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THE LAKOTA PERSPECTIVE
The Lakota perspective a world view which derives from the oral creation story of the
Lakota people and is, therefore, a living, dynamic view handed down from generation to
generation. At the base of this view is an unchanging adherence to the humanistic values of
respect, gnerosity, wisdom, fortitude, bravery and humility. To see the world from the Lakota
perspective is to understand that one must live each day guided by these values.

Important parts of the Lakota perspective are in the skills of listening and sharingalNo o
tradition can survive unless people know how to listen well and to share knowledge and wisdom.
Decision making, governance, curriculum design, and classroom instruction depend upon the
skills of all people involved, to listen to each other and to dtieie views. Administrators,
instructors, students, and the community all feel they must be heard. Therefore, classrooms,
meetings and forums need to provide a place which encourages listening as well as speaking to
allow these needs to be met.

The Lakotgperspective enters the classrooms of Oglala Lakota College in many different
forms. It enters through the perspectives of our Lakota students, who must be encouraged to
express their ideas to respectful listeners, fellow students and instructors.dtterdagh the
use of Lakota materials: books, tapes, treaty documents, arts and craft work, song, dance, story,
and oral histories. It enters through the presence of people from the communities who share
their memories, skills and wisdom with OLC studetitglso enters through the use of the
Lakota language either as the language of instructiosymple mentainformation.

The Lakota perspective, as a way of life, is supported in a powerful way by the treaties.
The importance of the treaties is often deeked, and that is a great danger. The treaties need
to be studied explored, and understood if the Lakota perspective is to survive in the generation to
come.

1. The Lakota values of respect, generosity, wisdom, fortitude, bravery and humility must
guide al activities at Oglala Lakota College.

2. Structures within the college, including the classroom, need to accommodate a respect for
listening and sharing so that students, faculty, staff, and the community can all speak and
can all be heard.

3. The Lakota studdrperspective, Lakota materials, Lakota speakers, and the Lakota
language should be incorporated into every course to the full extent possible.

4. The treaties need to be studied, discussed, and understood in every way possible. Also,
the federatribal relktionship and policies thereof.

NOTE: This statement on Lakota perspective was prepared in 1991 by a task force of the
Instructional Division. It incorporates ideas from several meetings of the task force and from
meetings of staff and faculty that werddhat Piya Wiconi in August 1990.

In his review of the statement, Dr. Elgin Bad Wound noted that "At some point, we need to come
to grips with the discrepancies between the Lakota perspective, or beliefs, and the structures and
processes by which we actlydive - tribal government, organizational structures."



FALL 2008 CALENDAR

Support Staff Return

Department Chairs Return

Faculty Return

Registration

Course Cancellation Meeting

ADD or DROP

Classes Begin

Last Week to Drop 100%

Labor Day (Office Closed, Classes Meet)

Native American Day (Office Closed, No Classes)
Departmental Advising

Veteran's Day Holiday (Office Closed, Classes Meet)
Thanksgiving Day Holiday (Office Closed)
Classes End

Make-up Week

Final Grades Due

Department ChaifBaculty Christmas Holiday
Support Staff Christmas Vacation

New Year's Holiday for Support Staff

July 21%

July 28"

August "

August 11August 1%’
August D™

August 18August 29*
August 25"

September 1September s
Septembert

October 18

Octaber 20November 21
November 11
November 27November 28"
December 8

December 812"
December 1%
December 18anuary 4™
December 246"
December 3anuary 1

SPRING 2009 CALENDAR

Support Staff Return

General Construction Spring Session Begi
Department Chairs/Faculty Return

Registration

Course Cancellation Meeting

ADD or DROP January 19anuary 30"
Martin Luther King Day (Offices Closed)

Classes Begin

Last Weekio Drop 100%

President's Day (Offices Closed)

Spring Break (No classes)
AIHEC 2009 (Missoula, MT)

Easter Holiday (Good Friday)

General Construction Spring Session Ends
Registration for General Construction Summer session
General Construction Summer Session Begins
Regular Classes End

Faculty's Last Day

Make-up Period

Grades Due

Memorial Day (OfficeClosed)

Last Day for Chairs

Graduation/Powwvow

Last Day for Support Staff

General Construction Summer Session Ends

January %
January 5
January 5
January 126"
January 29

January 19
January 28
February 26"
February 18
March 30"' - April 3"¢
March 3d" - April 3"
April 10"
April 17"
April 20-24"
April 27"
May 15"
May 20"
May 1822
May 22"
May 25"
June &'
June 1921°
June 18"
August 7"



Chain of Command
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cccca
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cccca
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cccca
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Oglala Lakota College

OLC Vision: Learning Lakota ways of life in the communityvolakolkiciyapi.
OLC Mission Statement:

Oglala Lalota College is chartered by the Oglala Sioux Tribe. Its mission is to provide
educational opportunities that enhance Lakota life. These opportunities include: community
services; certificates; GED; associate, bachelor, and graduate degrees. OglkaA&bbd&ge

provides framework of excellence for student learning of knowledge, skills, and values toward a
Piya Wiconii a new beginning for harmony in fulfillment of aspirations and dreams. Oglala
Lakota College is committed to continuous improvementisuiedeating Oglala Lakota

University through outstanding teaching, research, community service and assessment.

