	[bookmark: _GoBack]AGENDA/MINUTES

	Team Name
	Programs, Topics & Processes (PTP)

	Date
	3/13/2024 

	Time
	8:30 – 10:00 am

	Location
	Zoom https://zoom.us/j/5354602075



	Facilitator
	Elaine Simmons
	Recorder
	Sarah Riegel

	Team members
	Present  X
Absent   O

	o
	Chris Baker
	x
	Mary Foley
	o
	Karly Little
	o
	Myrna Perkins

	x
	Janet Balk
	o
	Lindsay Holmes
	x
	Angie Maddy
	o
	Samantha Stueder

	x
	Jenn Bernatis
	x
	Brian Howe
	x
	Claudia Mather
	x
	Laura Stutzman

	o
	Megan Chambers
	x
	Judy Jacobs
	x
	Mollie McReynolds
	x
	Kurt Teal

	x
	Tana Cooper
	x
	Erika Jenkins-Moss
	x
	Wendy Miller
	x
	Josh Winkler

	x
	Lori Crowther
	x
	Stephanie Joiner
	o
	Jeff Mills
	
	

	o
	Mary Doyle
	x
	Kathy Kottas
	o
	Angel Morgan
	
	

	x
	Erin Eggers
	x
	Abby Kujath
	x
	Jose Palacios
	
	

	[bookmark: _Hlk132180237]Ex-Officio members

	o
	Nicole Berger
	x
	Maggie Harris
	o
	Dee Ann Smith
	
	

	o
	Sasha Bingaman
	x
	Denise Schreiber
	
	
	
	

	Guests
	Reporter

	x
	Melissa Feist
	x
	Colvin Hooser
	
	
	
	

	[bookmark: _Hlk161210967]Topics/Notes
	Reporter

	Inventory College Processes Project
· Creating a new program/degree
· Requisitions
· Creating CRNs in Banner
· Using R25
· Degree map process
· International student processes and late arrivals
· Employee orientation/onboarding 
· Faculty orientation
· Course scheduling and financial aid
· LOI process
· Creating Canvas shells
· Cross listing classes in Canvas
· Adding or changing a card in the portal
· Recording keeping requirements
· 2+2 agreements
· Problem resolutions in Maxient
· Electronic college forms 

	All

	PTP Charter Review 



	All

	Programs of Study Project
· The goal is an automated table that serves both internal and external needs, maintains program currency, aligns with HLC compliance requirements and also ensures alignment with promotion, records and reporting.
· Workgroup: Samantha, Angie, Myrna, Todd, Jose, Lori, Mary, Sarah, Kathy, Maggie, Kurt, and Elaine
· Sam’s Update:
· “We had a couple of setbacks in February with unrelated web issues and those have now been resolved, so new timeline we’ve established with our web vendor for the project is to have the table built and live by the beginning of May. The toggle, filtering capabilities and layout will be ready for us to review in that time in the event any design or functionality changes need to happen. During that time, our web vendor will also be implementing the Banner integration piece which we plan to have done by the end of June. Barring any entirely unforeseen Banner challenges or emergency web issues that pop up, this page will be live by July 1! It is the top priority on our projects with our web vendor so our allotted web hours will be directed at this unless an emergency arises.”

	Samantha/Elaine


	College Forms
· Reminder – review current forms – whether linked in the Forms Center or accessible internally across department, areas, etc.

	

	Course Scheduling and Financial Aid – on hold until summer 2024

Myrna has asked us to pick this project back up. The attached is a document that was put together prior to the HLC visit with added information from Myrna that has not yet been fully discussed and documented. One area that needs additional work is the Scheduled Academic Year dates and the process for creating and monitoring. 


· Work Group: Kurt, Jenn, Lori, Erin, Myrna, Kaitlin, Abby, Sarah, Elaine

	

	OER Pathways (AA, AS, & AGS)/OER General Education Package
· Starting Fall 2024
· Marketing – working with Lee and Claudia on timeline; soft launch in April, full launch in July 
· Scheduling
· Advisement
· Enrollment
· Tracking/Data Collection

	Elaine

	[bookmark: _Hlk161144607]Searching for Classes in Banner and with the Course Search Tool
· Lori, Todd, Kathy, Mary, Angie, Karly and myself met last month to discuss program’s that require advisement prior to enrollment. The goal is to maintain the advisement requirement; however, allow potential students to “shop” for these programs/classes via the course search tool.

	Elaine

	Systemwide Elementary Education Degree
· KBOR notified Barton that our degree map for the systemwide elementary education degree was approved on December 29th. The program is also been added to our program inventory via KHEDS.
· The degree is a PK-6 transfer associate degree
· The systemwide degree creates a clear pathway in which all courses completed within the associate degree transfer as the first 60 hours towards a 120-hour degree in elementary education at the six state universities and Washburn University
· The remaining 60 hours are the required courses to complete an elementary education baccalaureate degree and PK-6 licensure requirements
· Barton is an RTI (related technical instruction) location for the apprenticeship program associated with the Elementary Education degree. KSDE serves as the intermediary for the apprenticeship.
· We are asked to implement the approved transfer degree into our catalog, degree map (done), programs of study, recruitment (current and future students), advisement, course development, etc. to ensure availability for fall 2024
· KBOR may want us to add a something to the course catalog
· Add language to the website 
· New – received message from KBOR on February 27th that Contemporary Math will be the required math course for the systemwide degree. This also applies to Early Childhood Education. Sarah updated the program inventory with the required math course for both programs (just the A.S. for Early Childhood) and also updated the degree map and website.
· Monday, we received a message from KBOR sharing that contact has been made with the universities to discussed the appropriate math course and it was determined that ALL are amenable to allowing the substitution of College Algebra, Elementary Statistics, or Calculus if the student had already taken one of those courses, in place of Contemporary Math.  However, Contemporary Math will remain the preferred course for this program.
· I asked if we should add these courses to our program inventory as a substitution and was advise to use our standard practice.
· Follow-up comments include: advisement exceptions and notation to degree map indicating pre-fall 2024 and fall 2024 and beyond.
· Further discussion

	Elaine/Stephanie

	KBOR Systemwide General Education Project
· Discussion Items from 2/7 meeting
· Since we have to show the completion of the gen ed package on the student’s transcript, can we put that same statement on the webpage (Kansas Systemwide General Education Completed) 
· Add a statement as to why the systemwide general education package is important 
· Degree Maps
· “Additionally, I let Sarah know last week that the Degree Maps have been posted to the web along with the master list of Curriculum Guides and Degree Maps (which are linked from each Degree Map section on program pages) so even though that deadline has changed with our colleagues eastward, we’re all done! 😊 I also removed the certificates from the program webpages for Technical Theatre, Music Accompaniment and Dance Instruction.”
· Advisement Training
· Fall Enrollment Begins – April 9
· Are we ready?

