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Celebrating the Past, Creating the Future



President ds Message¢éeée

Dear Ybor City Campus Faculty:

Welcome to the 2008009 Academic Year!!! | hope you are well rested and ready for

an exciting year. The Ybor City Campus has experienced andontihue to experience

many changes over the coming months. We will be starting construction on a new Student
Services Building east of the Performing Arts Building. We will be working on accomplishing
many of the goals that campus faculty, staff, stodlents said were priorities during our Campus
Visioning Sessions. However, the most important change will be the substantial increase in the
number of students on campus. | expect us to far exceed 6% enrollment growth in most of our
programs. Since evy student deserves a highality learning experience, we will continue to
focus on strategies that promote student learning, student retention, and student empowerment.

This year, we will continue to strive for a campus that is a place for all ofleartohow to be

better people, better citizens, better leaders, better employees, better supervisors, and better learners
Every person on campus has an impact on student ledrfiog the first person a prospective

student talks to on campus, to theokstore employee who shelves the textbooks, to the faculty

member in the classroom, and even the president who sets the tone for the campus.

Let 6s make our campus a place where students
where the facuft members are prepared to teach them on the first day of class. If the class ends
even a minute short, both the faculty and stu
know that missing a class is a big deal because we have told them thatdztions, such as

letting class out early or just passing out a syllabus on the first day of class. Most students want to
be successful, and they expect us to design our systems, our courses, and our campus in such a way
that they can be successfath here and when they leave us. Again, our expectations must be high,

but we must also be ready to help our students meet those expectations.

Never settle for less than excellence. |look forward to a great year in which a focus on student
learning, stdent empowerment, teaching excellence, campus and college pride, and camaraderie is
what will take the Ybor City Campus to the next level.

Welcome Back!

Dr. Shawn H. Robinson
Ybor City Campus President



Ybor City Campus First Week Principles

—> Learn ing begins on the first day of class.
— Learning takes place in and out of class.
— Every moment is a learning moment.

—> Each minute that the class is scheduled is a learning
minute.

— Students design their schedules so that each class meeting
is impo rtant and designed to maximize their learning
and not miss learning moments.

—> Faculty design their learning environments so that each
moment is a learning moment.

—> As a learning leaders, faculty, staff, and administrators,
are all involved in making sure the campus is a place of
learning, in and out of the classroom.

—>Administrators support students, advisors, faculty, and
others in maintaining the integrity of the learning
environment and the development and reinforcement of
policies, procedures, and syste ms that are learning -
centered.

—>Learning leaders will support college policies and
procedures regarding deadlines and dates for the start of
terms, end of terms, withdrawals, and the end of drop/add.

—Learning leaders will use Datatel and Hawknet to support
student awareness of college, campus, program, and
instructor expectations, guidelines, policies, and procedures
prior to registration and the first class meeting, where
appropriate.

—>An override is neither a right nor a privilege; it is an
exception to mak e up for a college error.
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Quick Reference Numbers

Problem / Department Contact Phone
If you miss a class AA Classed Cassandra McCogr 2537976
If you need supplies Elizabeth Valdes 2537726
Office Hours, Syllabi AS Classe$ Gina Yaquinto 2596423

Evening/Weekend Campus Coordinato
Carlton Williams 2537718
Emergency Situation, Locked | Ybor Dept. of Public Saty 2537627
Rooms HCC Main Security 2537911
Username, Password, Email
Hawknet, Web Advisor Help Desk 2534357
Pay Issues AA Classeg Cassandra McCoy or 2537976
Elizabeth Valdes 2537726
AS Classe$ Linda Cunningham 2537734
Admission/Records/Attendanc Del BroadnaxTaylor 2537772
Confirmation, Grading,
Registration
Advising / Counseling Margaret Petway 2537713
Audio Visual Services Chuck Bowen 2537736
Bookstore Maida Bello 2537615
Career Resources Alisa Keaton 2536096
Computer Labs Rose Ramsey 2537616
Facilities/Maintenance/ Cecilia Pham
Room Reservations 2537977
Financial Aid TBA 2537763
Human Resources Job Line | --- 2537158
Library Jeneice Sorrentino, Alicia Ellison 2537645
Mail Room / Duplicating Sharon Finkba 2537637
Professional Development Celeste Fenton 2537338
Public Service Technology Benita Cabrera 2537676
Bldg.
Students with Disabilities Jeanette Stark 2537757
Coord.
Test Center Greg Fant 2537733
Tutoring/Writing Center Alex Bell 2537691
Campus Leadership Team
Dr. Shawn Robinson Ybor City Campus President 2537755
Dr. Emery Alford Dean of Academic Affairs 2537685
Dean of Associate of Science and
Dean Jack Evans Technical Programs 2537604
Dr. Linda Herlocker Dean of Student Servise 2537680
Academic Assistant to the
Judith Nolasco Campus President 2537572
Campus Advisory
Katen Amin Council Chair 2537696
Edna Jones Miller Student Activity Advisor 2537657
Ralph Waithe Facilities Manager 2537636
Carlton Williams EveningWeekend Coordinator 2537718




