engages team members in
ways that facilitate their
contributions to meetings by
constructively building upon
or synthesizing the
contributions of others.

Engages team members in
ways that facilitate their
contributions to meetings by
restating the views of other
team members and/or asking
questions for clarification.

Engages team members by
taking turns and listening to

others without interrupting.

Does not engage team
members or demonstrating
poor listening skills and/or
interrupting others.
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Individual Contributions
Outside of Team Meetings

Completes all assigned tasks
by deadline;

work accomplished is
thorough, comprehensive,
and advanceas the project.
Proactively helps other team
members complete their
assigned tasks to a similar
level of excellence.

Completes all assigned tasks
by deadline; work
accomplished is thorough,
comprehensive, and
advancas the project.

Completes all assigned tasks
by deadline; work
accomplished advances the
project.

Completes all assigned tasks
by deadline.

Misses deadlines and/for
submits incomplete work.

Fosters Constructive Team
Climate

Supports a constructive team
climate by doing all of the
following:

*  Treats team
members
respectfully by
being polite and
constructive in
communication.

*  Uses positive vocal
ar written tone,
facial expressions,
and/or body
language to convey
a positive attitude
about the team and
its work.

*  Motivates
teammates by
expressing
confidence about
the importance of
the task and the
team's ability to
accomplish it.

Provides assistance and/or
encouragement to team
members.

Supports a constructive team
climate by doing any three of
the following:

*  Treats team
membears
respectfully by
being polite and
constructive in
communication.

= Uses paositive vocal
ar written tone,
facial expressions,
andjor body
language to convey
a positive attitude
about the team and
its work.

*  Motivates
teammates by
eXprassing
confidence about
the importance of
the task and the
team's ability to
accomplish it.

Provides assistance and/or
encouragement to team
members.

Supports a constructive team
climate by doing any two of

the following:
* Treats team
members

respectfully by
being polite and
constructive in
communication.

* Uses positive vocal
or written tone,
facial expressions,
and/or body
language to convey
a positive attitude
about the team and
its work.

*  Moaotivates
teammates by
expressing
confidence about
the importance of
the task and the
team's ability to
accomplish it.

Provides assistance and/or
encouragement to team
members

Supports a constructive team
climate by doing any one of
the following:

*  Treats team
members
respectfully by
being polite and
constructive in
communication.

*  Uses positive vocal
or written tone,
facial exprassions,
and/or body
language to convey
a positive attitude
about the team and
its work.

*  Motivates
teammates by
axpressing
confidence about
the importance of
the task and the
team's ability to
accomplish it.

Provides assistance and/for
encouragement to team
members.

Does not contribute to a
constructive team climate by
doing any one of the
following:

* Treats team
members
disrespactfully.

*  Uses negative vocal
or written tone,
facial expressions,
and/or body
language to convey
a negative attitude
about the team and
its work.

* Does not express
confidence about
the importance of
the task and the
team's ability to
accomplish it.

Responds to Conflict

Addresses destructive conflict
directly and constructively,
helping to manage/resolve it
in a way that strengthens
overall team cohesivenass
and future effectivenass.

Identifies and acknowledges
conflict and stays engaged
with it.

Redirecting focus toward
commaon ground, toward task
at hand (away from conflict).

Passively accepts alternate
viewpoints/ideas/opinions.

Exacerbates conflict by
negatively engaging different
viewpoints, ideas or opinions.
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Adapted from the Association of American Universitys and Universities (AAC&U) Used and adapted with permission.

Students who participate in Project Learning Team (PLT) are graded both on the quality of their work as assessed by the instructor via the
course project rubric, and on the quality of the process or “Team Value”. As a result, it is assumed that a work sample or collection of
work that demonstrates a student’s teamwork skills could include a diverse range of inputs. The rubric is designed to function across all
team settings.

PGS Instructors are encouraged to utilize a ratio of 50% for the quality of the product and 50% for the quality of the individual’s
teamwork/process. (Ratios of 60:40 and 40:60 are also suitable).