	Elaine/Brian

	Technical Theatre Degree


· Associate of Arts; Certification Exam
· Effective date – Fall 2024
· Campus location – Barton County(GB)
· Degree Map (Sarah) – Done 
· CIP code (Sarah) – 50.0502
· Major code (Lori) – 5006
· Banner/Degree Works (Lori) – Done 
· HLC/Dept of Ed (Myrna) – n/a 
· Advisor assignment/notification (Mary D.) – Done 
· Programs of Study page (Samantha/Brian) – Done 
· Admissions application (Tana) – Done 
· Change of Major form (Mary D.) – Done 
· Internal promotion (Brian) – Done 
· External promotion (Maggie)

	Brian

	Dance Instruction & Management/Music Accompaniment/Tech Theatre Certificates
· We will not have these certificates 
· Credentials students can earn will be noted on the AA degree maps 

	Elaine/Brian

	Carpentry Program Alignment


· Program name changes to Construction Technology
· Program changes from 18 credit hours to 23 credit hours 
· Effective date – Fall 2024
· Campus location – Barton County(GB)
· Degree Map (Sarah) 
· CIP code (Sarah) 
· Major code (Lori) 
· Banner/Degree Works (Lori) 
· HLC/Dept of Ed (Myrna) 
· Advisor assignment/notification (Mary D.) 
· Programs of Study page (Samantha/Mary F.) 
· Admissions application (Tana) 
· Change of Major form (Mary D.) 
· Internal promotion (Mary F.) 
· External promotion (Maggie)

	Mary F.

	KBOR Performance Agreement Indicator 1 – Barton Degrees & Certificates Awarded
· Goal is 946 for 2023-2024 (total for 2022-2023 was 998)
· 7/12 = 43 (last year 62)
· 8/9 = 81 (last year 165)
· 9/13 = 174 (last year 201)
· 10/11 = 186 (last year 213)
· 11/7 = 205 (last year 267)
· 1/10 = 403 (last year 502)
· 2/7 = 484 (last year 528)
· 3/13 = 549 (last year 543)
· Deadline to report completers to KBOR – May 31 (can be reported after 5/31 but students must finish by 5/31)

	Jeff/Jose

	Bulletin of Classes Swim Lane Deadlines (T-Drive) – no update

	Lori

	LICC Update 
· BUSI 1608 – updated the outcomes and competencies
· AVIA 1410 and THEA 1314 – new courses 

	Sarah

	Web Site Update – no update

	Samantha

	Barton Online Update – no update 

	Erin

	Center for Innovation & Excellence Update
· Doing away with Soft Chalk because it’s not used much and we have H5P
· Planning Cougar Tales for August
· Working on topics for the all faculty meeting 

	Claudia

	Academic Development Center Update 
· Updating Cougar Keeper – let Nolan know if you have any suggestions 

	Stephanie

	Institutional Effectiveness Update – no update 

	Jeff/Angel/Jose

	HLC/Department of Education Update 
· List of approved programs and locations with HLC and the Dept of Ed


· Prison Education Program (PEP) application
· 2024-25 FAFSA – soft launch of new application

	Myrna


	Student Services Update – no update 

	Angie

	Instruction Update 
· Program-to-Program Articulation Agreements (Business, Computer Science, Nursing, and Social Work; Upcoming: Criminal Justice and Secondary Education
· Academic Calendar – Essdack moved to the last week in October; we are moving Jack Kilby Science Day and fall advisement to a Friday in October 
· We are facing a $1.4 million cut in funding from the state for fiscal year 2025

	Elaine

	Next Meeting April 10, 2024
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Name of Team

Programs, Topics and Processes Committee



Context

Barton Community College serves students throughout the institution’s assigned service area, across the state of Kansas and beyond with programming and services. It is vital the institution ensures students have equitable access to instruction and student services regardless of location. In response, the College supports an institutional team developed to serve as an operational workgroup to oversee instructional and student services processes.



Purpose

The purpose of the Programs, Topics and Processes (PT&P) Committee is to identify, discuss and manage processes that support Instruction and Student Services. Topics include, but are not limited to: new and revised programming (Curricular Approval Matrix), data entry, research requests, Programs of Study, courses, schedule of classes, college catalog, advisement, promotion, registration, financial aid, and programming location information. The committee functions in conjunction with regulatory and compliance agencies including the Kansas Board of Regents, Higher Learning Commission and U.S. Department of Education.



Duration and Time Commitment

The committee is a permanent institutional team. The committee meets monthly unless an increase in frequency is warranted. Sub-committees may be assigned and will meet in accordance with their assigned projects and tasks.



Members are expected to communicate with the committee facilitator if they are unable to attend the committee meetings. Members with approval of the committee facilitator may assign a designee to attend on their behalf when attendance is not possible.



Ex-Officio members are not required to attend committee meetings, but are welcome if they identify agenda items pertinent to their work function. Ex-Officio members receive all committee communications.



Boundaries & Limitations:

The committee operates within the requirements established by Barton Community College Policy and Procedures, Kansas Board of Regents rules and requirements, Kansas Statutes, Higher Learning Commission Principles and Federal Regulations.