CAMPUS SERVICES

Duplicating i Located in the Administration Building on the corner of
15" Streetand Palm Avenue.

Mondayi Thursday 7:30 a.mi 7:00 p.m.
Friday 7:30 a.ml 5:00 p.m.

Requests for duplication must be submitted working days prior to date materials
are needed.

Some areas and departments have copy machines for fewer copies. Please see your
program manager or department staff assistant.

Mailroom

Main Campus Mailromi Located in the Administration Building on the corner of
15" Streetand Palm Avenue.

Mondayi Thursday 7:307 7:00 p.m.
Friday 7:3071 5:00 p.m.

There are also adjunct mail boxes in the Public ServVieelnology Building.
Please see your program manager or department staff assistant for your location.

Please be sure to check your mail every time you are on campus.

Test Center- Locatedin the Faculty Bldg. on the corner of 8venue and 18 Stree.

Mondayi Thursday 8:00 a.mJ 8:00 p.m.
Friday 8:00 a.mJ 4:00 p.m.
Saturday 9:00 a.mJ 1:00 pm

Tutorial /Writing Center 7 Located in the Library Bldg. (Second Floor)

Mondayi Thursday 9:00 a.mi 7:00 p.m.
Friday 9:00 a.mi 7:00p.m.

Audio Visual and Computer Equipment

Most classroomsare2CTent ury Cl assrooms and are equipped
DvD6s, and CD players. I f you nee/36assistance



Ybor Open Computer Lab
Location: Ybor-303B

Hours of operation: Monday-Thursday
8:00 am to 9:00 pm
Friday- 8:00 am to 4:00 pm

Lab Policies:

e The lab is open to all currently registered students.

e Black and white printing is available at not cost. No more than 10
pages printed per student per day.

e Students should save any files on floppy disks, zip disks, or UCB
flash drives NOT on the C: drive of the computer in the lab.

e The printer will be turnedff 10 min. before the lab closes

The open lab provides a place for students to complete
their assignments or practice different computer skills, (i.e. MyTiLab,
research, term papers, cheeknail, and internet browsing).

*Note! Computer labs for EP. OST, Math and Reading Prep, and LRC
have different guidelines. Please check with the lab supervisors or deans
for specifics.

** Acceptable Use Policy: It is expected that the open computer labs will
be used efficiently and responsibly in supporthef mission of the College
as set forth in the HCC Acceptable Use Policy. All other use not
consistent with this policy may be considered unauthorized use.



HILLSBOROUGH COMMUNITY COLLEGE
YBOR CITY CAMPUS LIBRARY

Telephone: 2537729 (Reference) or 2568345 (Circulation)
Located on the" floor of the YLRC Building, Rooms 201 and 202

Hours of Operation
Mondayi Thursday 8:00 a.nm. 8:00 p.m.*
Friday 8:00 a. mi 4:30 p.m.
*Hours may vary during the Summer Term

Key Resources and Services

Internet Access and Online Resources
Access to over 75 article databases
Remote accesshttp://hccfl.edu/yborlibrary

Reference and Information

In person, by telephone omealil

Live virtual r ef er enndcwevw.askalibmatag.drglGiafis k  a
Midnight, Sunday through Thursday; a0 arh pm Friday & Saturday

Library Instruction

Customized instruction for classes

Individualized instruction/assistance for studentsemgloyees
Books and Videotapes

Reserve Materials

Quiet place to study or relax

Popular magazines, newspapers and leisure collection
¢St SOAaAAZ2YEA YR =/ wQa
Interlibrary Loan