The intention of the following rubric:

o First, it is meant to assess the teamwork of an individual student, not the team as a whole. Therefore, it is possible for a
student to receive high ratings, even if the team as a whole is rather flawed. Similarly, a student could receive low ratings, even if
the team as a whole works fairly well.

o Second, this rubric is designed to measure the quality of a process, rather than the quality of an end product. As a result, work
samples or collections of work will need to include some evidence of the individual’s interactions within the team. The final
product of the team’s work (e.g., an end of course presentation) is insufficient, as it does not provide insight into the functioning
of the team.

It is recommended that work samples or collections of work for this outcome come from the following three sources:

1. The student’s own reflections about her/his contribution to a team’s functioning

2. Evaluation or feedback from fellow team members about the student’s contribution to the team's functioning

3. The evaluation of the instructor regarding the student’s contributions to a team's functioning

Point values have not been assigned on the Teamwork Value Rubric because numbers of points vary from course to course
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PGS LEARNING TEAMS

TEAMWORK RUBRIC

Adapted from the Association of American Colleges and Universities (AAC&U) Used and adapted with permission.

Definition

Teamwork is behaviors under the control of individual team members (effort they put into team tasks, their manner of interacting with others on team, and
the quantity and quality of contributions they make to team discussions.)

Evaluators are encouraged to assign a zero to any work sample or collection of work that does not meet benchmark (cell one) level performance.

Capstone
400 level

Milestones

300 level

200 level

Benchmark
100 level

(One option for grading levels)

100 level “A” grade

100 level “A” grade

100 level “A” grade

100 level “A” grade

200 level “A” grade

200 level “A” grade

200 level “A” grade

200 level “B” grade

300 level “A” grade

300 level “A” grade

300 level “B” grade

300 level “C” grade

400 level “A” grade

400 level “B” grade

400 level “C” grade

400 level “D” grade

Contributes to Team Meetings

Helps the team move forward by
articulating the merits of
alternative ideas or proposals.

Offers alternative solutions or
courses of action that build on the
ideas of others.

Offers new suggestions to advance
the work of the group.

Shares ideas but does not advance the
work of the group.

Facilitates the Contributions of
Team Members

Engages team members in ways
that facilitate their contributions
to meetings by both
constructively building upon or
synthesizing the contributions of
others as well as noticing when
someone is not participating and
inviting them to engage.

Engages team members in ways
that facilitate their contributions
to meetings by constructively
building upon or synthesizing the
contributions of others.

Engages team members in ways
that facilitate their contributions to
meetings by restating the views of
other team members and/or asking
questions for clarification.

Engages team members by taking turns
and listening to others without
interrupting.

Individual Contributions Outside
of Team Meetings

Completes all assigned tasks by
deadline;

work accomplished is thorough,
comprehensive, and advances the
project.

Proactively helps other team
members complete their assigned

Completes all assigned tasks by
deadline;

work accomplished is thorough,
comprehensive, and advances the
project.

Completes all assigned tasks by
deadline;

work accomplished advances the
project.

Completes all assigned tasks by
deadline.
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tasks to a similar level of
excellence.

Fosters Constructive Team
Climate

Supports a constructive team
climate by doing all of the
following:

* Treats team members
respectfully by being
polite and constructive
in communication.

* Uses positive vocal or
written tone, facial
expressions, and/or
body language to convey
a positive attitude about
the team and its work.

* Motivates teammates by
expressing confidence
about the importance of
the task and the team's
ability to accomplish it.

* Provides assistance
and/or encouragement
to team members.

Supports a constructive team
climate by doing any three of the
following:

* Treats team members
respectfully by being
polite and constructive in
communication.

* Uses positive vocal or
written tone, facial
expressions, and/or body
language to convey a
positive attitude about
the team and its work.

* Motivates teammates by
expressing confidence
about the importance of
the task and the team's
ability to accomplish it.

* Provides assistance
and/or encouragement
to team members.

