SMSU Supervising Professor
The SMSU supervising professor’s role is to serve as the instructor of record; as such he/she oversees and ensures the integrity of the course as defined by the academic department and College Now administration.

SMSU Supervising Professor will:

· Share with College Now administration the departmental requirements regarding course syllabi, course content, examinations and textbooks by the first week in December for the following school year.

· Provide co-teaching opportunities for high school teachers either on the high school campus or at SMSU.

· Be actively involved in student outcome assessments including review of student work.

· Deliver workshops to high school teachers. 

· Make at least one site visit (per semester course) to each high school classroom but not more than two.  If more than two visits are needed, prior written approval from the Department Chair and the Director will be required for reimbursement. Each site visit will be limited to one class period, per section offered. 

· Maintain bi-directional communication with high school teacher related to the course, its delivery, student assessment or grading.

· Notify Registration if discrepancies on the course roster exist by the end of the first week of class (see calendar).

· Notify College Now Staff and high school teachers as soon as there are course syllabus updates, changes in curriculum, and when new texts are selected.

· Provide access to supplementary materials approved by the department for use with the specific course being delivered at the high school.

· Submit final grades using the online grade entry system. Based on the end dates submitted through pre-registration, deadlines for submission of suggested grades from teachers were established (and noted on the “Master Calendar”). Additionally, grading windows are set for the three days after that due date. If you are unable to submit your final grades online in tis time frame you must contact the Registrar and arrange for a special, individual window to be opened. Please be aware, however, that it is a time consuming and difficult process for Registration.

· Complete and submit online a “Faculty Visitation Form” to the Office of Distance Learning after every visit.

· Submit an employee expense report for reimbursement to the Office of Distance Learning to receive compensation for travel expenses. Any employee expense report that is not fully completed will not be submitted until completed appropriately.

· The Director must approve ANY College Now recruiting efforts in writing and in advance of any recruiting visit.