Partnership with Tutorial and Writing Center

Ybor Special Collection

Historicd materials and artifacts pertaining to Ybor City, Tampa and Florida
Repository for Tampa Hispanic Heritage, Inc. and Pan American University Women

Reciprocal borrowing
Florida community colleges and state universities

Student Photo ldentification Cards

Li

br


http://hccfl.edu/yborlibrary
http://www.askalibrarian.org/

Course Syllabus

All faculty members must distribute a course syllabus and a tentative course
calendar to each student before the last day of drop and add: usually the first day of classes.
For each assigned course, the faculty membet submit a copy of the syllabus and course
calendar to the Program Manager and the Deano
begins. This syllabus is a binding contract between the student and the faculty member. This
documentremainsonfien t he deands office for one year.

A syllabus template is available online, and a saple is provided in the backof this
handbook. Go to Public Folders under Education and Student Development, click on
Forms, click on Karen Griffin -Syllabus Template.

The syllabus should be typed and must include the following sections:

1. Syllabus Heading: The syllabus heading should display the following items:
e Semester
e Course title
e Course prefix and number
e Section number
e Class days, meeting times, and classroom latatio
e Ilnstructords name

2. Textbooks: The following information should be included for both required and
supplemental texts:
o Title
e Author
e Edition
e Copyright date

3. Course Description and prerequisites/Caequisites: This information can be found in
the currebnHCC Catalog and must be included in the syllabus. You may copy the
information directly from the catalog. All students must abide by the prerequisite/co
requisite requirements as stated in the catalog unless otherwise
waived by the faculty and approvby the Dean.

4. Gordon Rule: The HCC Catalog designates Gordon Rule requirements. If you
have questions, please consult your Program Manager.

5. Course Objectives or Intended Learning Outcomes:Each cluster publishes a list of
course objectives for albarses offered within its division. If you need a list of course
objectives, please see your Program Manager

6. Instructional Methods: Lectures, films, computers, field trips, active learning
activities, etc.

7. Office Hours: The following informatiorshould be included:
e Office hours
e Office location 5



e Emaili Upon hire, all faculty are given a Network Account to enter grades
and retrieve rosters, and all are given an HCC email account.

8. Grading Policy: Each component (quizzes, homeworkigeexams, etc.)
thatwilbeused to calcul ate the studentds fina
syllabus.

9. Attendance Policy Students are required to attend class regularly and punctually;
however, faculty members set their own attereagpolicies. The faculty member must
keep accurate attendance records to comply with federal laws regarding student financial
aid. If students miss classes, regardless of the cause, their opportunities for learning and
academic success will be adversdfgeted.

10. Academic Dishonesty Policy:Faculty members are at liberty to establish
consequences for plagiarism and cheating, but the policy should be stated explicitly.

11.Course Calendar:Each syllabus should have a course calendar which outlines a
tentative clas$y-class schedule. The calendar should include the date, lecture topic,
text reference, exam dates, and deadlines for assignments.

12.Withdrawal Dates: The syllabus should state two important dates published each
semester in the online Schde of Classes:
a. Last day of Drop/Add
b. Last day to withdraw without a grade



SYLLABUS
Course Number/Prefix
Course Title
Term
l nstructords Name:
Telephone Number:
Email Address(es)/Other Contact Information:
Office Hours (Day, Time, Location):
Class $hedule:

Course Description:

Course Objectives:

Text book and Materials:
Required:
Supplemental:

Grading System:

Academic Dishonesty Policy:

Attendance Policy:

Instructional Methods 9Including Examination Policies):



Request for Accommodations:

If, to participate in this course, you require an accommodation due to a physical or
learning impairment, you must contact the Office of Services to Students with
Disabilities. The office is located in YFAC 109. You may also reach the office by
telephme at (813) 253757 (voice line); 812537788 (TTD).

Assignments:



ENTERING STUDENT GRADES

Grades are due 48 hours after a course ends.

A link to the tutorial for grade input via HawkNet is:
http://pds.hccfl.edu/pds/tutorials/webAdvisor/Adding%20Grades.pdlease note that grades can only be
entered via HawkNet. If you are teaching a course via Campus Cruiser, the interface for grades is not connected.
Grades aredaded to the student transcripts after midnight each night. You may make changes to your grade
roster until that time. Once a grade is transcripted, a Change of Grade form must be submitted.