BusinessDepartment Vision:

Individuals are able to reach their maximum potential and are prepared to lead full and
productive lives in the 21Century through an education at Oglala Lakota College Business
Department that ensures:

Education excellence, equity, and high expectations for every individual;

A highly effective instructor in every classroom;

A supportive learning environment; and

Partnerships among educators, parents, family, business, and the community that support
high academic achievement and opportunity for all individuals.

et an i e N e

BusinessDepartment Mission:

Oglala Lakota College Business Department will provide the breadtrsofdas education
necessary for individuals to be successful within their communities while maintaining
wolakolkiciyapi.

Ensure that high expectations are maintained for all students;
Develop a longerm vision and maintain an ongoing fiyear plan to ensure the steady
progress of all students to reach their full potential; and

u  Build support for higher education on the Pine Ridge Reservation through regular
communication with the educators, parents, family, business and the community.

Purposes:
Tribal:

To provide the Lakota with a relevant and trained workforce.

To promote the study and practice of sovereignty.

To cooperate with tribal entities to provide skills that builds the Lakota nation.
To support graduates in achieving meaningfutknend healthy lifestyles.

oo



Community:

U To support local communities in development of their education systems through
articulated agreements.

U To engage people as active, productive members of their tiospaye through civic
involvement and support.

U To provide frameworks of consultation for leadership development in the context of
communities and organizations.

U To provide for lifelong learning through workshops, seminars, and community activities.

Cultural:

U To utilize Lakota cultural values in all tramgy disciplines.

U To provide opportunities for students to celebrate Lakota culture through songs and
ceremonies.

U To provide a platform for cultural viewpoints within our disciplines.

U To provide leadership by maintaining and revitalizing Lakota culture.

Academic:

U To encourage high student learning expectations through active collaborative learning
frameworks, and teamwork, applied through a supportive environment.

U To accept all students and provide necessary support to complete programs.

U To provide knowlede, necessary skills (SCANS) and values foraeftialization, civic
involvement and making a living in a diverse world.

U To work with other institutions and agencies to deliver real world training.
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GENERAL INFORMATION

Policy and Procedure Manual:

The college no longer prints the Policy and Procedure Manual. The Manual can be accessed on
the college website atwww.olc.edy go under College Information; click on Policy and
Procedure Manual. Youaw find this helpful to acquaint yourself with the college procedures.

Committee Assignments:

As an Oglala Lakota College employee you will be required to sign up and attend regularly one
committee assignment. There are currently five individual coreestat Oglala Lakota College:

(1) Institutional Development; (2) Instructional Affairs; (3) Assessment; (4) Activities; and (5)
Student Affairs You may have additional committee assignments within the major committee of
your chose.

All Staff:

Once a math the College holds an all staff day for overall college business, which is mandatory
to attend unless previous arrangements have been made with your supervisor. After an all staff
meeting, individuals break into their assigned committee meetings.

Academic Fridays:

Friday is an assigned eighbur day that is to be served at Piya Wiconi. This day is used for
committee meetings, department meetings, and for students. Students should be able to contact
you at your offi ce ouestioRs. ifygoaareusablé to attend sng-ridays a n c €
there are five personal days per semester that an instructor accumulates. It is necessary to let the
Department Chair know when you plan to take a personal day as an Application for Leave Form

will need tobe returned to the Department Chair prior to the scheduled leave.

Add/Drop at discretion of the Instructor:

A student may be dropped from a course after three consecutive absences at the discretion of the
instructor, (and will be dropped after fiveaababsences). The instructor must submit a drop card
or a |l etter grade of an -2004&tudert Handb@ok, Pageg8) st r ar ¢

Time Sheetsand Mileage

Time sheets ardue to the Department Chair by0b pm Friday afternoon of the wfe prior to

payday. You are to fill out the entire time shiegfeage sheetlf you work in more than one
funding area, you must indicate on your time sheet all the account codes for each area and the
percent of time, or number of hours, you worked icheaf the funding areaslime sheets and
mileage sheets will be turned in through electronic methods. Please email to the Department
Chair at Ibroberg@olc.edu


http://www.olc.edu/
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College Vehicles:

Any faculty/staff driving any Oglala Lakota College vehicles mustlzavev al i d dr i ver
and proof of insurance. When picking up ke
are required to show your driveros | icense
departments that have vehicles are requiredamtain records showing that the drivers of these
vehicles have a valid driveros |icense and
any college vehicle.

Preview of Merchandise:

There is no preview of merchandise allowed. Any person foeceliving a product for preview

will be personally responsible and have the cost deducted from their paycheck. This procedure
was put in place because items have been brought in to preview and not returned before the end
of the preview period.

Complimenary (free) textbooks sent by publishers for preview are the only exception.
Standard Procedures for Student Field Tripsi Travel:

The faculty member in charge will submit a payment requisition voucher indicating the number
of students, what meals, if wrand fees/cost associated with the trip. An advance will be made
to the faculty for these costs. The faculty will be responsible for paying the cost incurred by the
students in association with the trip and bring receipts back for all expendituresddnces

for meals will be based on $3.00 for breakfast, $5.00 for lunch, and $7.00 for supper.

If the expenditures exceed the advance, the faculty member will be reimbursed. If the
expenditures are less than the advance, the faculty member will tfe¢usalance along with the
receipts to the business office within 12 days upon returning.

Faculty/Staff going on the trip should submit travel authorization in the same manner as they
would for any other trip. DO NOT combine student expenditures wathtidstaff expenditures.