Supports a constructive team
climate by doing any two of the
following:

e Treats team members
respectfully by being
polite and constructive in
communication.

e Uses positive vocal or
written tone, facial
expressions, and/or body
language to convey a
positive attitude about the
team and its work.

* Motivates teammates by
expressing confidence
about the importance of
the task and the team's
ability to accomplish it.

* Provides assistance and/or
encouragement to team
members.

Supports a constructive team climate by
doing any one of the following:

* Treats team members
respectfully by being polite and
constructive in
communication.

e Uses positive vocal or written
tone, facial expressions, and/or
body language to convey a
positive attitude about the
team and its work.

* Motivates teammates by
expressing confidence about
the importance of the task and
the team's ability to
accomplish it.

* Provides assistance and/or
encouragement to team
members.

Responds to Conflict

Addresses destructive conflict
directly and constructively,
helping to manage/resolve itin a
way that strengthens overall
team cohesiveness and future
effectiveness.

Identifies and acknowledges
conflict and stays engaged with it.

Redirecting focus toward common
ground, toward task at hand (away
from conflict).

Passively accepts alternate
viewpoints/ideas/opinions.
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STUDENT'S
NAME:

Fill in the four values in the blue boxes. The first and fourth items are values
determined by the instructor. The second value should come directly from
the student's self-assessment on the evaluation worksheet. For the third item,
add the total values indicated by each other team member and divide by the
number of team members to enter the average score. The resulting values
will be computed for you. Choose the grade that corresponds to the split you
have chosen (60/40, 50/50, or 40/60) and enter that grade in the gradebook.

out of
Grade on Quality of Project (points out of 100 possible): 0 100
out of
Student's self-assessment (points out of 25 possible): 0 25
out of
Average of teammates' assessment (points out of 25 possible): 0 25
out of
Instructor's assessment of student (points out of 25 possible): 0 25
Grade
Computations: 60/40 50/50 40/60
Project %: 0% 0% 0%
Process %: 0% 0% 0%
FINAL
GRADE: 0% 0% 0%

Note: This Excel form is available in the LMS PGS Faculty Resources block, under “Learning
Team Resources”.
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Online education has the potential to be a truly transformative experience for students,
providing them with an opportunity to receive one-on-one instruction beyond that normally
received in face-to-face settings. But the quality of the online experience depends heavily
upon the proactive communication of the instructor. Please make it a priority to communicate
often with your students, both as a group and as individuals. Posting a message in the
“Announcements” forum 2-3 times a week (“Here is what I’'m seeing . . . Pay attention to . ..
Start planning for ... “) is a great way to help students feel connected and capable.

Manage Mechanics

e Ensure that LMS site is complete, accurate and made available to learners two weeks
prior to the start of the class.

e Create a positive environment that facilitates active learning and fulfills the expectations
of andragogical practice.

e Engage in the classroom discussion with a variety of class members.

e Provide assignment grading criteria (preferably detailed rubrics) in advance.

e Respond to student questions via any forum, phone message, or email within 24 hours
of receipt.

e Comply with all applicable academic integrity, FERPA, and ADA procedures and
obligations.

e Model good written communication skills.

Maintain a focus on the course outcomes
e Encourage academic rigor by relating course materials to the discussion.
e Participate in and guide ongoing academic discussion, ensuring that online discussions
remain focused and productive.

Add expertise
e Infuse the curriculum with real-world practitioner experience.
e Integrate outside resources beyond the text/required readings.

Encourage higher-level thinking
e Challenge students to define and defend their perspectives.
e Promote higher order thinking skills.
e Pose open-ended questions to further discussions.

Faculty members are required to provide feedback that includes specific commentary and a
grade or score on all assighnments. This feedback should include comments on strengths as well
as areas for improvement for all assignments no later than 4 days from the submission of the
assignment.
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*Note: If a longer turnaround time is required for specific assignments, it should be
communicated to students ahead of time.

Encourage and recognize

Provide comments that support the students and affirm growth and improvement.

