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[image: ]BECOMING NC READY:
A CHECKLIST OF ACTIVITIES, RESOURCES, AND SUPPORTS FOR NON-FULL-TIME FACULTY

This checklist outlines supports, tools, and resources that will help you to 'Get Prepared' before you arrive, 'Get Started' during your first few days, and 'Get Growing' in your role as a Niagara College (NC) educator. We have included key information and links to help orient you to the NC community and your faculty role.
Relevant college-wide practices and resources are outlined on the first several pages of this document. To help you navigate division-, school- and program-specific information and responsibilities, we have developed a series of suggested questions that can be posed of your program-contact person. These can be found at the end of the checklist.
Please know that this guide is intended to be a snapshot of what you will encounter while starting your teaching journey at NC.  We at the Centre for Academic Excellence (CAE) are here to help you if you encounter any obstacles or have any questions that are not answered throughout this resource or if you are unsure of who to contact for further information.

You can also gain access to this checklist as an interactive tool on the CAE website.
GET PREPARED – BEFORE YOU ARRIVE

GETTING SET UP

Prior to obtaining your log in information and webmail access:

	Become Familiar with Niagara College Policies and Practices

For guidance related to student attendance, class cancellations, academic integrity and other important academic issues, review the Student Records, Rights, and Responsibilities Practices on the Niagara College Policy website and/or refer to your Divisional specific policies. In the case where masking or other regulations may be in place, please check for pandemic responses and updates.

	☐




	Connect with your Department

Reach out to the Administrative Assistant of your Associate Dean to ensure you have a contact list of key departmental contacts (please see the list of key questions for your school/program for suggestions of questions to keep in mind).

	☐

	For NEW Part-time Faculty - Register for the Part-Time Teachers’ Development Program

This 10.5 hour program provides new non-full-time faculty with essential knowledge, tools and techniques for teaching at Niagara College. To learn more, please visit the Centre for Academic Excellence website.

	☐

	Become Familiar with Niagara College Emergency Procedures

Review NC security and emergency procedures and download the Niagara College Mobile Safety App on the Campus Safety website. It is also recommended to opt-in to the NC Alert to receive notifications of safety events on campus at Urgent Notification System. In addition, review the emergency guidelines and download the NC Mobile Safety App in case of emergencies.

	☐

	Review Parking Services

Niagara Colleges uses the HONK mobile system for parking.  Parking can be paid daily, weekly, or monthly.  For more information, including parking restrictions and permit purchasing instructions, please visit the Parking Services website.

	☐

	Review Niagara College’s Key Dates

Throughout each year there are key dates for students, faculty, and staff. When reviewing key dates, be sure to select the correct semester (Spring, Fall, Winter) from the choices listed. To review key dates, please visit Enrolment Services.  This is also a good place to become familiar with the 7-1-7 semester schedule and its implications for course delivery.

	☐

	Become Familiar with Student Services Offerings

Niagara College offers a suite of programs and resources to support students academically and socially. Being familiar with these offerings will help you to direct students to the most appropriate supports. To find information on services that support NC students, please visit the Student Life website.

	☐

	Become Familiar with Support for Students with Disabilities

Niagara College offers a variety of supports for students with disabilities. Students in your classes may have a letter of accommodation (LOA) from Health, Wellness, and Accessibility Services stating the academic accommodations that they require to work at their full academic potential. For more information on accommodations, read the accommodation policy available on the Policies webpage and visit the Accessibility Services website.

	☐



Once able to obtain log in and webmail access:

	Confirm your NC Brightspace and Webmail Access
Log on to Niagara College Brightspace through your My NC Portal.  Also, to access your NC email account off campus you can use the web client here. If you are unable to access these resources or are accessing them for the first time, please visit the Information Technology Services website for instructions on how to obtain or reset your Niagara College credentials. (Note: If you do not have access a week before you start teaching, please check in with your program contact person).

	☐

	
Set Up of Multi-Factor Authentication (MFA)
To access protected Niagara College information, a MFA combines your password with your off-campus device.  To set up the MFA, please follow these instructions.

	☐




	Obtain Photo Identification
An NC photo identification card is required to use several services at Niagara College, such as reserving material from the library or printing and photocopying materials. For more information on how to obtain your NC ID, please visit the Niagara College website.

	☐

	Download the Niagara College Mobile App
This app (Android Users or Apple Users) will allow you access to information with class schedules, transit schedules, wayfinding on campus, lab access, coffee lines, and much more.

