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ADJUNCT FACULTY HANDBOOK
Welcome to Bluefield State College. Your service as an adjunct faculty member is
appreciated, and provides a significant contribution to the education of our students.
This handbook provides adjunct faculty with information related to policies, procedures,
and practices that are applicable to the role and responsibilities of adjunct faculty teaching
classes at Bluefield State College. A section is also included that provides information related
to teaching and learning.
Adjunct faculty are invited to attend Faculty Institute, which is held each semester the
Wednesday prior to the first day of class, and respective School meetings. The School Dean
may be contacted for meeting schedules or other inquiries that may not be addressed in this
handbook.
It is our hope that this adjunct faculty handbook will assist you in becoming better
acquainted with the mission, purpose, policies, and procedures under which Bluefield State
College operates as it seeks to become a more dynamic force in the West Virginia System of
Higher Education, providing service to southeast West Virginia.
Bluefield State College is an Equal Educational Opportunity institution. As such, it
admits students and employs faculty and staff without regard to race, creed or national origin. It
neither affiliates knowingly with nor grants recognition to any individual, group, or
organization having policies that discriminate on the basis of race, color, age, religion, sex,
national origin, or handicaps as defined by applicable laws and regulations.
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PART I: GENERAL COLLEGE INFORMATION
Mission Statement
The mission of Bluefield State College is to provide students an affordable, accessible
opportunity for public higher education. A historically black institution, Bluefield State
College prepares students for diverse professions, graduate study, informed citizenship,
community involvement, and public service in an ever-changing global society. The College
demonstrates its commitment to the student’s intellectual, personal, ethical, and cultural
development by providing a dedicated faculty and staff, quality educational programs, and
strong student support services in a nurturing environment.

Vision Statement
Bluefield State College is committed to being the region's leading institution of
higher education. Embracing the diversity that shapes our world, the College strives to
assist students from all walks of life to achieve their personal and professional
goals. Using the expertise of faculty and staff, along with the commitment of its
students and alumni, Bluefield State College will continue to strive for excellence in
learning, service to the community, and advancements in research. Proficiency in these
areas enables the Institution and its graduates to make important contributions at the
community, state, national, and global levels.
Bluefield State College provides a diverse range of curricular and co-curricular
interactive opportunities to its students, faculty, staff, alumni, and members of the
community. The College builds toward the future with continued emphasis on
recruiting and retaining motivated students and highly credentialed faculty and staff;
achieving university status; offering Master's level programs; and expanding its
programmatic offerings through distance education initiatives.

Core Values
Excellence. We value and are dedicated to achieving and maintaining standards of
excellence in our faculty, staff, and students, programmatic offerings, support services,
research, and service to our world.
Diversity. We value and are dedicated to the diversity of our faculty, staff, and
students, programmatic offerings, and co-curricular opportunities.
Community. We value and are dedicated to the development and enhancement of a
sense of community and collaboration among our faculty, staff, students and the greater
community we serve.
Growth. We value and are dedicated to the intellectual, personal, ethical, and cultural
growth of our faculty, staff, and students and to providing those opportunities for growth
throughout our community.
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Accreditation and Affiliation
Bluefield State College is accredited by the Higher Learning Commission, a
Commission of The North Central Association of Colleges and Schools. The Commission may
be contacted at www.ncacihe.org.
The following engineering technology programs are accredited by the Technology
Accreditation Commission of the Accreditation Board for Engineering and Technology, 111
Market Place, Suite 1050, Baltimore, MD 21202, telephone (410) 347-7700: Architectural
Engineering Technology, Civil Engineering Technology, Electrical Engineering Technology,
and Mechanical Engineering Technology.
The Associate Degree Nursing program is accredited by the National League for
Nursing Accrediting Commission (NLNAC), 61 Broadway, New York City, NY 10006,
telephone (800) 669-1656, ext. 153.
The Baccalaureate Degree Nursing program is accredited by the Commission on
Collegiate Nursing Education, One Dupont Circle, NW, Suite 530, Washington, DC 200361120, telephone (202) 887-6791.
The Associate Degree Radiologic Technology program is accredited by the Joint
Review Committee on Education in Radiologic Technology, 20 North Wacker Driver, Suite
900, Chicago, IL 60606, telephone (312) 704-5300.
The K-6 Early/Middle Education program is accredited by the National Council for
Accreditation of Teacher Education, 2010 Massachusetts Avenue NW, Suite 500, Washington,
DC 20036, telephone (202) 466-7496 and approved by the West Virginia Department of
Education. Bluefield State College is a member of the American Association of Colleges for
Teacher Education.
The Business Administration and Accountancy programs are accredited by the
Association of Collegiate Business Schools and Programs, 7007 College Boulevard, suite 420,
Overland Park, KS 66211, telephone (913) 339-9356.