The committee serves to advise, manage and recommend to administration as it applies to instructional and student services processes. Dependent on the situation, the committee facilitator and/or committee members will consult with other areas of the College to gain additional information and strengthen communications.



Committee members are expected to share outcomes applicable to the area(s) they represent, unless information is earmarked as confidential.



Membership:

The committee is facilitated by the Vice-President of Instruction; minutes are taken by a representative of the Vice-President’s Administrative Assistant team.



Membership spans the institution and includes administration and staff. Members are accepted on a voluntary basis as applicable to the context and purpose of the committee. The committee facilitator reserves the option to appoint and/or request members as needed to ensure appropriate representation.

Members are welcome to remain on the committee with continued interest and positive contributions.

Members include:



Elaine Simmons (Facilitator) – Vice-President of Instruction



Acting Members:

· Chris Baker – Executive Director of Healthcare & Public Service Education

· Janet Balk – Director of Fort Riley Academic Programs 

· Jennifer Bernatis – Executive Director of Health, Humanities & Science

· Megan Chambers – Advisement Coordinator

· Tana Cooper – Director of Admissions

· Lori Crowther – Registrar

· Mary Doyle – Advisement Coordinator

· Erin Eggers – Director of Online & LMS Management 

· Mary Foley – Executive Director of Agriculture & Industry Education

· Lindsay Holmes – Director of Hazardous Materials, Emergency Management & Occupational Safety & Health

· Brian Howe – Dean of Academics

· Judy Jacobs – Director of Testing, Advisement & Career Services

· Erika Jenkins-Moss – Director of Fort Leavenworth Learning Services 

· Stephanie Joiner – Director of Student Academic Development 

· Kathy Kottas – Dean of Workforce Training & Community Education  

· Abby Kujath – Director of Military Student Services 

· Karly Little – Director of Early College Opportunities

· Angie Maddy – Vice-President of Student Services

· Claudia Mather – Associate Dean of Instruction 

· Mollie McReynolds – Testing Coordinator 

· Wendy Miller – Academic Advisor

· Jeff Mills – Chief Institutional Research Analyst

· Angel Morgan – Data Assurance Specialist 

· Jose Palacios – Institutional Research Coordinator 

· Myrna Perkins – HLC Accreditation Liaison/Director of Financial Aid

· Sarah Riegel – Administrative Assistant

· Samantha Stueder – Web Content Strategist

· Laura Stutzman – Business Manager 

· Kurt Teal – Dean of Military Academics, Technical Education & Outreach Programs 

· Josh Winkler – Executive Director of Business, Technology & Workforce Development



Ex-Official Members:

· Nicole Berger – Academic Advisor & VA Specialist 

· Sasha Bingaman – Graphic Design Specialist

· Maggie Harris – Chief Communications Officer

· Denise Schreiber – Administrative Assistant

· Dee Ann Smith – Promotions Specialist
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Scheduling Guidelines





Academic Calendar Process - Barton County (GB) Campus



· Start in January each year working 3 years out 

· Print a calendar from https://www.timeanddate.com/calendar/create.html 

· Copy over prior years’ information

· Use old calendars for reference

· See notes below

· Use the Holidays and Breaks policy http://docs.bartonccc.edu/procedures/2428-holidaysbreaks.pdf 

· If we can’t do 10 days at Christmas, check with Vice President of Administration about doing 11

· Reference the university calendars from KBOR for spring break https://www.kansasregents.org/academic_affairs/academic-calendars 

· Day count (seat time) = days students are in class (total of 2,250 minutes for MWF classes and 2,250 minutes for TR classes)

· Count the number of MWF and TR class days (41 MWF days and 29 TR days in each Fall and Spring semester)

· Beginning with the 2021-2022 calendar class times are lengthen to 55 minutes on MWF and 80 minutes on TR

· Day count should be met before finals

· Master academic calendar – G:\Instruction and Student Services\Academic Calendars\Master Academic Calendar.xlsx

· Add a note to each calendar: “Calendar subject to change.”

· Create pdf to post to the web

· Have Samantha post to web after approved by President’s Staff 

· Academic Calendar Committee reviews the draft in February

· President’s Staff reviews/approves in March

· Human Resources needs to know the timeframe for summer hours and the faculty contract dates by the end of March

· Notify Terry Barrow once the calendar is approved

· Complete Finals Schedule at the same time as doing the Academic Calendar

 

Notes:

· There are two registration days in the spring, one for current students and one for new students

· Advisement day (in the spring) should be the same as the registration day for current students

· Registration ends one week after classes start.  For fall we start on a Wednesday so we end registration the following Wednesday.  For spring we start on a Tuesday so we end registration on the following Tuesday.

· Effective Spring 2021, the last day to drop courses with a “W” for full-term, 1st 8-week, 2nd 8-week sessions, BOL 6/8/12/16 week sessions is 10 college working days prior to the end of the semester/session

· The 4 week BOL classes will remain at 7 working days

· Summer semester (total of 8 weeks)

· Each 4 week session is 16 class days (MTWR) 

· Runs June 1 to July 31 

· The last day for late enrollment and the last day for refund should be the same day

· Priority deadline for graduation is February 1 (Spring), June 1 (Summer) and September 1 (Fall)

· 4th of July – if it falls on MTWR that day we will be closed; if it falls on FSaSu it will be considered a floating holiday

· Jack Kilby STEM Day is on the Monday before Thanksgiving

· Add Barton Online dates as we have them



Course Scheduling



Related College Policy/Procedure

· Policy (#1502) - https://docs.bartonccc.edu/policies/1502-instructionalprogram.pdf

· Procedure (#2540) - https://docs.bartonccc.edu/procedures/2540-credithourallocation.pdf



Governing Organizations 



· Kansas Board of Regents (KBOR)  https://www.kansasregents.org/about/rules-regulations/coordinated-institutions-rules-regulations?start=4 

· Higher Learning Commission (HLC) https://www.hlcommission.org/Policies/assignment-of-credits.html 

· U.S Department of Education https://www.ecfr.gov/current/title-34/subtitle-B/chapter-VI/part-600#600.2   





Credit Hours 

Credit is the basic unit of collegiate level instruction that is assigned to a course or course equivalent learning. Each course has a determined number of contact hours to meet the course outcomes and competencies. Contact hours are converted to an academic credit hour equivalent.