The payment requisition voucher will need to be submitted at least two weeks prior to the trip.
Packages:

Pick up packages as soon as possible. Bring the notification you receive stating you have a
package to pick up when ya@mome to the business office. If packages are not picked up in a
reasonable time, a second notice is sent. There is limited room for holding packages. The
business office returns packages that do not have a PO number on the box at the time the
package islelivered. Let the business office know if you are expecting any free items before the
items arrive, then the will not be returned to shipper.

Picking up checks:

Checks are only given out to the person the check is made payable to unless:
U Arequest igeceived (may be faxed to Director of Accounting or presented) signed by
the person the check is made payable to or you are the designated person picking up the
checks for the district/center.
U Phone calls will not serve as authorization.

0
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Bonus or other exta payments:

If a bonus is paid or you are receiving an additional payment on a contract, it goes through

payroll and must be received on the same deadlines as time sheets. Social Security taxes must be
deducted. On small bonuses, Federal Income tastideducted. If any other payments you do

not want to have Federal Income Tax deducted, you must give a signed statement stating that to
the Payroll Office on the Monday of the payroll disbursement.

Procedures for direct deposit of payroll:

Must fill out and return payroll direct deposit authorization form to the payroll office along with
a copy of a voided check. Must be turned in by the Monday before payroll week, the Monday
after payday. This will set up the deposit for the next pay period.

To renove yourself from the direct deposit you must turn into the payroll office the
discontinuance of direct deposit form two weeks prior to termination.

Once removed from direct deposit, you cannot sign back up for direct deposit for three months.

There willbe no early check releases on direct deposit.
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Reqistrar's Office - What our Faculty should know.

Tardiness

A student shall be considered tardy for class, if he/she arrives late for class, but during the first
hour of theclass. A student arriving later than this may be marked absent. This policy will not
interfere with thanstructor's prerogative to grade for class participation.

If an instructor is late for a class, students must wait fostmifehour.  After this timethe class
will be considered cancelled for that week and must be made up.

In the event tot no students appear for class at the scheduled starting time, the instructor should
wait at least ondnalf hour before deciding to cancel the class and it musbalsoade up.

Attendance
Students are required to attend classes regularly. Instructors will submit attendéinee on

weekly to the end of the semester.

If a student wishes to be excused from a class, it is the student's responsibility to clear the
absenceawith the instructor. At mat time the student must arrange for a rogkassignment.
However, an excused abserisghe same as an absence until the student has completed work
equivalent to being in class. Once the mgkassignment is completed, the instar will then
change the absent to present.

A student may be dropped from a course after three consecutive absences and will be dropped by
the center counselor after five total absences.

Reinstatements
There are not reinstatements once the student ipddogue to 5 absences, unless there is proof
of an errorin the attendance.

Drop-add Procedures

During registration and die first week of classes, a student may change their

enrollment by the following procedure:

1. Log onthe Jenzabar website exweb.olc.edudsing your username and password that you
acquire from the Registrar's Office or your "Home Center" counselor. Courses may be
added odropped during the first week of the semester.

2. If a student discontinues a subject and fails to allow the prescnibedqure for
dropping a course, it may be recorded on his/her permanent record as an "F". It is the
student'sesponsibility to verify that their online schedule shows that the course is
officially dropped.

3. If a student fails to attend the first two weekslass without notification to the
instructor,the instructor will drop the student at the end of the second week of class. If
ahclas.s‘ is dropped after the second week, the student will be liable for the total cost of
the tuition.

Withdrawal
A studentdesiring to withdraw from class must obtain a drop/add card from their local counselor
or theRegistrar's Office. Nowithdrawal may result in a failing grade.

First week nothing recorded on permanent record. Third week to end of the Term: "W"
shownon permanent record.

Transfer from One District Center to another

Students transferring to other college centers will only be allowed to do so in the first five weeks
of the semester. A student may only transfer his/her classes to another distridf tentame
courses are offered and with instructor approval only. This must be in writing from the
instructor and submitted witime drop card before the student can transfer. It is the student's
responsibility to contact the instructors and letdémter staff at both sites know of the transfer.
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Incomplete
An "incomplete" grade held beyond the deadline requires approval by the Registrar, who shall

consider theontinuing availability of the instructor, die responsibility of the student involved
andthe cause from th@ecomplete.

In such cases where the instructor is not available, the "incomplete contract" will be utilized by
theappropriate department chairperson and the chairperson will assign a letter grade to the
student, if possible.

An incompkte grade is given only when the instructor feels that special circumstances warrant
it. In addition to the faculty providing all information necessary to determine an appropriate
grade for thestudent, the student with the instructor and departmentgéeson must sign a
contract. Unless statedtime contract, any incomplete grade must be made up within one
calendar year.

Course Substitution

Course substitutions will be determined on a case by case basis. The reasons must be justifiable
andapprovedoy the Department Chair, the Registrar, and the Vice President of Instruction. Core
courses willnot be substituted.

A course substitution must have similar course content as the required course. The student
must petitionthe appropriate Department Chand type the reason and rationale for the
request. If approved, it will battached to the graduation application for documentation.

Course Waiver

Course waivers will be determined on a case by case basis. The reasons must be justifiable and
approved by tla appropriate Department Chair, the Registrar and the Vice President for
Instruction. Waivers can only be petitioned if the student acquires 91 credit hours or more with a

GP A of 3.00 or better.

The student must petition the appropriate Department Chditygpe the reason and rationale for
the coursewaiver. If approved, it will be attached to the graduation application for
documentation.

"Visiting Classes"

Tribal members are invited to visit, with the approval of the instructor, all classes taught at
Oglala LakotaCollege. Those who wish to pursue a course throughout the semester are invited
to do so. There is no féer "visiting" and no record will be kept. Those taking courses on a
"visiting" basis must purchase thewn textbooks.