Equal Opportunity
Bluefield State College is an Equal Employment Opportunity Institution. As such it
admits students and employs staff without regard to race, national origin, sex or disability.
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Governance
West Virginia Higher Education Policy Commission
Under West Virginia Law, the West Virginia Higher Education Policy Commission is
the governing board for higher education in the state of West Virginia and has authority for
control and management for institutions of higher education. The Commission consists of eight
members with five lay persons appointed by the Governor, the Secretary of Education and the
Arts, a member of the State Board of Education, and one representative of private institutions
(non-voting).
The Chancellor is the chief executive officer of the Commission and oversees the
policies of the higher education system. As a public institution, Bluefield State College comes
under the authority of the Higher Education Policy Commission.
Bluefield State College Board of Governors
The Board of Governors is formed to determine, control, supervise and manage the
financial, business, and education policies and affairs of the College. The Board of Governors
consists of twelve members: nine lay members appointed by the Governor; one full time faculty
member with the rank of instructor or above elected by the faculty; a member of the student
body in good academic standing, enrolled for college credit and elected by the student body;
and a member of the institutional classified staff elected by the classified staff. Duties of the
Institutional Board of Governors include: development and updating of master plans;
submission of the budget to the Commission; conduct program reviews every 5 years;
administer personnel matters; appoint institutional president; conduct residential evaluations;
delegate to the President; and establish tuition and fees.

Academic Freedom and Professional Responsibility
The following statement is taken from Series 9 of the West Virginia Higher Educational
Policy Commission:
Academic freedom at public institutions of higher education in West Virginia under the
jurisdiction of the Higher Education Policy Commission is necessary to enable the institutions
to perform their societal obligation as established by the Legislature. The Commission
recognizes that the vigilant protection of constitutional freedoms is nowhere more vital than in
the institutions under its jurisdiction. Faculty members and students must always remain free to
inquire, study, and evaluate.
Through the exercise of academic freedom, members of the academic community freely
study, discuss, investigate, teach, conduct research, and publish, depending upon their particular
role at the institution. To all of those members of the academic community who enjoy academic
freedom, there are, commensurate with such freedom, certain responsibilities. All faculty
members shall be entitled to full freedom in research and in the publication of the results of
such research, subject to the adequate performance of their other academic duties, which may
9

include designated instruction, research, extension service, and other professional duties.
Activity for pecuniary return that interferes with one's obligations to the institution should be
based upon an understanding, reached before the work is performed, with the authorities of the
institution. Further, each faculty member is entitled to freedom in the classroom in discussing
the subject taught. In addition, when faculty members speak or write as citizens outside the
institution, they shall be free from institutional censorship or discipline.
The concept of academic freedom is accompanied by an equally important concept of
academic responsibility. The faculty member at a public institution of higher education in West
Virginia is a citizen, a member of a learned profession, and a representative of an educational
institution. As such, a faculty member, together with all other members of the academic
community, has the responsibility for protecting, defending, and promoting individual academic
freedom for all members of the community. The faculty member has the responsibility of
contributing to institutional and departmental missions in teaching, research, and service as
defined by the institution. The faculty member is responsible also as a teacher for striving to
speak with accuracy and with respect for the similar rights and responsibilities of others. In
speaking only as an individual or for a limited group, the faculty member should not imply or
claim to be a spokesperson for the institution in which he or she holds an appointment.
In addition to meeting the primary responsibilities of addressing institutional missions in
teaching, research, and service as defined by the institution, all faculty have an obligation to
foster the quality, viability, and necessity of their programs. The financial stability of a program
and recruitment of an adequate number of students depend in part on the faculty. The common
goal of quality must be nurtured and responsibility for it shared by all. Integrity, objectivity,
and service to the purposes and missions of the institution are expected.
Faculty interests and skills change, disciplines evolve, and new professions or fields of
study emerge. All faculty members are responsible for remaining current in their disciplines.
All are encouraged to explore opportunities for further developing a versatile range of
knowledge and skills that are important to the institution. Through individual initiative and
faculty development programs, faculty members are encouraged to grow in competency in their
own disciplines and strengthen their interests in related fields.

Academic organization
Bluefield State College is organized into five schools: Arts and Sciences, Business,
Engineering Technology and Computer Science, Education, and Nursing and Allied Health. All
adjunct faculty assignments are made within these schools. Adjunct faculty report to the Dean
of the appropriate School. Questions and comments regarding academic matters should be
taken up with the School Dean.
The Provost/Vice President for Academic Affairs serves in a liaison and administrative
capacity regarding adjunct faculty appointments and related matters.
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PART II: HIRING POLICIES AND PROCEDURES
General Information
The following policy and procedure statements will be of particular interest. Additional
and more extensive information of this type is available in the BSC Faculty Handbook and the
Policy Rules of the West Virginia Higher Education Policy Commission, obtainable through
School Deans.