Provide Corrective Feedback

Correct students’ responses (or point them to sources that do so) and suggests areas for
improvement.

Protect Students' Privacy

Post student feedback in a private space, not on the Web or in a public space on the
main classroom site.

Do not post any information about students which is considered to be private (e.g.,
student identification number, social security number, telephone number and so forth)
in a public forum and/or Web site.

Comment on individual student contributions on discussion boards focusing on the
content of the posting only, not on evaluation of that content. Make evaluative
comments regarding discussion board contributions in the gradebook or in private
communication with the student.

Establish Rapport

Greet learners warmly and individually.

Share your biographical information, including appropriate personal experiences.
Encourage the sharing of students’ biographical information.

Monitor your tone to demonstrate respect at all times.

Address all learners as equals—eliminate bias in your communications.

Use appropriate examples of your experience in your course materials and during
discussions.

Be approachable and accessible.

Faculty Participation

Active and substantial participation is required 4 of 7 days of the online week (at least 2
posts to further discussion)

A visible presence online is expected 5 of the 7 days in the week.

Respond to student questions within 24 hours. If response time is to be delayed for any
period of time, communicate that to students ahead of time.

Synchronous Office Hours (faculty is readily available for questions during this time period)

Faculty should be available at least 1 hour each week, at a consistent time, for student
contact.
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e Office Hours may be managed by phone, email, chat or direct message. If a specific
form of contact is required, please note this on your course site.
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Rubric: Excel

Failure Minimum Satisfactory Excellent Superior Points
Competence Earned
15pts 20pts 23pts 26pts 30pts
Does not Addresses a few of | Addresses required Addresses required Addresses required
Content address the required elements and meets elements, showing a | elements, showing
(30 points) required elements but is assignment good grasp of an excellent grasp of
elements. missing parameters. concepts. concepts. Goes
information. beyond
requirements.
10pts 13pts 15pts 18pts 20pts
Data Inaccurate as Two to three errors | One to two errors Insignificant or No errors noted.
X assigned. noted. noted. arguably correct
(20 points) errors noted.
10pts 13pts 15pts 18pts 20pts
Functions Major defects Two to three errors | One to two errors Insignificant or No errors noted.
K noted. noted. noted. arguably correct
(20 points) errors noted.
Formulas 10pts 13pts 15pts 18pts 20pts
(20 points) Major defects Two to three errors | One to two errors Insignificant or No errors noted.
noted. noted. noted. arguably correct
errors noted.
Formatting Spts 6pts 7pts 9pts 10pts
(10 points)
Unattractive, Could be more Generally attractive, Attractive and Elegant and/or
inappropriate, attractive and/or professional, and professional, creative, enhancing
and/or professional to non-distracting. conveying all understanding of
distracting. better convey information easily. information.
information
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15pts 20pts 23pts 26pts 30pts
Fails to address Partially addresses Addresses Addresses Addresses
Content of question(s) question(s). May question(s) and question(s) and question(s) and
and/or show some shows knowledge of shows knowledge shows deep
Response(s) d
. emonstrate knowledge of relevant concepts. of relevant knowledge of
(30 points) knowledge of relevant concepts, More analysis or concepts. Good relevant concepts
relevant but analysis and/or evidence could be analysis and with insightful
concepts. evidence is limited. provided. evidence is analysis and highly
provided. effective evidence.
15pts 20pts 23pts 26pts 30pts
Posts do not Posts attempt to Posts effectively and Insightful posts Highly insightful
attempt to elicit elicit reflection and appropriately elicit effectively and posts effectively
. reflection and conversation, reflection and appropriately and appropriately
Interaction . . L . . )
i conversation, although some may conversation but elicit reflection elicit reflection,
(30 points) and/or do so be inappropriate, off- | may not encourage and encourage deep discussion,
inappropriately. topic, or marginally deeper discussion deeper discussion and learning
effective. and/or learning. and/or learning. beyond the
parameters of the
question(s).
15pts 20pts 23pts 26pts 30pts
Generally late or Some responses late All responses on time | All required All required
Quantity and incomplete orincomplete. and complete but responses on responses on time
Timeliness (30 response(s). could include more time, complete, and complete.
points) depth. and provide a Depth of responses
good level of and/or participation
depth. exceeds
requirements.
Grammar and Spts 6pts 7pts Ipts 10pts
Spelling (10
points) Contains many Contains enough Contains some minor | Contains no Contains no errors.