	☐

	Access the Niagara College Network Drives ‘G’, ‘N’, and ‘I’
Niagara College stores key information in 3 network drives. These drives (G, N, and I) can be accessed both on- and off- campus. To access these drives off campus it will be necessary to install the VPN.  For this and for instructions, please visit ITS Working Off Campus. You may also contact the ITS Service Desk at 905-735-2211 extension 7642.

	☐



PREPARING TO TEACH YOUR COURSE & SUPPORT YOUR STUDENTS

	Access and Review your Course Outline(s)
To access the up-to-date course outline(s) for your assigned course(s), log on to your My NC Portal and select ‘Retrieve a Course Outline’ from the My Apps tab. To review critical information on understanding and using course outlines, please refer to Niagara College’s Course Outline Practice and Course Outline Guide. These Practices can be found in the NC Course Outline Guide.

	☐




	Update or create your Teaching and Learning Plan (TLP)
As a non-full-time faculty member you may receive a prepared Teaching and Learning Plan. Alternatively, you may be asked to update an existing TLP or create your own. For important information on TLPs, please visit the Centre for Academic Excellence website. 

	☐

	Understand the Course Change Process
Visit the Centre for Academic Excellence’s Program and Course Change website to learn more about making change to your courses, including types of changes and the deadlines associated with each change.

	☐

	Find Course Textbooks and Resources
Review your course outline(s) for required textbooks. If you would like to consider an open textbook or open education resources (OER) for your course, please contact the Library and Learning Commons for help. Each department may have a unique system for distributing textbooks; please refer to our key questions for guidance. It is suggested that you bring the textbook to your first class.

	☐

	Pick Up & Understand your Timetable
Contact your administrative assistant for a copy of your timetable. Take time to understand the key dates on top (ensure you are selecting the right half of the term) and whether your course is online (either asynchronous or synchronous), on campus, or a hybrid.

	☐

	Find your Classroom(s)
Use the online campus maps to help you locate classroom(s) and other important campus facilities. Once you arrive on campus, you can use the wayfinding function in your NC Mobile App to assist you in your navigation of the campus.
	☐

	Set-up your Brightspace Course Site(s)

For each unique course or course section that you are assigned, a Brightspace Course Site will be automatically generated. Whether teaching online or on campus, the Course Site is a convenient and secure location to post course materials, send announcements, and disseminate grades and feedback to students. Many faculty also use their Course Site to post assessments, provide links to useful resources, or facilitate online discussion. Note: If you can log into Brightspace but cannot see your course(s), please reach out to your department/school administrative assistant for help.

For technical Brightspace support, including information on how to access your Course Site, visit the Brightspace Staff and Faculty Support Site, contact the ITS Service Desk at 905-735-2211 extension 7642, or submit a Service Request.

Alongside Brightspace, the Microsoft 365 suite offers additional technology tools and apps that support group collaboration (MS Teams), document storing and sharing (MS OneDrive), and accessible video (MS Stream). For detailed descriptions of the Microsoft 365 suite, including installation guides and FAQs, please visit this ITS webpage.  

Asynchronous training resources for faculty and staff can be accessed from within Brightspace by going to the Brightspace Training Resource course, accessing Brightspace Training Modules in the Table of Contents, and then selecting the appropriate module. 
For questions related to technology-enabled learning or the educational uses of specific technology tools, please feel free to contact the CAE by email (cae@niagaracollege.ca) or visit our Bookings webpage to book an individual consultation.  

	☐

	Become Familiar with Educational Technologies available in your Classroom(s)
NC classrooms are equipped with a variety of technologies to support instruction, such as a podium computer, projector, and document camera. Please browse the Information Technology Services website for guidance on tools and details for some rooms. 

	☐





GETTING STARTED – DURING YOUR FIRST FEW DAYS

	Print Class List(s)
To obtain a class list, access the Communications tab in your selected Brightspace Course Site. Next, select the Classlist. 

	☐

	Connect with Faculty Supports Offered by the Library and Learning Commons
NC Libraries and Learning Commons offer a variety of support for faculty, including, but not limited to: teaching and research resources, open educational resources, in-class workshops, one-on-one consultations with your library liaison, the Exploratory Digital Media Makerspace, Peer Tutoring, Academic Drop In student support, Test Centres.  Find out more on the Library and Learning Commons website and the Faculty/Staff Services Guide. 

	☐

	Review Copyright Laws and Obligations

Find out how to navigate copyright requirements effectively and appropriately by visiting the library’s ,  and by completing the Copyright Literacy module found in your My NC Employee Training module under the My Apps tab.