Final Grades

Final grades are due by the Friday of makeweek and are submitted to the Registrar's office.
Uponreceipt of the final grades, the instructor will be given a release for payment to be submitted
to the Busines®ffice. The Registrar staff will che¢ke grades to make sure incomplete

contracts and drop cards diteed out and attached as needed.

Change of Grade
A change of grade ma}' be given by the instructor within two semesters after the course was
held. If theinstructor I1s no longer availabléhe student must consult with the appropriate

department chairperson.

Classes

1 15 classes are required at 3 hours each. There are 10 minute breaks allowed each
hour . I f you donét break, you may get out
1 Centerpersonnel should be informed of class cancellations.
9 If a student needs to makg a test and it is closed book, you need to meet with the
Etudkent yourself. (Maybe 1 hour before the next class) The counselors can give open
ook tests.



15
Syllabus

1 A syllabus is required for students and counselors office during the first week of class.
There are needed for reference purposes.

1 Please state on your syllabus the attendance rules and any other requirements you
have.

1 Give phone numbers where students canirgaa.
1 Department Chair is to have an electronic copy of all syllabus.

Commuication

1 Every instructor has a mailbox in the college center they are teaching in. Check it

often for messages from students and staff. Leave your phone numbers with the
center

Tutoring

1 Tutoring is available on request. You may leave a note for center counselors for
referring students.
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STUDENT ADVISING IN THE DEPARTMENT

What is Student Advising?

Advising links students to academic life whiwill help to understand the academic environment

of Oglala Lakota College and will support students individually as they proceed through
college. Student advising will assist students through the following:

o To assist students clarify individual inésts, values, career goals, and the
challenges of life a student may encounter

o To assist in developing a suitable educational plan and program of study

o To assist students in selecting appropriate courses and other educational

opportunities that may transtato individual interests within the program of study

o To assist students in reviewing and evaluating their progress toward their
established educational goals and completion of requirements within individual
programs of study to meet degree requirements

o To assist students by developing awareness and understanding that €decision
making in the advising process and life is based on a system of shared
responsibility

o To encourage students to utilize college services and resources

o To clarify and improve the studet 6 s knowl edge of <career

for career change in the workplace
o To address individualized academic advising needs of a diverse student
population

Importance of Student Advising

This allows for instructors and students/advisees to datdw one another as individuals and
create an atmosphere of caring and professional concern for stuBeetg.student is
encouraged to meet with their advisor on a regular basis will allow an advisor to assist
students in:

1. Eval uat e suitabilitystd thedlisciplinéchosen

2. Review the requirements for the degree, options, and possible electives

3.l dentify deficiencies in the studentds
4. Discuss career and graduate school options

The following provides a brief fic overview in which faculty frequently advise students:

Graduation/degree requirements

Co-curricular opportunities

Scholarly skills

Student skills (how to function in higher education)
Internship opportunities

Career opportunities, career building

Persoal issues related to success in college

NooakswnNhpE
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FACULTY COURSE INFORMATION
LOGGING ONTO THE OLC EMAIL SYSTEM

HOW TO LOG IN TO THE OLC EMAIL SYSTEM
INSTRUCTIONS FOR YOU TO FOLLOW ALONG ON THE COMPUTER ARE MARKED
WITH THE RIGHT ARROW SYMBOL.
>ENTER THE OLC EMAIL

WEBSITE:
Enter the following web address into the address bar of your web browser:
http://mail.olc.edu/

Note: We recommend you bookmark this address for easy and frequent access.
My Email
Address is:

My Email Login is
My Email Password is:

>LOGIN INSTRUCTIONS

- After you enter the above URL (web address) for the OLC Email Wel Sitdenter

L This will take you to the fAnGatewayo page

- A prompt will appeai asking for your USERNAMENd PASSWORD. Your User Name or

ID will be given to you by your instructor (via email) or by the registrar. At OLC, your

USERNAME is usually your first initial followed by your last name and student ID Number. For
instance, the USERNAME for Mary Janewoble fimj ane98340 Use all | o
PASSWORD will be the same as your USERNAME. If you name contains more than two words
such as Mary Jane Smith your USERNAME would be your first initial followed by the first word

in your last name and theditrinitial in the last word in your last name and then your student ID
Number. For instance, the

USERNAME for Mary Jane Smith would be fAmjanes
- Once you have entered your USERNAME and PASSWORD, click on the Login button.

- Your UEERNAME and PASSWORD are the same as your Moodle codes.

NOTE: User Names and passwords are case sensitive. We recommend that you always use lower
case.
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THE FIRST TIME YOU LOG IN TO OLCEMAIL:

To make sure your instructor can communicate wath, and for your own security you need to
enter your options and a new password the first time you log in to OLC Email.

>YOUR AOPTI ONSO WEB PAGE

After you |l og on, you will see your #AOptionsdc
user of the embaccount.

UPDATE YOUR OPTIONS

In the Options Screen set up your email account as shown in the graphic below.

-- Scroll to the bottom of the page and click the Apply button. The screen will flash and the
Options page will reappear.

UPDATE YOUR IDENTITY

Click Identify after you click Options at the top of your screen

In the IdentityBox, enter your Name and email address in the appropriate boxes

Set this identity adefault;click the small square box to the left of set as default

Scroll to the bottm of the page and click the Add button. The screen will flash and the Options
page will reappear.