Credit may be awarded according to the following time-based standards: 



· A regular college semester is defined as 15 weeks of instruction and one week allocated for final exams. 

· Lecture courses must meet for a minimum of 750 minutes per credit hour (50-minute hour for 15 weeks), plus time allocated for a final exam. 

· [bookmark: _GoBack]Laboratory courses, including those in vocational-technical programs, must meet for a minimum of 1,125 minutes per credit hour (1.5 x 750 minutes). Laboratory courses are ones in which students predominantly are involved in experimentation or application learning activities. 

· Internship, practicum and on-the-job training courses must meet for a minimum of 45 hours (60-minute hour) per credit hour. 

· Physical education activity courses must meet for a minimum of 1,500 minutes per credit hour. 

· Clinical courses and apprenticeship courses will meet the minimum required by the respective professional accrediting or regulatory agency, but may not be less than the minimum required for laboratory courses as defined above.





Barton County (GB) Campus – Credit Hours for Courses
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Grandview Plaza Campus – Credit Hours for Courses

· 3CH Classes: requirement is 2250 minutes. 

· College Program: These are hybrid; 1125 minutes are required for seat time; 8 class days x 180 minutes = 1440 minutes (three 10-minute breaks per session included). 

· RESIDENT HAZWOPER: These classes are F2F; 2250 minutes are required for seat time; 5 class days x 480 minutes = 2400 minutes (break time not to exceed 30 minutes per day). (3 credits) 

· RESIDENT OSHA (3 day):  These classes are F2F; 1125 minutes are required for seat time; 3 class days (no more than 7.5 hrs per day per OSHA) x 450 minutes = 1350 minutes (break time not to exceed 75 minutes per day).  
(1.5 credits)

· RESIDENT OSHA (4 day):  These classes are F2F; 1875 minutes are required for seat time; 4 class days (no more than 7.5 hours per day per OSHA) x 450 minutes = 1800 minutes 



Fort Leavenworth/FR Campus – Credit Hours for Courses

· 3 Credit Hour Classes:  2,250 minutes

· LSEC: 29 class days X 90 minutes = 2,610 minutes

· FL BSEP: 20 class days x 180 minutes = 3,600 minutes

· FR BSEP: 17 class days X 180 minutes = 3,060 minutes

· CP: These are hybrid; 1,125 minutes are required for seat time; 8 class days x 180 minutes = 1,440 minutes

· 4 Credit Hour Classes:  3,000 minutes

· LSEC: 29 class days x 120 minutes = 3,480 minutes

· CP: These are hybrid, only 1,500 minutes are required for seat time; 16 class days x 120 minutes = 1,920 minutes

· 5 Credit Hour Classes: 3,750 minutes

· LSEC: These are hybrid, so only 1875 minutes are required for seat time.

· Some meet for 29 days: 29 class days x 90 minutes = 2,320 minutes

· Some meet twice/week: 12 class days x 180 minutes = 2,160 minutes

· CP: These are hybrid, only 1,875 minutes are required for seat time; 16 class days x 180 minutes = 2,880 minutes



Scheduling Process - Barton County Campus (GB) and Barton Online



Stage 1 

· Academic Calendars & Semester schedules are determined.

· Courses associated with the BASICS and CEP programs utilize beginning and end dates that align with the correctional facility and high school locations.

· Calendars are located: https://www.bartonccc.edu/calendar/academic 

· Calculation of student contact/seat-time are determined by course type and length of course. 

· Course Schedule types – Lecture, Hybrid, Lab, Studio, Fuzion, Synchronous, Internship, Independent study, by Arrangement, Web, Activity, Non-Credit and OER.

· Course delivery length is designated.



Stage 2 

· Due dates for course scheduling are reflected in the Course Search swim lanes, including review dates are determined.

· The course schedules roll over from each semester by the Registrar.

· Terms roll schedule

· Summer-to-summer term – May 1 or prior year

· Fall-to fall term – August 1 or prior year

· Spring-to-spring term - January 1 or prior year

· Courses/Parts of term included in the roll process

· Full semester GB

· 8-week/8-week GB

· Barton Online sessions

· Courses associated with the BASICS and CEP programs do not roll over.

· Calendar is located: T: drive> Bulletin > Bulletin Dates.

· Power BI - Scheduling Matrix - View, filter and download the draft schedule.  

· GB courses migrate to 25Live for scheduling of rooms.



Stage 3 

· Classes, course load, release time and any overload are determined with a 15-credit hour minimum for full-time instructors.

· Max, Fees, Schedule Type, OER, Grade Mode, Session Type, Instructional Method, Section Text & Classrooms are assigned. 

· The draft schedule is then shared with faculty to determine changes to the course type and fee updates.

· The return due date is set in advance of the bulletin deadline allowing schedulers to compile and finalize the schedule.

· A schedule review with the Financial Aid Office is advised to ensure the correct number of weeks for non-traditional programs/courses.

· The schedulers send the course role updates and new schedule requests to the Registrar (Barton County Campus (GB) and to the Director of Online and LMS Management (Barton Online).

· Schedules requests for CEP, BASICS, seminars, and non-credit courses are sent to Lori for scheduling in Banner.

Stage 4 – 2nd Review 

· The schedulers check the scheduling matrix for accuracy and to ensure all changes have been entered.  A second draft is shared with faculty requesting review and corrections to be sent schedulers and supervisors prior to the 2nd review calendar deadline. Supervisors and schedulers review any changes to ensure seat-time is being met and request any additional information necessary.  



Stage 5 

· Adjustments are then sent to the Registrar.  Schedulers again review the scheduling matrix for accuracy. 



Near or after start of term

· Cancellations are determined due to low enrollment prior or during the first week of class start date by the supervisor.