errors, impeding
reader’s
understanding.

errors to distract
reader.

errors but is
generally readable.

significant errors.
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CONTENT

15pts 20pts 23pts 26pts 30pts
Required Does not address Addresses a few of | Addresses required Addresses required | Addresses required
Elements required elements. the required elements and meets elements, showing elements, showing an
(30 points) elements but is assignment a good grasp of excellent grasp of
missing parameters. concepts. concepts. Goes
information. beyond requirements.
15pts 20pts 23pts. 26pts 30pts
Lacks analysis, fails to | Provides analysis, Analysis In-depth analysis A superior analysis
Analysis and show understanding | but connections are | demonstrates shows good grasp shows deep grasp of
Evidence of concepts, and/or unclear. Some understanding of of concepts. concepts. Evidence is
(30 points) provides little evidence does not concepts. Provides Evidence is relevant | highly relevant and
supportive evidence. clearly support appropriate evidence | and well- well-implemented.
analysis and/or is to support analysis. implemented.
questionable.
ORGANIZATION

Organization

15pts

Organization,
structure, and
transitions are
difficult to follow.

20pts.

Organization,
structure, and
transitions are
acceptable but may

23pts

Generally well
organized, follows an
appropriate
structure, and

26pts

Well organized with
an appropriate
structure and
transitions. All parts

30pts

Highly organized with
a very clear structure
and elegant
transitions. All parts

(30 points) Lacks cohesion and not be effective. includes appropriate are coherent and are coherent, clear,
clarity. Some parts lack transitions. Some clearly stated. and expertly stated.
cohesion and parts could be
clarity. organized or stated
more clearly.
MECHANICS
Spts 6pts 7pts Ipts 10pts
Grammar,
SpeIIing, and Contains many Contains enough Contains some minor | Contains one or Contains no errors.
Citations errors, impeding errors to distract errors but is two insignificant
(10 points) reader’s reader. generally readable. errors.

understanding.
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CONTENT

10pts 13pts 15pts 18pts 20pts
Required Does not address Addresses a few of | Addresses required Addresses required | Addresses required
Elements required elements. the required elements and meets elements, showing elements, showing an
(20 points) elements but is assignment a good grasp of excellent grasp of
missing parameters. concepts. concepts. Goes
information. beyond requirements.
10pts 13pts 15pts. 18pts 20pts
Lacks analysis, fails to | Provides analysis, Analysis In-depth analysis A superior analysis
Analysis and show understanding | but connections are | demonstrates shows good grasp shows deep grasp of
Evidence of concepts, and/or unclear. Some understanding of of concepts. concepts. Evidence is
(20 points) provides little evidence does not concepts. Provides Evidence is relevant | highly relevant and
supportive evidence. clearly support appropriate evidence | and well- well-implemented.
analysis and/or is to support analysis. implemented.
questionable.
ORGANIZATION

Organization

15pts

Organization,
structure, and
transitions are
difficult to follow.

20pts.