	☐

	Become Familiar with the Ricoh Store Front (RSF)
Ricoh Store Front is a website that offers NC faculty easy online access, on-campus or off-campus, for placing print orders. For more information, please read the Ricoh Faculty User Guide.

	☐




	Access Technical Assistance in the Classroom
If you are experiencing technical difficulties with classroom technology, contact ITS by calling the IT Service Desk on the classroom phone at 905- 735-2211 extension 7642 or submitting a Service Request. For more information, please visit the Information Technology Support website.  It may also be helpful to have a backup lesson prepared in the event that the technology is inaccessible during your class.

	☐

	Payroll
You can submit your information for direct deposit after the first day of your class (the system cannot be accessed in advance).

	☐

	Understand the Grade Submission Process
Final grades must be submitted to the Registrar’s Office through My NC Portal. For information on your responsibilities for submitting final grades, please refer to the Official Grade Submission Instructions or contact your Administrative Assistant or Associate Dean.

	☐



TO SUPPORT YOUR LEARNERS

	Become Familiar with the Consent is Key Campaign

Niagara College has an on-going Consent is Key Campaign that focuses on the importance of consent as key in preventing sexual violence. We are committed to ensuring that staff and students have a safe and positive experience at the College that is free from discrimination and harassment, where a diverse and respectful atmosphere fosters healthy attitudes toward sexuality. To become familiar with the campaign, please visit Consent is Key and watch the Consent Is Key video.

	☐




	Become Familiar with the Student Code of Conduct
The Student Code of Conduct outlines the rights and responsibilities of students, what constitutes misconduct, reporting options, the process and timelines for investigation and adjudication and sanctions for findings of misconduct.  This is managed by the Students Rights and Responsibilities Office and can be found here.

	☐

	Become Familiar with “Wellness Checks” for Students
If you have concerns about a student’s well-being, you may request a “Wellness Check” by completing a Wellness Check Request. Once completed, someone within counselling services will reach out to the student to invite them to a counselling appointment.  If you are concerned that the student is in more imminent danger please call 911, or if in crisis contact the Niagara Crisis Line at 1-866-550-5205.  More information about Niagara College Counselling Services can be found on the Wellness Services webpage.
	☐

	Become familiar with the Salesforce, Early Alert System
Throughout the year, faculty members can use the Salesforce Faculty Update form through your My NC Portal to notify academic advisors of students who may be experiencing academic challenges. Find out who the advisors for your academic area are by exploring the Academic Advising website.
	☐




	Academic Drop-in Sessions and Peer Tutoring
Academic drop-in sessions are available in both campus libraries. These facilitator-run drop-in sessions focus on supplementary support for students with writing, English as a second language, science, and math. Dates and times vary between campuses. Peer Tutoring offers an opportunity for students to meet with a peer who has previously completed a course with a minimum grade of 80% to help them reach their learning goals. Highlights of this program include: peer-to-peer academic support, course-specific help, flexible online schedule for making appointments, and the ability for students to book up to 5 hours of tutoring per week for free.
	☐

	Department and Services Directory
Visit the NC Directory to see a full listing of departments and services such as the library and learning commons, campus safety, academic advising, information technology, indigenous education, and human resources.
	☐



REQUIRED TRAINING MODULES
The following training modules are a requirement after your contract begins.  It is suggested to set aside half of a day, or four to six hours, to complete the following modules.  These need to be completed within your first 30 days.  Non-full-time faculty will be compensated $25 for the completion of each module.  Payroll will run bi-weekly reports to capture who has completed the training and will process payments accordingly.  If you have any questions or challenges, please contact Nathanial Taylor at nataylor@niagaracollege.ca.


	
Complete Accessibility Awareness Orientation Module
You are required to complete this training module which includes information regarding accessibility legislation and Niagara college policies and resources. This module can be found in the My Apps tab in your My NC - Employee Training module under Training – Accessibility Awareness Orientation. For more information, please visit the Accessibility (AODA) website. 
	☐




	
Violence and Harassment Prevention Module
This training will help employees to (a) understand the College’s policies and protocols on sexual assault and violence, (b) identify the myths and misconceptions of consent, (c) respond appropriately to a “victim” or “survivor”, (d) recognize their role as it relates to building a culture that rejects sexual assault and violence, and (e) identify available resources to help those in need. This training module can be found in the My Apps tab in your My NC Employee Training module under Training – Violence and Harassment Prevention.
	☐