· A list of cancellations are sent to the Registrar, advisement center, and bookstore.  

· Overload payment discussed between the supervisor and faculty. Shadow CRN’s are sent to the Registrar to create for overload information.



Scheduling Process – Fort Leavenworth, Fort Riley Campus & Grandview Plaza

· Use the LSEC or CP class schedule template (Excel)

· Draft the class schedule for the cycle. *Consider seat time when scheduling classes. 

· Follow the class rotation outlined in the Yearly LSEC & CP rotation Schedule Color Coded for current year. (Also consider using the instructor class rotation to build the Colored Coded rotation Schedule.)

· Collaborate with the Director of Fort Riley Academic Programs on purposed schedule

· Share purposed schedule with faculty for approval with a deadline for questions or changes (6 weeks prior to cycle opening). 

· Send approved draft to the Director of Military Student Services  

· Meet with the Director of Military Student Services & Director of Fort Riley Academic Programs to finalize class schedule. (Seat time (days of cycle) is evaluated and checked before finalizing the schedule.) 

· Once schedule is finalized the Director of Military Student Services will send finalized Excel and PDF class schedules for FL & FR to Directors.

· Director of Military Student Services post finalized class schedules to FL Facebook and emails the Web Content Strategist (Marketing) to request the schedules be posted to the Fort Leavenworth Webpage

· Grandview Plaza course schedules are built six months in advance to support the required time needed to gain out-of-district approvals from the Kansas Board of Regents.

· Emergency Management, Hazardous Materials and Occupational Safety course scheduling is based on a pre-determined rotation of classes used each academic year.



Scheduling a Class (Creating a CRN):

The Registrar’s Office in conjunction with division/department areas across the instructional system maintain a set of instructions for scheduling courses into the Banner system.



Each area is responsible for scheduling coursework in accordance with governing organizations guidelines and college procedure with the expectation for accuracy.



Compliance is checked with internal reporting as scheduling occurs with final compliance oversight conducted by the Registrar’s Office.















































































References



Academic Year/Term Guidelines by U.S. Department of ED



· Minimum academic year must = 30 weeks + 24 credit hours.  (Barton’s definition = 30 weeks + 30 credit hours for federal loan awarding.)

 

· A semester must be at least 15 – 17 and no longer than 21 weeks.  (Exception: Summer may be less.)



· Fall/Spring semesters must total 30 weeks for Barton’s defined academic year.



· Certificate programs must be at least 15 weeks in length.


· Semester start and end dates cannot overlap with another semester.



· Inclusion of clinical work in a standard term



Inclusion of clinical work in a standard term Periods of clinical work such as medical and education program work which is conducted outside the classroom may not be included in a standard term, unless all of the following apply:



· All students in the program must participate in a practicum or clinical experience and its completion is required for graduates to apply for licensure or authorization to practice the occupation those students intend to pursue; 

· The school has little or no control over the length or start/end dates of the practicum or clinical experience. This may be due to constraints imposed by outside licensing bodies or the need to accommodate schedules of entities with which students are being placed (e.g., school districts or hospitals); and 

· Credit hours associated with the practicum or clinical experience must be associated with the term in which most of the training occurs, even if the starting and ending dates do not exactly align with the term dates and/or overlap with another term.

If the clinical work meets all of the above criteria, terms which include such clinical work are not required to be considered nonstandard, nor are such programs required to be considered non-term, even if the clinical work overlaps another term. This flexibility is limited to required clinical periods associated with standard term programs in medicine (allopathic, osteopathic, nursing and veterinary), pharmacy, physical therapy, and student teaching required to obtain a state teaching certificate.



· Academic programs may have different academic years.  

(e.g. Natural Gas, MLT, Liberal Studies, etc.)



· Different versions of the same academic program may have different academic years.

(e.g. BOL, EduKan, LSC, F2F, etc.)

· May have modules or parts of term within the term.



· Ineligible programs/ineligible students – not restricted.  These courses must be scheduled with a grade mode indicating the course is not eligible for federal aid.

(e.g. Military certificates)



· May pay federal aid for standalone intersession.  

(i.e. Standalone Winter Intersession may attach to either fall  or spring)



· May use Pell Formula 1 under these rules.



· Basic rule – respect the integrity of the start/end dates!





*2022-23 Federal Student Aid Handbook, Vol. 3, Chapter 1





































HLC and ED Approved Programs and Locations







HLC and U.S. Department of Education Location Approvals:



		Current Approved Additional Locations



		American Medical Response

401 SW Jackson St

Topeka, KS 66603-3327





		Ellsworth Correctional Institution

1607 State Street

Ellsworth, KS 67439-1628



		Fort Leavenworth

120 Dickman Avenue

Fort Leavenworth, KS 66027-1241



		Fort Riley

211 Custer Avenue

Fort Riley, KS 66442







		Fort Riley Military School

8388 Armistead Street

Fort Riley, KS 66442-7072





		Grandview Plaza

100 Continental Drive

Grandview, KS 66441-4362





		Larned Correctional Mental Health Facility

Route 3, 1318 KS Highway 264

Larned, KS 67550-5353





		Pratt Community College

348 Northeast State Road 61

Pratt, KS 67124-8317









ED Approved Certificate Programs with Approved Weeks:





		CIP Code

		Program

		Credit 

Hours

		Clock 

Hours

		Approved 

Weeks



		01.0302

		Beef Cattle Production

		23

		863

		34



		01.0302

		Beef Cattle Production

		34

		1275

		51



		01.1105

		Crop Protection Application

		33

		1238

		51



		01.1105

		Crop Protection Application

		25

		938

		34



		11.0901

		Networking Security Specialist

		36

		1350

		51



		15.0404

		Scale Technician

		27

		1013

		17



		15.0508

		Environmental Management Professional

		18

		675

		32



		15.0508

		Environmental Regulations Specialist I

		18

		375

		32



		15.0508

		Hazardous Materials Management

		39

		1462

		32



		15.0699

		Natural Gas Transmission & Distribution 

		35

		1313

		16



		15.0701

		Occupational Safety & Health

		18

		675

		34



		19.0708

		Child Development

		24

		938

		34



		43.0102

		Corrections

		17

		638

		34



		43.0107

		Criminal Justice

		46

		1725

		68



		43.0302

		Emergency Management/Homeland Security

		39

		1462

		32



		43.0302

		Emergency Operations Specialist

		18

		675

		32



		43.0302

		Emergency Planning & Mitigation

		18

		675

		32



		46.0201

		Carpentry

		18

		675

		34



		46.0201

		Carpentry

		18

		675

		17



		46.0503

		Plumbing

		16

		600

		34



		46.0503

		Plumbing

		16

		600

		17



		48.0508

		Welding

		16

		480

		30



		48.0508

		Welding

		16

		272

		17



		51.0708

		Healthcare Documentation & Transcription

		40

		1500

		51



		51.0713

		Medical Coding

		44

		1650

		51



		51.0801

		Medical Assistant

		43

		1613

		51



		51.0805

		Pharmacy Technician

		29

		1088

		34



		51.0904

		Paramedic

		52

		3120

		60



		51.0805

		Dietary Manager

		16

		600

		34



		51.3901

		Practical Nursing

		45

		2025

		45



		52.0201

		Business Management & Leadership

		18

		675

		34
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Start in January each year working 3 years out 



 



·



 



Print a calendar from 



https://www.timeanddate.com/calendar/create.html



 



 



·



 



Copy over prior years’ information



 



o



 



Use old calendars for reference



 



o



 



See notes below



 



·



 



Use the Holidays and Breaks policy 



http://docs



.bartonccc.edu/procedures/2428



-



holidaysbreaks.pdf



 



 



o



 



If we can’t do 10 days at Christmas, check with 



Vice President of Administration



 



about doing 11



 



o



 



Reference the university calendars from KBOR for spring break 



https://www.kansasregents.org/academic_affairs/academic



-



calendars



 



 



·



 



Day count (seat time) = days students are in class (total of 2,250 minutes for MWF 



classes and 2,250 minutes for TR classes)



 



o



 



Count the number of MWF and T



R 



class



 



days (41 MWF days and 29 TR days in 



each Fall and Spring semester)



 



§



 



Beginning with the 2021



-



2022 calendar class times are lengthen to 55 



minutes on MWF and 80 minutes on TR
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Day count should be met before finals
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Master academic calendar 



–



 



G:
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Academic 



Calendars
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Master Academic Calendar.xlsx



 



o
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uman Resources
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Complete Finals Schedule at the same time as doing the Academic Calendar



 



 



 



Notes:
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There are two registration days in the spring, one for current 



students and one for new 



students



 



Ø



 



Advisement day (in the spring) should be the same as the registration day for current 



students



 



Ø



 



Registration ends one week after classes start.  For fall we start on a Wednesday so we 



end registration the following Wednesda



y.  For spring we start on a Tuesday so we end 



registration on the following Tuesday.
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Effective Spring 2021, the last day to drop courses with a “W” for full
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term, 1



st
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-
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2



nd



 



8
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week sessions, BOL 6/8/12/16 week sessions is 10 college working days prio



r to 



the end of the semester/session



 



o



 



The 4 week BOL classes will remain at 7 working days
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Summer semester (total of 8 weeks)



 



o



 



Each 4 week session is 16 class days (MTWR) 
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Student Name __________________________________________________________  ID# _ _________________________________


This map provides a guide to completing a certificate program or an associate degree. Completion is subject to pre-requisite requirements and 
availability of the program/courses by location.


TERM 1   CREDITS MILESTONE SGE COMPLETED


TOTAL CREDITS


TERM 2   CREDITS MILESTONE SGE COMPLETED


TOTAL CREDITS


Milestone Courses should be 
taken in the term shown. This will 
help you stay on track and grad-
uate on time.


Make your summer matter. 
Summer is a great time to take 
some courses and get ahead or 
stay on track.


General Advising Notes
* Subject to pre-requisite requirements 
prereq.bartonccc.edu


Systemwide General Education 
(SGE) Key


010	 English	 6 hours


020	 Communications	 3 hours


030	 Math & Statistics	 3 hours


040	 Natural & Physical Science	 4-5 hours


050	 Social & Behavioral Sciences	 6 hours


060	 Arts & Humanities	 6 hours


070	 Barton Designated	 6 hours


sge.bartonccc.edu
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availability of the program/courses by location.


TERM 3   CREDITS MILESTONE SGE COMPLETED


TOTAL CREDITS


TERM 4   CREDITS MILESTONE SGE COMPLETED


TOTAL CREDITS


Suggested Emphasis Electives Advising Notes
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TERM 5   CREDITS MILESTONE SGE COMPLETED


TOTAL CREDITS


Suggested Emphasis Electives Advising Notes





		Program, emphasis, degree-credit hours: Technical Theatre
Emphasis of Study
Associate of Arts - 60 credit hours

		Course Number 1: ENGL 1204 or 1209

		Course Number 2: 

		Course Number 3: THEA 1310

		Course Number 4: 

		Course Number 5: 

		Course Number 6: 

		Course Number 7: 

		Course Number 8: 

		Course Number 9: ENGL 1206

		Course Number 10: THEA 1316

		Course Number 11: 

		Course Number 12: 

		Course Number 13: 

		Course Number 14: 

		Course Number 15: 

		Course Number 16: 

		Course Name 1: English Composition I* or English Composition I with Review*

		Course Name 2: Communications requirement

		Course Name 3: Stagecraft

		Course Name 4: Barton Designated requirement (recommend EDUC 1103)

		Course Name 5: Suggested Emphasis elective

		Course Name 6: 

		Course Name 7: 

		Course Name 8: 

		Course Name 9: English Composition II

		Course Name 10: Audio/Visual for the Theatre

		Course Name 11: Social and Behavioral Sciences requirement

		Course Name 12: Barton Designated requirement (recommend a HLTH or PHED course)