Organization,
structure, and
transitions are
acceptable but may

23pts

Generally well
organized, follows an
appropriate
structure, and

26pts

Well organized with
an appropriate
structure and
transitions. All parts

30pts

Highly organized with
a very clear structure
and elegant
transitions. All parts

(30 points) Lacks cohesion and not be effective. includes appropriate are coherent and are coherent, clear,
clarity. Some parts lack transitions. Some clearly stated. and expertly stated.
cohesion and parts could be
clarity. organized or stated
more clearly.
MECHANICS
7pts 10pts 12pts 14pts 15pts
Grammar,
Structure, and Contains many Contains enough Contains some minor | Contains one or Contains no errors.
Spelling errors, impeding errors to distract errors but is two insignificant
(15 points) reader’s reader. generally readable. errors.
understanding.
7pts 10pts 12pts 14pts 15pts
Lacks citations/ Missing some Includes most Includes all Includes all citations/
APA Standards | references and/or citations/ citations/references citations/ references where
(15 points) citations do not references and/or where appropriate. references where appropriate. Citations

follow guidelines.

citations
inconsistently
follow guidelines.

Citations may include
some errors.

appropriate.
Citations have no
significant errors.

have no errors.
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CONTENT

10pts 13pts 15pts 18pts
Required Elements Does not address Addresses a few of Addresses Addresses Addresses required
: required the required required elements | required elements, showing an
(20 points) elements. elements but is and meets elements, showing | excellent grasp of
missing assignment a good grasp of concepts. Goes
information. parameters. concepts. beyond requirements.
10pts 13pts 15pts 18pts
Lacks analysis, Provides analysis, Analysis In-depth analysis A superior analysis
Analysis and fails to show but connections are | demonstrates shows good grasp | shows deep grasp of
Evidence understanding of unclear. Some understanding of of concepts. concepts. Evidence is
(20 points) concepts, and/or evidence does not concepts. Provides | Evidenceis highly relevant and
provides little clearly support appropriate relevant and well- | well-implemented.
supportive analysis and/or is evidence to implemented.
evidence. questionable. support analysis
10pts 13pts 15pts 18pts
Appearance is Presentation is Appearance is Appearance is Appearance is highly
Appearance unattractive, understandable, attractive and attractive and professional, creative,
i inappropriate, but appearance professional but professional and and/or attractive and
(20 points) and/or distracting, | could be more could be more enhances the greatly enhances the

hindering the
presentation.

attractive and/or
professional in
some parts.

creative and/or
exciting.

presentation.

ORGANIZATION

Organization

10pts

Organization,
logical structure,
and transitions
are difficult to

13pts

Organization,
logical structure,
and transitions are
acceptable but may

15pts

Generally well
organized, follows
a logical structure,
and includes

18pts

Well organized
with an
appropriate
structure and

Highly organized with
a very clear structure

transitions. All parts

(20 points) follow. Lacks not be effective. appropriate transitions. All are coherent, clear,
cohesion and Some parts lack transitions. Some parts are coherent | and expertly stated.
clarity. cohesion and parts could be and clearly stated.

clarity. organized or
stated more
clearly.

DELIVERY
10pts 13pts 15pts 18pts

DeIivery* Delivery did not Delivery partially Delivery met Delivery met all Delivery exceeded

; meet met requirements major requirements requirements and was

(20 points) requirements and/or was requirements and and/or was very highly creative and/or
and/or was somewhat was effective. effective.
ineffective. effective.
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General help for Zoom can be found on their online help page located here:

Zoom accounts are provided to all WPU instructors and students — please contact the IT Department if you are
having trouble logging into Zoom.

To begin, access your Zoom account and navigate to the “Recordings” section by clicking on the “Recordings”
tool bar to the right of the page. All your recordings should be in the “Cloud Recordings” section. To download
the recording, click the title of the recording.

REQUESTADEMO 18887990125  RESOURCES v  SUPPOF

ZOOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST A MEETING ~ {
Profile Cloud Recordings Local Recordings Settings
Meetings The Local Recordings tab lists the x

i From| mm/ddryy ™ that were recorded on Alstatus v
Webinars ur
Recordings Search by ID a w Export Delete Selected || Delete All | Trash (8)
Settings
(] Topic 1D Start Time File Size.