TO COMPLETE YOUR OPTIONS SETUP

-- Finally click the Inbox in the far left hand side of the screen. The options page will disappear
and the Inbox will appearn the screen

This is the only time the Options Page will appear when you enter into your OLC Email.

UPDATE YOUR PASSWORD

- Your OLC Email password may be updated using the following method:

Open your Web Browser and typ#p://mail.olc.edu/passwd.phpto the address box and press
Enter, follow the instructions on your screen.
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HOW TO LOG IN TO OLC 'S MOODLE

Y INSTRUCTIONS FOR YOUTO FOLLOW ALONG ON THE COMPUTER ARE MARKED
WITH THE RIGHT ARROWSYMBOL.

Y ENTER THE OLC DISTANCE LEARNING WEBSITET MOODLE:
OLC uses the online classroom system called Moodle. Enter the following web address into
the address bar of your web browser:
http://moo.olc.edu/
My Moodle Login is
My Moodle Password is:
Note: We recommend you bookmark this address for easy and frequent access.

Y LOGIN INSTRUCTIONS

After you enter the above URL (web address) for the Moodle Webh &iteEnter
This will take you to the AMoodl e Openingbo
Click on the button fAiLoginodo in the upper r
A prompt will appeai asking for your USERNAME and PASSWORD. Your User
Name or ID will be given to you by your instructor (via email) or by the registrar. At OLC,
your USERNAME is usually your first initial followed by your last name and student ID
Numb e r . For instance, the USERNAME for Mary J
case. Your initial PASSWORD will be the same as your USERNAMou name contains
more than two words such as Mary Jane Smith your USERNAME would be your first initial
followed by the first word in your last name and the first initial in the last word in your last
name and then your student ID NumbEnor instance, the USERNAME for Mary Jane Smith
would be fimjanes43980 Use all | ower case.
Once you have entered ydhlSERNAME and PASSWORD, click o
NOTE: User Names are NOT case sensitive but passwords ARE. We recommend that
you always use lower case.

THE FIRST TIME YOU L OG IN TO MOODLE:
To make sure your instructor can communicate with you, angbfarown security you need to enter
your personal information and a new password the first time you log in to Moodle.

Y YOUR AMY COUREEESO SC
After you |l og on, you are in your AMy Cour se
student of this course. This is your main en
A list of courses you are taking will appear in the center columowf gcreen. If you are
registered for more than one Moodle course, all will be listed.

Y CHANGE YOUR PERSONALNFORMATION
If this is your first time entering Moodle, you need to set up a new password and input your
personal information into the system.thgtors use this information to contact you for the
duration of the course, so it is vital that you keep your information up to date. If you change
your email address during the semester and your instructor sends out a notice changing the due
date for arassignment, you will not receive that notice. (We prefer that you use your OLC
email address, please ge@&lote about Email Addressdselow.)
UPDATE YOUR PASSWORD
Select a class and go into the course, the
AAdmi ni strationdo box on the |l eft of the scre
Enter a new password and then type it in again for verification. Click on the "Change
Password" button whemiished.



http://moo.olc.edu/
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We STRONGLY RECOMMEND you write down your password and choose something
easy to remember. It is very frustrating for you (and your instructor) if you have to go several
days without being able to use the system because you forgot ysuopds
Hit ASubmito once you have completed this
click AOKO to return to the Personal I nf or ma
UPDATE YOUR PERSONAL INFORMATION
Select AEdit Profil eo Hetefbandtsitleeof ydudstreen.i st r at
Enter your personal information. You do not have to enter a Student ID, or information
about job title, etc. But you MUST enter your correct email address and contact information,
especially your phone number, wour instructor or the registrar can get in touch with you in
case of emergency. When you have finished updating your profile, click on the "Update
Profile" button. (Again, please séeNote about Email Addressdselow.)
A NOTE ABOUT EMAIL: Many studentfiave their own email addresses. If you regularly check
your email (every single day because you work at a computer or are on every night at home) and
prefer to only have one account, then use that as your email address in an OLC Moodle class.
However, ifyour primary email address is a free email account with Hotmail or Yahoo or some other
free provider, you will need to use your assigned OLC email account in order to communicate with
your instructor. This is because these free email services imposedimntiie quantity of email you
can receive and wil|l Areturnd messages I f you ¢
incoming messages and attachments. This can severely limit your ability to communicate with your
instructor.
This is why OLCprovides an OLC email address to every student who registers. Please plan on using
your OLC email address for this class unless vy
address (i.e. a work email address sugd@s@shannon.war jdoe @bia.goyor an ISP address like
jdoe@gwtc.comand you check it EVERY DAY.

Congratulations! You are now ready to start your Moodle Course !
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Jenzabar

This program is utilized to track student attendance and post final grades. Attendago&esl
on a weekly basis as students utilizing PELL need to be accounted for during the first six weeks
of classes.