		Course Name 13: Suggested Emphasis elective

		Course Name 14: 

		Course Name 15: 

		Course Name 16: 

		Credits 1: 3

		Credits 2: 3

		Credits 3: 3

		Credits 4: 3

		Credits 5: 3

		Credits 6: 

		Credits 7: 

		Credits 9: 3

		Credits 10: 3

		Credits 11: 3

		Credits 12: 3

		Credits 13: 3

		Credits 14: 

		Credits 15: 

		Credits 16: 

		Milestone 1: Off

		Milestone 2: Off

		Milestone 3: Off

		Milestone 4: Off

		Milestone 5: Off

		Milestone 6: Off

		Milestone 7: Off

		Milestone 8: Off

		Milestone 9: Off

		Milestone 10: Off

		Milestone 11: Off

		Milestone 12: Off

		Milestone 13: Off

		Milestone 14: Off

		Milestone 15: Off

		Milestone 16: Off

		SGE 1: [010]

		SGE 2: [020]

		SGE 3: [060]

		SGE 4: [070]

		SGE 5: [N/A]

		SGE 6: []

		SGE 7: []

		SGE 8: []

		SGE 9: [010]

		SGE 10: [N/A]

		SGE 11: [050]

		SGE 12: [070]

		SGE 13: []

		SGE 14: []

		SGE 15: []

		SGE 16: []

		Completed 1: Off

		Completed 2: Off

		Completed 3: Off

		Completed 4: Off

		Completed 5: Off

		Completed 6: Off

		Completed 7: Off

		Completed 8: Off

		Completed 9: Off

		Completed 10: Off

		Completed 11: Off

		Completed 12: Off

		Completed 13: Off

		Completed 14: Off

		Completed 15: Off

		Completed 16: Off

		Credits 8: 

		Total Credits 1: 15

		Total Credits 2: 15

		Tip #3: 

		General Advising Notes: 

		Student Name: 

		Student ID: 

		Program, emphasis, degree-credit hours: 

		Page 2: Technical Theatre
Emphasis of Study
Associate of Arts - 60 credit hours

		Page 3: Technical Theatre
Emphasis of Study
Associate of Arts - 60 credit hours



		Course Number 17: 

		Course Number 18: THEA 1314

		Course Number 19: 

		Course Number 20: THEA 1302

		Course Number 21: 

		Course Number 22: 

		Course Number 23: 

		Course Number 24: 

		Course Number 25: 

		Course Number 26: THEA 1313

		Course Number 27: THEA 1328

		Course Number 28: 

		Course Number 29: 

		Course Number 30: 

		Course Number 31: 

		Course Number 32: 

		Course Name 17: Math & Statistics requirement*

		Course Name 18: Lighting for the Theatre

		Course Name 19: Social and Behavioral Sciences requirement

		Course Name 20: Acting I

		Course Name 21: Suggested Emphasis elective

		Course Name 22: 

		Course Name 23: 

		Course Name 24: 

		Course Name 25: Natural & Physical Science requirement*

		Course Name 26: Costuming for the Theatre

		Course Name 27: Make-Up for the Theatre

		Course Name 28: Arts & Humanities requirement

		Course Name 29: Suggested Emphasis elective

		Course Name 30: 

		Course Name 31: 

		Course Name 32: 

		Credits 17: 3

		Credits 18: 3

		Credits 19: 3

		Credits 20: 3

		Credits 21: 3

		Credits 22: 

		Credits 23: 

		Credits 24: 5

		Credits 25: 3

		Credits 26: 2

		Credits 27: 3

		Credits 28: 2

		Credits 29: 

		Credits 30: 

		Credits 31: 

		Milestone 17: Off

		Milestone 18: Off

		Milestone 19: Off

		Milestone 20: Off

		Milestone 21: Off

		Milestone 22: Off

		Milestone 23: Off

		Milestone 24: Off

		Milestone 25: Off

		Milestone 26: Off

		Milestone 27: Off

		Milestone 28: Off

		Milestone 29: Off

		Milestone 30: Off

		Milestone 31: Off

		Milestone 32: Off

		SGE 17: [030]

		SGE 18: []

		SGE 19: [050]

		SGE 20: []

		SGE 21: []

		SGE 22: []

		SGE 23: []

		SGE 24: []

		SGE 25: [040]

		SGE 26: []

		SGE 27: [N/A]

		SGE 28: [060]

		SGE 29: []

		SGE 30: []

		SGE 31: []

		SGE 32: []

		Completed 17: Off

		Completed 18: Off

		Completed 19: Off

		Completed 20: Off

		Completed 21: Off

		Completed 22: Off

		Completed 23: Off

		Completed 24: Off

		Completed 25: Off

		Completed 26: Off

		Completed 27: Off

		Completed 28: Off

		Completed 29: Off

		Completed 30: Off

		Completed 31: Off

		Completed 32: Off

		Credits 32: 

		Total Credits 3: 15

		Total Credits 4: 15

		Student Name 2: 

		Student ID 2: 

		Suggested Electives: ARTS 1210 Painting I (3)

ARTS 1214 Drawing I (3)

CRPT 1001 Intro to Carpentry Skills (4)

THEA 1301 Directed Independent Study/Theatre (3)

THEA 1304 Acting II (3)

THEA 1306 Play Production (3)

THEA 1308 Musical Theatre (1)

THEA 1309 Theatre Ensemble (1)

THEA 1315 Introduction to Film (3)

THEA 1317 Stage Management (3)

THEA 1327 Creative Dramatics for Children (3)

WELD 1348 Intro to Welding (3)

		Advising Notes: 



		Course Number 33: 

		Course Number 34: 

		Course Number 35: 

		Course Number 36: 

		Course Number 37: 

		Course Number 38: 

		Course Number 39: 

		Course Number 40: 

		Course Name 33: 

		Course Name 34: 

		Course Name 35: 

		Course Name 36: 

		Course Name 37: 

		Course Name 38: 

		Course Name 39: 