	
OHRC Mental Health Training
To equip our staff with the knowledge and insight required to accommodate students who are experiencing mental health issues, Niagara College has developed online training modules, available via My Apps tab in your My NC - Employee Training module. This 1-hr training aligns with recommendations from the Ontario Human Rights Commission (OHRC) and is mandatory for all staff. 
	☐

	
New Employee Safety Orientation
The Occupational Health and Safety Awareness and Training regulation requires health and safety awareness training for every worker and supervisor under Ontario’s Occupational Health and Safety Act (OHSA). 
	☐



GET GROWING – THRIVING THROUGHOUT THE SEMESTER

	Using InsideNC

InsideNC is your source for Niagara College employee news and events. Reading the news and media coverage and checking the upcoming events calendar will be valuable to keep track of opportunities and interesting stories about the college.

	☐

	Become Familiar with Professional Development Opportunities with the Centre for Academic Excellence

The Centre for Academic Excellence is comprised of Teaching & Learning Innovation (TLI) and Academic Quality (AQ). The AQ department is responsible for ensuring program quality assurance. The TLI department works with both full-time and part-time faculty to offer a variety of professional development, consultation and mentorship services and activities. Visit the CAE website for a listing of faculty development opportunities. 
You may also want to refer to the following resources in particular:
· Just-In-Time Resources to Support College Teaching
· NC Checklist for Course Sites
· CAE Video Library
· Inclusive Teaching at NC
· NC Accessibility Hub

	☐

	Become Familiar with Professional Development Opportunities within Niagara College

The Centre for Professional and Organizational Development (CPOD) is dedicated to supporting employee learning and hosts several opportunities throughout the year for all staff to engage in development on a variety of subjects. To see a listing of their professional development opportunities, please check the CPOD website.
	☐




DIVISION-, SCHOOL-, AND PROGRAM-SPECIFIC INFORMATION

Below you will find a sample of questions to consider to help you obtain information that may be specific to your program or school.

KEY CONTACTS at NC

There will be several individuals who will work with you to facilitate your transition into the NC community. These may include, but are not limited to the Dean, Associate Dean, Academic Business Manager, Program Coordinator and Administrative Assistant, associated with your school and program. Use the space below to identify and record the contact information for these individuals.

[bookmark: _Hlk106629375]DIVISION/SCHOOL/PROGRAM – KEY QUESTIONS
In instances where practices may differ from program to program or school to school, consider asking the following questions to help you elicit crucial information. Please keep in mind that not all of these questions may be applicable to your division or school.

1. Academic

	Does our division/school have any policies/procedures for connecting with a student that is missing class?





	☐

	Is there a mechanism by which non-full-time faculty teaching will be observed and/or evaluated? If so, what relevant details should I be made aware of?





	☐




	What are the policies or suggestions if I am going to be absent from class and who should I contact?





	☐

	What, if any, requirements exist for the collection and filing of student work within the division/program?





	☐

	What are the expected turnaround times for sharing assessment grades and feedback with students?





	☐

	Is there an Academic Advisor for our School? If so, what is his or her contact information? What specific role do they play and how do they typically engage with faculty and students?




	☐






1. Instructional Materials and Resources

	From whom, when, and where can textbooks or course manuals be retrieved?





	☐

	Are there available resources specific to the courses that I am teaching (i.e. course TLPs, PowerPoints, tests, etc.)? If yes, how might I access those materials?





	☐

	Are there any division/program policies surrounding printing materials?





	☐

	Are there any division/program policies surrounding compensation for travel between campuses?





	☐

	Is there any specialized equipment or software tools which I will be required to use in this role and for which I should receive training? If yes, how will the training be arranged?




	☐

	Is there specialized personal protective equipment (i.e. safety goggles, lab coat) or other materials that I will be required to use in this role? If yes, how do I receive those?





	☐

	Are there facilities to which I will require special key or keypad access? If yes, how will this access be arranged?





	☐

	Am I required to complete WHMIS training? If you work in the immediate vicinity of hazardous products, you may be required to complete WHMIS training.





	☐





1. Community

	Is there a specific space for non-full-time faculty to work meet and/or store belongings? If yes, how might I access this space? What norms have been established for this shared space?




	☐

	If I have course-related questions or concerns is there someone I can contact for guidance?




	☐

	Are there any opportunities for mentorship within the Department/Program? If so, what are the best means for contacting and engaging with this person/group?




	☐
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