KENAI PENINSULA BOROUGH SCHOOL DISTRICT PROFESSIONAL DEVELOPMENT

BROKERED COURSE GUIDE

I. Overview

Brokered Course:
The Kenai Peninsula Borough School District (KPBSD) and Kenai Peninsula College (KPC) have established a partnership where KPBSD employees can enroll in upper division 500-level professional development courses at a discounted tuition fee.  The brokered fee assessed is per course not per credit and is equivalent to half the cost of a regular upper division tuition credit.  These courses are taught by KPBSD certified personnel and are offered during off-contract hours.  

Instructor Qualifications:
Instructors of brokered courses must hold a Master’s Degree and be well-versed in the content they are delivering.  In most instances, they will have completed specialized training and possess substantial experience relating to the subject matter they are teaching. To be able to offer the class for transcript credit, the instructor must have on file with KPC an application, official transcripts, and three professional references. 

Since courses are offered to staff members at a discounted rate, instructors of brokered courses are not eligible for compensation from the District or the college.  In addition, instructors are not eligible for course credit.
II. Course Development

Academic Expectations:
In general, class expectations should be commensurate with graduate level work.  However, emphasis of class work should be on practical application in the classroom, supported by theoretical understanding. The intent is to change practices in order to improve student learning. 

Course Criteria:

When developing a course, a one-credit course requires 15 contact hours, a two-credit course 30 hours, and a three-credit course 45 hours.  The contact hours must take place outside of the contract day.

KPBSD Course Proposal Process and Procedures:

In order to streamline course offerings and instructor effort, and to further enhance the availability of brokered courses to certified personnel, a process for brokered courses has been established. 
The process and procedures for course development are:

1. Submit the appropriate adjunct faculty paperwork to Kenai Peninsula College to become eligible to teach a brokered course.  Click on the link to access the site. (http://www.kpc.alaska.edu/employment/)  Contact Eileen Reemtsma to confirm paperwork has been received. (262-0317/inemn@uaa.alaska.edu) 
2.  Contact the District Professional Development Coordinator and share your idea for course development.  You will be provided feedback regarding the concept and the content alignment to the District long-range instructional plan and will also receive assistance in the course development process.  

3.  Complete the KPBSD Course Proposal Form (page 4) and develop a syllabus for the class utilizing the specified format (page 5).  Include all requirements as stipulated by KPBSD and KPC. 

4.  Submit your completed proposal and syllabus to the Professional Development Coordinator for department review.  The Professional Development Department may recommend approval of the class as is, with modifications, or may deny the course offering.  

5. Courses recommended for approval by the Professional Development Department will be submitted by the Professional Development Coordinator to KPC for approval.

6.   KPC will communicate directly with the instructor regarding any changes needed to the  

      course syllabus. 

7. KPC informs the Professional Development Coordinator and the instructor when the course has been approved.

8. The Professional Development Coordinator posts the course in the Avatar course catalog for employee registration and sends a participant roster to the instructor prior to the start of the class.

9. The instructor registers participants for college credit the first day of class and submits the paperwork to KPC.  

10. The instructor takes attendance at each session and submits the attendance rosters to the Professional Development Coordinator at the conclusion of the course for entry into Avatar.  

11. At the conclusion of the class, the instructor submits the grades to the college. 

The length of time required for class development can vary widely and is highly dependent on the effort of the individual preparing the proposal.  Once the adjunct file is complete, the development and approval process can take several weeks from start to finish.

III. Course Implementation

The following guidelines have been established to guide implementation of brokered courses.

Scheduling

Brokered courses can only be scheduled during off-contract hours.

Location
Location of classes is normally at the discretion of the instructor.  Many instructors hold classes at their school site after securing permission from the building administrator.

Class-Size Limits

Class-size limits will be determined by the course instructor in consultation with the Professional Development Coordinator with the size being optimal for quality instruction.

 Class Advertising and Enrollment Procedures 

Courses offered will be posted in Avatar.  Staff members will register for the course through the software. Registration for college credit will take place at the first class meeting.

Participant Attendance

Participants should sign the attendance sheets available at each meeting/session.  Attendance sheets will be kept by the instructor and then submitted to the Professional Development Coordinator upon course completion.  

Grades

Instructors are responsible for assigning grades in accordance with KPC guidelines.  The instructor will submit the grades directly to the college through UA Online.

Course Evaluation

In order to provide the highest level of academic opportunity to participants, an evaluation will be completed by participants following the completion of the course. Participants will receive an email directing them to Avatar for completion of the evaluation. 

KPBSD Course Proposal Form

Please click on the following link to download the KPBSD Course Proposal Form.

http://www.kpbsd.k12.ak.us/departments.aspx?id=11726

KPC Syllabus Format Guide


The KPC Academic Review Committee (ARC) has adopted this guide for all KPC syllabi.  Please include these 20 items in the order given.  Students, faculty, administrators, and accreditation teams expect our syllabi to consistently provide this set of details.

I.          Course Identification:  Department, Number, Title (Title only for KPBSD)
II. Semester and Year

III. Instructor Contact Information:  Name, Office location, Office phone, Email

IV. Office Hours

V. Location of KPC Class Cancellation Postings:  262-0302 & www.kpc.alaska.edu
VI. Course Description:  As stated in KPC or UAA course catalog.  You may add information, but do not delete any.

VII. Prerequisites:  As stated in KPC or UAA course catalog  (KPBSD Employee)

VIII. Instructional Goals:  What you will present or what you will expect students to learn.

IX. Student Outcomes:  Measurable behaviors that show a student has met the course goals

X. Class Participation:  Student’s role in class processes  

XI. Student Attendance:  specific relationship between attendance and grading

XII. Required Written Work:  Major written assignments and projects

XIII. Audit Policy:  Minimum attendance and assignments required to receive an audit

XIV. Plagiarism and Cheating Policy:  Definition and effect on grade

XV. Grading Scale:  Letter grade

XVI. Evaluation Tools:  Examples:


               Quizzes = ____% of grade

Participation = ___% of grade


               Midterm = ____% of grade

Projects = ____% of grade


               Final = ____% of grade

Attendance = ____% of grade

XVII. Text(s):  Complete publication information for all materials

      XVIII.   Class Atmosphere and Safety:  Classroom etiquette.  Sample statement:

       Any topic may be discussed in class as long as everyone maintains an honest, open, and mature manner that respects the dignity of each individual.  Disruptive behavior, ridicule, and all types of physical or verbal violence will result in a student’s removal from the class.

XIX.  Academic Success and Support Services:  Sample statement:

                     If you experience a disability and would like information about support services, 

              contact Diane Taylor at Disability Support Services, Room 153 (262-0328).  For your 

          greatest academic success, we recommend that you set up your service early in the

                    semester.

XX. Chronological/Topical Outline:  Objectives and/or activities for each week (15 weeks) or each day (30 days).  Include dates for major events such as quizzes, tests, written assignments, or projects.
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