		Course Name 40: 

		Credits 33: 

		Credits 34: 

		Credits 35: 

		Credits 36: 

		Credits 37: 

		Credits 38: 

		Credits 39: 

		Milestone 33: Off

		Milestone 34: Off

		Milestone 35: Off

		Milestone 36: Off

		Milestone 37: Off

		Milestone 38: Off

		Milestone 39: Off

		Milestone 40: Off

		SGE 33: []

		SGE 34: []

		SGE 35: []

		SGE 36: []

		SGE 37: []

		SGE 38: []

		SGE 39: []

		SGE 40: []

		Completed 33: Off

		Completed 34: Off

		Completed 35: Off

		Completed 36: Off

		Completed 37: Off

		Completed 38: Off

		Completed 39: Off

		Completed 40: Off

		Credits 40: 

		Total Credits 5: 

		Student Name 3: 

		Student ID 3: 

		Suggested Electives 2: 

		Advising Notes 2: 
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Construction Technology

Executive Summary

3/1/2024



Project Rationale:



The Carpentry program is being realigned by KBOR. This has occurred because the National Center for Construction Education & Research has updated their curriculum and the carpentry program is aligned with their curriculum. With the realignment the Carpentry program will be renamed to Construction Technology. This realignment will also impact the plumbing program because of the change in the required Intro to Craft Skills class. 

Program of Study

The Construction Technology Program will move from a 18-credit hour program to 23 hours, covering the following topics:



		SUBJ

		CRSE

		Course Title

		Credits



		CRFT

		1010

		OSHA 10

		1



		CRFT

		1001

		Intro to Craft Skills

		3



		CRFT

		TBD

		Construction Basics

		2



		CRPT

		TBD

		Carpentry I

		4



		CRPT

		TBD

		Concrete

		3



		CRPT

		TBD

		Carpentry II

		6



		CRPT

		TBD

		Exterior Finishing 

		4







The Plumbing program will move from a 16-credit hour program to an 18-hour program with the addition of Construction Basics. 



		SUBJ

		CRSE

		Course Title

		Credits



		CRFT

		1010

		OSHA 10

		1



		CRFT

		1001

		Intro to Craft Skills

		3



		CRFT

		TBD

		Construction Basics

		2



		PLMB

		1001

		Plumbing Safety

		2



		PLMB

		1020

		Intro to Plumbing

		3



		PLMB

		1030

		Fixtures/Fittings

		4



		PLMB

		1010

		Plumbing Systems

		1



		PLMB

		1040

		Commercial Drawing

		2







[bookmark: _GoBack]Upon successful completion of the Construction Technology and/or  Plumbing certificate, students will have obtained NCCER Level 1 certification and an OSHA 10 card.  



Respectfully Submitted By:



Mary Foley, Executive Director Workforce Training and Economic Development

Matt Mazouch, Construction Technology Instructor/Coordinator

Jeff Meyer, Plumbing Instructor/Coordinator 

Dr. Kathy Kottas, Dean of Workforce Training and Community Education
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HLC and ED Approved Programs and Locations







HLC and U.S. Department of Education Location Approvals:



		Current Approved Additional Locations



		American Medical Response

401 SW Jackson St

Topeka, KS 66603-3327





		Ellsworth Correctional Institution

1607 State Street

Ellsworth, KS 67439-1628



		Fort Leavenworth

120 Dickman Avenue

Fort Leavenworth, KS 66027-1241



		Fort Riley

211 Custer Avenue

Fort Riley, KS 66442







		Fort Riley Military School

8388 Armistead Street

Fort Riley, KS 66442-7072





		Grandview Plaza

100 Continental Drive

Grandview, KS 66441-4362





		Larned Correctional Mental Health Facility

Route 3, 1318 KS Highway 264

Larned, KS 67550-5353





		Pratt Community College

348 Northeast State Road 61

Pratt, KS 67124-8317









ED Approved Certificate Programs with Approved Weeks:





		CIP Code

		Program

		Credit 

Hours

		Clock 

Hours

		Approved 

Weeks



		01.0302

		Beef Cattle Production

		23

		863

		34



		01.0302

		Beef Cattle Production

		34

		1275

		51



		01.1105

		Crop Protection Application

		33

		1238

		51



		01.1105

		Crop Protection Application

		25

		938

		34



		11.0901

		Networking Security Specialist

		36

		1350

		51



		15.0404

		Scale Technician

		27

		1013

		17



		15.0508

		Environmental Management Professional

		18

		675

		32



		15.0508

		Environmental Regulations Specialist I

		18

		375

		32



		15.0508

		Hazardous Materials Management

		39

		1462

		32



		15.0699

		Natural Gas Transmission & Distribution 

		35

		1313

		16



		15.0701

		Occupational Safety & Health

		18

		675

		34



		19.0708

		Child Development

		24

		938

		34



		43.0102

		Corrections

		17

		638

		34



		43.0107

		Criminal Justice

		46

		1725

		68



		43.0302

		Emergency Management/Homeland Security

		39

		1462

		32



		43.0302

		Emergency Operations Specialist

		18

		675

		32



		43.0302

		Emergency Planning & Mitigation

		18

		675

		32



		46.0201

		Carpentry

		18

		675

		34



		46.0201

		Carpentry

		18

		675

		17



		46.0503

		Plumbing

		16

		600

		34



		46.0503

		Plumbing

		16

		600

		17



		48.0508

		Welding

		16

		480

		30



		48.0508

		Welding

		16

		272

		17



		51.0708

		Healthcare Documentation & Transcription

		40

		1500

		51



		51.0713

		Medical Coding

		44

		1650

		51



		51.0801

		Medical Assistant

		43

		1613

		51



		51.0805

		Pharmacy Technician

		29

		1088

		34



		51.0904

		Paramedic

		52

		3120

		60



		51.0805

		Dietary Manager

		16

		600

		34



		51.3901

		Practical Nursing

		45

		2025

		45



		52.0201

		Business Management & Leadership

		18

		675

		34
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