Logging on to Jenzabar

Visit http://www.olc.edu
1 Go to distant learning tools

91 Click on Exweb (Jenzaba

This will bring you to the log in page
1 Login using your user ID and password

o If you do not have this information call thee g i ffice & aogjsre the
necessary information at 68556033

For attendancei

Go to
1 My courses
1 Activate the course lkawhich you are teaching
 Under the academics tab
o To attendance
o Enter student attendance
o Click the save button

For grade entry i

Goto
1 Under the faculty tab
T Click on the fAigrade entryo | ink
1 Choose the course you are responsible for
1 Enter your grades
1 Click the save button
91 Print a hard copy (printout) of the grad@sCOPIESI 1 for Registrar & 1 for Chair)
1 Fax grades to 605.455.2226
1 Provide the department chair with a hard copy (printout) of grades


http://www.olc.edu/

College Centers

College Centers and Abbreviations:

Eagle Nest College CentélWanblee, SO ENCC

East Wakpamni College CenteBatesland, SO EWCC
LaCreek College CentérMartin, SDi LCC

Pahin Sinte College CenterPorcupine, SO PSCC
Pass Creek College CenieAllen, SDT PCCC

Pejuta Haka College CenteiKyle, SDT PHCC

Pine Ridge College CenterPine Ridge, SO PRCC
Oglala College CentérOglala, SDi OCC

Wounded Knee College CentieManderson, SO WKCC
He Sapa Learning CenteRapid City, SOi HSCC
Cheyenne River College CenteEagle Butte, SO CRCC

Oglala Lakota College Switchboard

1-605462-6274

1-605-288-1834

1-605-685-6407

1-605-867-5404

1-605-4552757

1-6054552671

1-605-867-5893

1-605-867-5780

1-605-867-5352

1-605342-1513

1-605964-8011

1-605455-6000
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OLC Contacts:

VP of Instructioni Gerald Girad

6054556035
E-mail i Brett Bump
6057879736
Technology Callsi Cliff DeLong
6054551713
Phoneg Paul Zimiga
6054556059
Interneti Cliff DeLong
6054551713
Pic-Teli Cliff DeLong
6054551713
Computers Paul Zimiga
6054556059
Personnel Offiei ChristinaJanis
6054556029
Registrar's Officé Leslie Mesteth
6054556033
Financial Aid Officer Billi K. Hornbeck
6054556037

Business Office Contacts

VP of Busines$ Chris Naordsy
6054556011
Business Office ManagérMaria Albers
6054556016
Payroll Officeri Holly Provost
6054556008
Grants & Contracts Officar Colleen Sitting Bear
6054556009
Student Account$s Kathy Montes
6054556030
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ggiraud@olc.edu

bbump@olc.edu

cdelong@olc.edu

pzimiga@olc.edu

cdelong@olc.edu

cdelong@olc.edu

pzimiga@olc.edu

cjanis@olc.edu

Imesteth@olc.edu

bhornbeck@olc.edu

cnoordsy@olc.edu

malbergolc.edu

hprovost@olc.edu

csitting@olc.edu

kmontes@olc.edu
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mailto:cdelong@olc.edu
mailto:pzimiga@olc.edu
mailto:cdelong@olc.edu
mailto:cdelong@olc.edu
mailto:pzimiga@olc.edu
mailto:cjanis@olc.edu
mailto:lmesteth@olc.edu
mailto:bhornbeck@olc.edu
mailto:malbers@olc.edu
mailto:hprovost@olc.edu
mailto:csitting@olc.edu
mailto:kmontes@olc.edu

Faculty Forms

(The Department is moving to electronic forms)
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Forms:

1. OLC Library Cad Application

2. Payroll Direct Deposit

3. Adjunct Faculty Contract (Contract for adjunct faculty)

4. Request for Tuition Waiver (Used if you intend to take a course at OLC)

5. EmployeeAnnual Performance Evaluation (Department Chair evaluates atirhél
faculty)

6. Observation of Teaching (Department Chair evaluates altifné faculty in the
classroom)

7. Faculty SeHEvaluation (Rate yourself in teaching competency)

8. Proposed Development Plan

9. Early Check Releaseor m (Used if you need to have a
10.Travel Expense Report (Uséor conference travel) with instructions

11.Purchase Requisition Voucher/Payment Requisition Voucher

12.July Savings Form

13. Contribution Form Endowment

14.Contribution Form &holarships

15. Semi Annual Certification Form

16.0OLC Retirement Contribution Form
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Oglala Lakota College
ACADEMIC & PUBLICLIBRARY

CARD APPLICATION
PHONE 605455-6069 FAX 6054556070

STUDENT/OLC __ STAFF __ FACULTY _  COMMUNITY MEMBER

---  WAKANYEJA (7yr.s-17yrsmusl have parent signature on application & internet access permission form on file)

HA VE YOU BEEN ISSUED AN OLC LIBRARY CARD BEFORE YES NO
LAST NAME FIRST NAME

ADDRESS EMAIL

CITY STATE ZIP

BIRTHDAY TELEPHONE

PLEASE READ AND SIGN BELOW:

| agree to abide by the rules and regulations of the Oglala Lakota College Learning Resource
Center and to return or pay for materials checked outtiherhearning Resource Center. |

agree to the loan period and also agree that any materials not returned, overdue, or deemed
lost are my responsibility and that | will pay for the necessary replacement costs.

NOTE: Oglala Lakota College reserves the rigitwithhold requests for transcripts, etc,,
until all financial matters relating to your files at the college are cleared, including
outstanding bills owed to OLC Woksape Tipi Library.

Those who are not students at OLC and owe the college for lost, ogedmeterials will be
billed accordingly It is your responsibility to insure that you return materials checked out
in your name to the Learning Resource Center. Failure to do so WILL jeopardize library
usage and future services WILL be denied.

The collegerovides materials to enable you to maximize your educational experience, and
reserves the right to insure that materials loaned to you are also made available to others
requesting them.