Account Profile
[ ILR 300A Week 3 Zoom session 876 3470 3309 Mar 30,2021 05:51 PM 2 Files (1 MB) Share.. || More =
Reports

[J  ILR 300A - Week 2 Zoom session invitation 868 3124 8899 Mar 23, 2021 05:52 PM 2 Files (1.67 GB) Share... More ~

Once on your recording page, click the “download (2 files)” option below the recording title. This will
download the video recording (audio included) as well as a separate audio only recording. If you do not need
an audio only recording, hover over the “Shared Screen with Speaker View” and click the download symbol
(arrow pointing down towards a line) to the right.

o Recordings ILR 300A Wecek 3 Zoom session
Meetings .
€ ILR 300A Week 3 Zoom session »
Webinars Mar )5:51 PM Pacific Time (U ID: 876 3470 3309
s « 1 total downloads Recording Analytics
Sl Recording1 /
Account Profile iz 1B
& Download (2 files) ||  Copy shareable link | &

Reports

Shared screen with speaker view L |

Audio only

The file will appear in your “downloads” folder or at the bottom of your browser. Click the file to view.

& GMT20210331-0..mpd A
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The recording will look like the playback screen below. View to make sure it is the video that you want to
upload before proceeding.

GMT20210331-041536_Recording_640x360 (1)

After viewing, locate your recording in your computer’s downloads folder. Right-click the folder icon in your
toolbar. (You can also right-click the downloaded file or the click the downward arrow beside the download.)

Cpen

Always open files of this type

Show in folder

G  GMT20210331-0..mpd @ W

Locate your video via sorting by date (clicking on “date modified” in the menu bar). This is the fastest way.

Recordings - ILR300AWeek 370t ¥ | [ [ = Play Dewnloads B
Home Share View Video Tools
ILR 300A Week 3 Zoom 4 cut x I T New item + 5 open ~ select all
Mar 5:51 PM Pacific Tin g w-| Copy path (::I 1 | Easy access = ! Edit Select none
Pi Quick Copy Paste Move Copy Delete Rename New Properties
oA Pi shortcut to~ to~ - folder - £ History Invert selection
| Clipboard Organize MNew Open Select
™ @ » ThisPC » OS(C) » Users » Mike » Downloads v W] E
Recort
files ¥ Downloads ~ Name Date modified Type ize
X I Desktop Trdav (R
% Do % Documents p———— - —
G| GMT20210331-041536_Recording_640x360 (2).mp4 4/3/2021 214 PM MP4 File 863 KB
&/ Pictures - .
i um|r_uc|u::rwu:u_nuurumﬁmux:w\u.mp» Walcueiouarm MP4 File 363 KB
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To ensure easier location/upload to Vimeo, drag the file to your desktop.

Share View Video Tools
J b Cut * = x __ﬁ L':"JNew item = lﬂ EOpen - BaSeled:all
w.| Copy path i Easy access = Edit Select none
Paste Move Copy Delete Rename MNew Properties . .
7| Paste shorteut ta= taw - falder - £ History Dnlmrert selection
board Organize Mew Open Select
> ThisPC » Downloads v O Search Downloads
() Mame Date modified Type Size
~ Today (7)
|B] GMT20210331-041536_Recording_640x360 (2).mp4 4 MP4 File 863 KB
|B] GMT20210331-041336_Recording_640x360 (1).mp4 4/ MP4 File 863 KB
|@] GMT20210331-041336_Recording.mda 4/ M44A File 231 KB
|B] GMT20210331-041336_Recording_640x360.mp4 4/ MP4 File 863 KB
-2 @ Epilepsy.docx 4/ Microsoft Word D... 42 KB
. . S . . . I — Move to Desktop
@ zoom recording to vimeo linking in mywpclasses guide.docx 4/ Microsoft Word D... 4740 KB
ialt |B] GMT20210331-041536_Recording_640x 360 (3).mpd 4/3/ MP4 File 863 KB
. . “ ” _ . e
Open Vimeo ( ) and click “Log In”. Username = mywpvideos@warnerpacific.edu

Password = IntheCity!2014 (NOTE — DO NOT share this login with anyone other than WPU instructors.)

