Grossmont College Mathematics Department

Checklist of Required Job Duties and Deadlines


NOTE:   
The WebAdvisor deadlines below are for 16-week classes.  

If you teach a short term class, please check the college calendar Website at www.grossmont.edu/calendar  OR WebAdvisor  for correct due dates.
	
	Top of Form

	Week 0
	 FORMCHECKBOX 

Faculty Professional Development Contract  

One hour of Professional Development activities for each hour of instruction and lab per week.  Turn in to our Division Dean by end of flex week, Friday, January 25. 



	Week 2
	 FORMCHECKBOX 

Syllabus  

For each section, email to the Dean’s office (to Cindy.Hall@gcccd.edu) and the Math Department (Melissa_Mitcham@gcccd.edu) by Friday, February 8.   



	Week 1-2
	 FORMCHECKBOX 

Electronic “Census Drop Roster”  - ONLINE

Submit online via WebAdvisor by the last day of week 2, Friday, February 8, 5pm.      



	Week 2-11
	 FORMCHECKBOX 

Electronic “Instructor Drop Roster” (Optional) - ONLINE
You can drop students at any time after submitting the “Census Drop Roster” through week 12 via WebAdvisor.  You may submit this roster multiple times until the final drop date.



	Week 12
	 FORMCHECKBOX 

Electronic FINAL “Instructor Drop Roster” - ONLINE
Submit online via WebAdvisor.  All drops must be finalized by week 12, Friday April 26.  



	Week 17
	 FORMCHECKBOX 

Copy of Final Exam for each Section
Turn in to Instructional Operations (Rm 10-124) by last day of the semester.



	Week 17
	 FORMCHECKBOX 

Electronic “Grade/Pos Attendance Rosters” - ONLINE
All grades due online via WebAdvisor by Tuesday, June 4.



	Week 1  

of next semester
	 FORMCHECKBOX 

Teaching Evaluation Wrap-up
If you were evaluated during the semester by the Dean, Peer Instructor and Students, you will need to pick-up, read and sign your evaluation packet.  Visit the Dean’s office when you are notified.




Contact Information
	Division Dean:       Michael Reese

Rm 10-131             (619) 644-7163

                               Mike.Reese@gcccd.edu
	Math Dept.      Jenny Vanden Eynden


Co-Chair:        (619) 644-7294


Rm 70-212      Jenny.VandenEynden@gcccd.edu

	Admin Secretary:   Cindy Hall            

Rm 10-131             (619) 644-7163

                               Cindy.Hall@gcccd.edu
	Math Dept.      Susan Working


Co-Chair:        (619) 644-7290

Rm 70-212      Susan.Working@gcccd.edu

	ABSENCE REPORTING HOTLINE

(619) 668-1717
	Math Clerical   Melissa Mitcham

Assistant:         (619) 644-7705

Rm 70-214      Melissa_Mitcham@gcccd.edu


Bottom of Form