As a patron of the Oglala Lakota College Learning Resource Cenghing to use the
INTERLIBRARY LOAN services, | agree to abide by the following rules and regulations:

1 | agree to return materials when due.
2. | agree to reimburse the borrowing library on any cost accrued if any materials
are lost, damaged, or stolen.
3. | agree not to lend any materials to someone else while they are in my possession.
APPLICANT SIGNATURE: PARENT/GUARDIAN SIGNATURE:

INTERNET ACCESS PERMISSION YES NO
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DATE:

Oglala Lakota College
Kyle, South Dakota
Payroll Direct Deposit Authorization

| hessby authonze Oglale Lekae College NPayrol to deposi: ry
1l savrall to my chesking account - =avirgs accour: (please ¢ el

Zan< Nama

sand Acdress

Fouting rumber

Account pumber

This suthorizabar is o remizm i ‘il force and effact unt OLC peyrol has received writien rotification
from e of ite ermination Writen notfication must b received wo wezas orier 1o lermination,

Frataa Nam=

Signed Name

Cate |D Numksr

Pleasc atack a copy of aveaden shock (e thg ‘orm



Oglala Lakota College
ADJUNCT FACULTY CONTRACT
~his conurka confams the condition of your employment as i mrt-time instructor for the SEMESTEN
Dates of CployneatFrom 0
Course Title & Number:
Tume: Dey: _ Cenwrr___ Credit Hours:
Duties:

Subrnil liNzen atrendance sheets per cass (i.c.. 155345 contact howrs).
Complee midtern prades and sabmir i District Director.

Coruplete final grades and subreit 1© Tegisnar Pia Wiconi).

Clarify discrepancies between Instruc.or and Registrar recends.

Incomplete contructs should be submirted e Registrar’s Office with Fal Grades
Anend meeungs for Adunct indruclors

Information: -
This contract is contingent on approval by the VP for Tnstrnction in sccondance with established policy.

This conirscl s contingent on suffizient enroflment and the uravailzbility of & full Hme wsuuc.or.
Mileage will be paid as per policy from teservation Log 10 £lass kcution Lpon submission of mwileape Torm
Adgunct instnctors are expected Lo be available To sowdents ore oo onrside af cluss wine for every three
henrs of instrucleen.

Agresment:
1 Liapl scadenns dicection from approprale malinctioral division stall and noa-aeademic direction from

staff syhere my class is held

2 The Lanployes hes cstablished a mundatory rnxdom érug testing prograrm, and by signing this cooployment contrct,
thr emplovee is subect o the conditions of the substante sbuse policy as sct forth and prescribed i ihe Mtached
Chalala Lakota Colicgre Substunce Abuse Policy. A fally exsouted emplagment ennfract reqnires the employee sigr
th2 acknowledgement page of the Substzmce Ahnse Policy and the Emploves Cenliacl.

1 Lugres w be evaloated by snideats in miy class and spproproiate staff

4 Twill make np any classes massed due Lo wclement weather. holicays or 1dness ata Lme agreeabls to stodents and
cemlers

§  Tagree that cxoessive absences or unpeofessioral conduct as determined by the Vice President of [ngruction
are grounds fur winediate ermination o this agreement.

& This agreement is predicated wpon the Collepe having safficicat znzollment to warsant belding a ¢lass in the
course(s) indicated above.  Tn addirion. any adjunct mstructor vxy be veplacad by a full time faculty member i tie
cvent the full tme Loulty wember nezds the course 1o Mlfill academic load requurernents. Al appointments are made
subject 1o the previsions of the Adminismrative Rules and OLC Tolicies as appraved by the Bourd of rustees. and Juwal
assignment of instricumal duties by e Vice President of Tnsmxcton.

LR

b

Facully Signatcre Dute Aumnonized OLC Sigatare Dt
Nane {1ype or Prol):
Adilress.

TPhane ; SSN;

VE Qe Use Oalv
Approved [nstractar, Yes No

Adminismative Assisane to VP lor nsiruczon

Agconnt ¥ R )
(C'entact nat valid until signed by VP Office) Vice President for Instructon

Non Assoviale §373.99 § 2 Associade: 347499y Cradusbe: NETT.Y9 1

A sigried W4 and 1-9 form must be on filc or atinched before this contract is valid, " New lormn 443 509
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OGLALA LAKOTA COLLEGE
REQUEST FOR TUITION WAIVER

TO: Business Office

I bairg employed full time by Oglala Lakota College,
hereby request 5 Tuition Waiver Ibr the following courses for the Fall:‘Spring {circle one}
semester of 20

T undersiand that twition waivers are zantedl only when a staff member is not eligibie for ather
lypes of financial aid as per QLT Poiicy. [ :do realize that L have to pay for my owr regisirabion
tees, lab fees, activity fees and books.

Cmplcvee Signature Duie

VERIFICATION BY FINANCIAL AID OFFICE
Employee (cdid - dicd nuty apply G Fieccial Aid. (circle appropriate response]
‘ is el givle for Firancial Aid is not-elgitle for Financial Awd.

|

Verfication Completed by Date

“Zmplavess “nilow all probarionanysusnensian zolicies of Oplala Likug College Finencial Aid Offize and
Registrar’s Clce.