Incomplete grades are awarded only when reuested by the stedts, approved by instructors and
confirmed by the appropriate academic deans. fi
prevent students from completing course require:
upon and signedy both students and instructors. Contracts include a list of course requirements
students must complete and the deadline by which the work must be completed. To be eligible for an

Al , 0 students must have s-thitds off het eamiulrgec omplueée tr ¢
grades must be removed before the end of the eighth week of the following term (excluding summer
term) or they wild/l be changed to AFO0O grades on

the student services Impant Calendar for Students. It is the faculty responsibility to provide this
information to the academic dean.

If you experience technical difficulty or have forgotten your password, please contact the HELPDESK at 253
7000, Ext. 4357.

If you have aidents who have been sitting in your class but are not on the grade roster, please contact the
assistant dean in ARR at your campus. | have provided their names and phone numbers below. All WN grades
for nonattendance should have been posted to thesstugcord at the beginning of your class. W grades
(withdrawals initiated by the student) are for students who dropped the course on or before the published
withdrawal date and should already be posted to your grade roster. These students shouitiemalirp your

class. If you have a question about these students, talk to the assistant dean.

Assistant Deans of Admissions, Registration and Records (ARR):

Maribel Garret Dale Mabry X7319
Del BroadnaxTaylor Ybor City X7772
Kellie Geary Brandon X7946
Minnie Burrows Plant City x2117
Steve Stancil South Shore x5186


http://pds.hccfl.edu/pds/tutorials/webAdvisor/Adding%20Grades.pdf

HILLSBOROUGH

Community College B8

HCC HawkNet

Contact Help Desk: 813537000 Ext. 4357

HawkNet is a term used to describe the Wabed resources for students, faculty, and staff at
Hillsboroudh Community College. There are three main tools within HawkNet; WebAdvisor,
Campus Cruiser, and Wireless Internet access.

Choose from a link below to either access a HawkNet resource or to manage your password.

HawkNeti Campus  Click this link to view tutorials on how to use HawkNet:Campus Cruiser
Cruiser Instructions

HawkNet T Campus Click this link to access your Hawkmail account, see announcements,

Cruiser view student calendars, and enter your Campus Cruiser cogse pa
Note: Campus Cruiser may be offline on Sundays between 1:00 a.m.
and 8:00 a.m. for routine maintenance.

HawkNet-WebAdvisor Click this link to search and/or register for classes, view your grades,
and access your educational records.
How to access HCC  Information for devices using Windows Operating System and Internet

Wireless Network Explorer on how to access the HCC Wireless Network.

Online@HCC This is the updatedersion for Distance Learning and WEbhhanced
courses at HCC.

Password This link will take you to a page where you can manage your HawkNet

Management password. It is important to note that the same username and password

are used to access WebAdvisor, Campus Cruiser, and the HCC wireless
internet. This means that if you change your passworpasavordwvill

change for all three systems: WebAdvisor, Campus Cruiser, and HCC
wireless internefl'he Office of Information Tehnology strongly suggests

that you immediately change yopasswordrom your faculty or staff

ID number to a personal password. If you need any assistance, please contact
thehelp desk at Ext. 4357.

SmarThinking Online.  SmarThinkings an online tutoring service provided to HCC studentd.0




HawkNet Web Advisor 3.0

Logging in to Hawknet Web
Advisor

It's that time of year again! Time to assign
grades to your students at the end of a
term. Here’s a set of simple instructions that
describes how to enter grades for college
credit courses.

1. Point your browser (Internet Explorer, Firefox)
to the HCC Home Page, www.hcefl.edu.

2. Click on the HawkNet link under the pictures

3. Click the HawkNet — WebAdvisor link to
continue.

4. Click the Log-in link at the top of the page.

5. Enter your username and password in the
appropriate box, then click Submiit.

i NOTE: Your username is the first initial and
last name, your password is your seven digit
employee id number. -

E-mail | Jobs | Libraries j Student Sem‘ces\l 01 HawkNet

HCC HawkNet

Haviidet - Campus
Crulser

HawkNet Instiuctions

HawkNet is 3 Lerm used to describe the Web-based resources fo
Hillsborough Community College There are three main tools withi
Cruiger, and Wiraless intemel access.

Choose from a link below to either access a HawkNel resource o

lick this link to register for classes, vi
Hawihet - cational records.
WebAdvisor

Click this fink to access your Hawkhall
view sludent calendars, and enter your G

Click this fink to view tutorials on how lo|
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