‘W T e preng N e m‘
The power of video

On the homepage, hover the cursor over the blue box at the top right labeled “new video”. From the menu
that displays, select the “Upload” option.

.
WVIMEO rFeatures~ Resources v Watch Manage Videos v Ses eos, people, 2 e ay @ m

(& Upload

- Warner Pacific University S
— 475

£ create avideo

() Home

AL R ga o VAR

@® Recora screen [

The screen that appears will allow you to drag and drop the video file from your desktop.

vimeo [ @ prves

Upload Video maker Live event Screen recording

X
+

Drag and drop to
upload
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Upload the file by dragging and dropping the file anywhere onto the Vimeo screen. You may also browse your
folders and select the file to upload.

vines o=

Upload Video maker Live event Screen recording

Drag and drop to -
upload :

Or choose a file

The video then goes through the phases of uploading and optimizing. This can take some time, depending on
the length of the video. While it is going through these stages, the video appears out of focus, but when

complete it will be as sharp as the original. The progress in each phase will show at the upper left of the video
image.

Vphsading

i

As the video is uploading, you can add a description to the video in the field beneath the playback screen.

GMT20210331-041536_Recording_640x360 (2)

[Click to add a description

If you want to change the title from the file number from Zoom, you can click on the title and change it.
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The Vimeo link to the video will be used as the link you will provide to your students. It is found by clicking the
link symbol at the top-right of the screen, opening the information shown below:

+ @ Private m Publish to social @

Only people with the link can access.

Share a private link, and viewers will
see your brand colors and custom

player seftings. htips //vimeo.com/532711173/29706736fa m

Privacy settings

The Vimeo link URL to the video is shown in the box, and you can copy it by clicking the “Copy” button. You
can also find and copy the link from the link symbol when you find the video in the WPU stored videos.

ocpoogeo@Ero@

‘

It is wise to create a folder for all videos you upload to stay organized. On the left side of the homepage screen
click the circle with a plus in the middle next to “Videos”. A pop-up menu will appear with naming fields. Once
finished click “Create.” Your new folder will appear in the left column. You can drag and drop new videos from
the uploaded videos to your folder.

Q) Home Videos
349 items

b @j Videos @

| Daleaddedv 4

L5

[J pemkowicz

3 mywp Instruction
[ Facutty Training
[ 2021sP_BSN De

[ Bus-261 KIRBY

Demkowicz

@ BUS342_Marketing!
[ 2021SP_NURS-4. 2 days ago

[ 2021SP_NURS-4.
[ call-MA104-5
[ Bus 460 -EB

[ Bus 329 - staffing

[ sus 32108

[ Gall-mA104-8

& CHEM 212 Lecture 3 31 2021 & Spring 2021_BUS 31
—

Now you are ready to add the Vimeo link to your course in myWPclasses.

Page 81 of 83



Adding the Video Link in myWPclasses
Navigate to your course in myWPClasses. Click “Turn editing on.”

'ch-03/16/21

pWARNER PACIFIC

UNIVERSITY

Scroll to the section of the course where you want to add the video link. At the bottom-right of that section,
click “Add an activity or resource.”

Edit ~ &

Edit ~ &

=+ Add an activity or resource

Edit =

Select “URL” from the menu.

Add an activity or resource
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Fill in the mandatory fields: the name of your link and the Vimeo link URL to the video. There are other
optional fields you can choose, depending on how you want students to utilize this activity or resource below.
(For “Appearance,” it can be helpful to select “New window” so the user doesn’t lose the myWPclasses page

when launching the video.)

General
Mame 0

External URL o

Description e o s

Fan g

O Display description on course page (@

Appearance

Dizplay e

ription

URL variables

Cutcomes

Commen module settings
Restrict access

Activity completion

Tags

Competencies

There are required fields in this form marked @

Click “Save and return to course.” Your video should appear on your course page. You may drag and drop the
added activity to the desired position on the course page. Test the link to make sure it is working.
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