APPROVAL REVIEW
Approved Disapproved
Susenvsor Darte
Cur Persmed Darector {Omzmal)
Regstrar

Financial Aid
Stizient Fund Aceounlant

CIARTERED DY OSLALA SIOUK [R1=2
ACCREDITED BY THE NORTII CINTRAL ASSCCIATION

AVRED IO
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OGLALA LAKOTA COLLEGE
Employee Annual Performance Evaluation

This employee performance assessment must be completed by the employee's supervisor in its
entirety. Upon completion, the supervisor must discuss the assessment with the emplovee and
each must sign it. If the employee is in disagreement with the assessment, sha‘he may attach any
comments and supporting documents that support the employee’s position. This evaluation will
serve as g performance appraisal tool to assist supervisors in decision making. This evaluation
will be considered incomplete until all information is provided and form is signed.

Name Position

Department Immediate Supervisor
Contrac: Year # LWQOP Days

| 1% PERFORMANCE RATING ELEMENTS

Performance Rating Scale:  S-outstanding; 4-very good: 3J-satisfactory 2-needs
improvement l-pocriunacceptable

Rating Factor EClement Raring

Wurk Performance Production. .. ............cooocviviniinn, o
85T (- ) A R S
Timely Completion,....................
Accuracy of Work

Personal Relations Interaction wita office staff ...,
Interaction with co-workers....... ...
Interaction with public........... ., ..,

Work Habits Punctuality..................
IIRREVE o SR R B

Adaptability Professional Development............
Assumes responsibility. .. .............
Accepts Supervision.. ...
Adapts to new situations...... ........

CUEABYILY v ive e viissmsa s ibnien
Support of College Commitmentto OLC... .. .. ... ..
Mission & Purposes Community Services. ....................

Lakota Perspectives......... ............



Specific Position Rating Factors: List at [cast six major areas of responsibilities as outlined in
this employce’s specific job description and assign a performance rating score,

Total Performance Rating Score:

OVERALL PERFORMANCE RATING (circle appropriate scare)

100%-outstanding; 90%-very good; 80%-good, 70%-satisfactory, 60%-needs improvement,
50%-poor. (Add total score/divide by number of factors used to get percent).

2 COMMENTS

Provide comments on strengths and weaknesses and the overall performance of the employee

April 2004
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EMPLOYEE RECOMMENDATION
Based upon a satisfactory performance during this contract year, the supervisor
recommends contract renewal with approved cost of living increase.

Yes No

Based upon a peor/uracceptable evaluation, the supervisor recommends a contract non-
renewal.

" Yes __ No

SIGNATURES

Emplovee: Thave reviewed my performance rating for the period cited. Tdo/co not wish
to discass the rating furthes, Employee may attach documents as necessary.

Signature Dare

Depariment Head: T have reviewed and concur with this recommendation.

Signature Dare

Supervisor: This represents my professionzl opinion of the employee’s perloimance
ard | have discussed this report with the employee.

Signature Date

Please forward this original evaluation to the Personnel Director and maintain a copy in
the Supervisor’s file,

il 2004



9/03
OGLALA LAKOTA COLLEGE
Classroom Obscrvation of Teaching/Fvalnation

INSTRUCTOR.

OBSERVER:

COURSE:
CENTER DATE:

{Session chserved is checked on the attached Syllabus)
Explanation:

This observation is iniended 10 serve as a 1ecord of what went on in ane class by this instructor. 'What were
the object:ves of the instmictor on this day! What dad hefshe @o? What did ths odserver think about it and
what sugeestions coukd Lefshe ofter? Finally. what did the instructor think of these observations and
suggestions?

1. What were e [nstrucior's goals and objectives for this day?

a.) How were the goals and objectives articulated to the obscrvier and to the students?

2. Description of Activities (Be as complete 2= possible since this 15 the dasis for later comments and
discussions):

a.) The Tnstmistor’s activities'

b.) The Students’ activities:

3 What were the best aspecss of the class &s vou, the cbserver, saw them?
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4. How did the activitics observed help m fulfilling the objectives for this class? (Be specific as ro the

acrivities and the objecuves they served.)

£, What suggestions cen the observer make to this instictor?

6. Other information of notc on this instnictor's performance:

a.) Was there evidenoe of planning and organrzation of this class? Yes No

Comments:

b.) Were important ideas clearly explained” Yes No

Comments;

<) Did the strocten demonstiie mastery of the course content?  Yos No

Comments:

d.) Was class time well used? Yes No

Comments:

e.) Did the instructer encourage eritical thinking and analysis? Yes No

Comments:

) Trd the mstructor encourage relevant stodent mvolvament in the class? Yes

No

Comments:

g.) Did the instructer allow students to express a viewpomnt different from hishers? Yes No

Comments:

7. Was the instraztor on-time for this class? Yes No

8, Did the instructor stay for the designared clzss time? Yes No

Comrents:

4. How would you cescribe the amtude of stadents in the class towards the instractor?
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10, How well did the insmuctor sdspt hisher marerial and lecture to reservation Life?

11, Was the instmctor informed of the date of this class cbservation/evaluation in advancs?
Yes No

12. \Was there a follos-up conference between the observer and the instractor?
Yes (Datc) No

13. Do vou kelisve that vour visifation was # a time whea you were ab'c to fairly jndge the nature and
Lenwor of the tegch'ng-leaming process”

Yes No

14. Indicate 11e number of smidenrs that were present for Uus cliss
a) Tetal munter of studeots enrolled o this class:
INSTRUCTOR'S COMMENTS:

1. De you as cn instructor feel this wis o reoresentative enough class session to be observed? YES/NO

Comments:

2. Do yon want tn have an additional svzhnation” YES/NO

If ves, explain:

SIGNATURES:

Date:
Instictor

Date:
Evaluater

c.& Tastueton's File Altaclunents. Course Syllabus

Attendamce Sheet
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