Hiring
The following process is observed for hiring adjunct faculty members at Bluefield State
College:
1. School Deans identify adjunct teaching requirements each semester. At this
point, they may recommend specific persons to be appointed by completing the
appropriate employment forms.
2. For positions which have no recommendations, the Dean identifies potential
adjunct instructors from existing applications on file. If none is available for a
particular course, the Dean contacts the Director of Human Resources who is
responsible for advertising vacancies.
3. The Dean collects appropriate support documents, applications, and transcripts.
4. The Dean conducts a screening interview, in person or by telephone. The Dean
makes a tentative recommendation for temporary appointment and the
recommendation must be approved and signed by the Provost/Vice President for
Academic Affairs.
5. The signed contract is sent to the applicant. Acceptance is indicated by
returning three copies within fifteen days from President's signature. (No
payment will be made to adjunct faculty without the contract being signed
and returned.)

Supervision
Adjunct faculty members report to the Dean of the appropriate school. The Dean is
responsible for providing guidance and direction of an academic nature. The next level of
authority regarding academic matters is the Provost/Vice President for Academic Affairs. In
addition, the Dean provides supervision regarding logistical arrangements, completion and
maintenance of record and related matters.
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Records Management
The following records shall be maintained on file for all adjunct faculty:
•
Application for Employment
•
Official College Transcripts (photocopies or copies designated "Issued to Student" are
not acceptable)
•
Personnel Date Sheet and Faculty Data Sheet W-4 Form
•
Correspondence and other appropriate materials

Payment
Adjunct faculty are normally paid according to the following schedule:
Those teaching full semester-length courses will be paid in two installments, one
approximately half-way through the semester and the second at the end of the semester
following completion of all obligations, including filing of final grades. Those teaching courses
of less than 14 weeks duration are normally paid in one installment within reasonable time
following completion of services.
Note: Payment schedules may be amended without prior notice. Adjunct pay will be
calculated by the number of students enrolled in a course(s), up to a total of 30, within two
weeks (second Friday, 4 PM) in the beginning of each semester.
Note: Adjunct faculty members, who fail to return requested records, and maintenance
materials will not receive payment until records are complete.
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PART III: INSTRUCTIONAL POLICIES AND PROCEDURES
Communications
All adjunct faculty members will receive written communications throughout the
semester, primarily from the Provost, Deans, and the Registrar. Routine oral communications
may be maintained with the School Dean.

Attendance Policy
Students are expected to attend all classes for which they are enrolled. Regular
attendance for satisfactory completion of a course is an important part of the student's
educational experience. The College recognizes three kinds of absences: (1) an institutional
absence resulting from participation in an activity in which the student is officially representing
the College; (2) an unavoidable absence resulting from illness, death in the immediate family,
or unnatural cause beyond the control of the student; (3) all other absences are considered
willful.
It is the responsibility of the student to provide a proper explanation to the instructor for
institutional or unavoidable absences. Failure to do so immediately upon return to class will
automatically make the absence willful. The student should provide supporting documents for
institutional and unavoidable absences. Make-up work is the responsibility of the student and at
the acceptance of the instructor.
When the number of clock hours of willful absences exceeds the number of semester
hours of credit, the instructor will notify the Registrar that the student has exceeded the
permissible number of absences and should be withdrawn from class. Instructors may make
variations to the above attendance regulations. However in no case shall the instructor's
attendance regulations be more rigid than those stated above. The instructor shall file a copy of
his/her attendance requirements with the School Dean and include them in course syllabi.
If the student wishes to appeal the drop from a course decision, he/she must first contact
the School Dean in which the course is taught within three (3) days of the notification of the
drop notice. Students will be permitted to attend class during the time required for this appeal.
The school faculty under the leadership of the Dean will investigate, review, and hear any
evidence presented within five (5) days. The school faculty will then present its
recommendations to the instructor. If the student is not satisfied or the instructor fails to act on
the school's recommendation, the student may appeal the case to the Academics Committee.
To convene a meeting of the Academics Committee, the student must complete a
request form available in the office of the Provost within seven (7) calendar days of the school
faculty decision. Students will be permitted to attend class until after the academic committee
reaches a decision. The committee shall make its recommendation to the Provost, who will
notify the student, the registrar, and the class instructor as to whether or not the student is to be
reinstated.
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If a student is not reinstated he/she will be assigned the grade of "W" if the action was
initiated prior to the deadline date for dropping courses as published within the academic
calendar. Reinstatement means only that the student is readmitted to the class and does not
imply that the instructor will be required to provide the opportunity for the student to make up
time lost in lectures, laboratories, at hospitals on field trips, and/or other similar learning
experiences.

Absence of an instructor from Assigned/Scheduled Duties
If an instructor must miss a class or other assigned duties for any reason, the instructor
must seek prior approval of the School Dean by submitting a completed short leave form. In the
case of classes missed, it is preferred that make-up classes be scheduled in advance of the
absence. The short leave form must describe the provisions made for the continuation of student
learning during the instructor's absence. Absences because of unforeseen circumstances,
including illness, must be brought to the attention of the School Dean at the earliest opportunity
and a short leave form completed which reflects the disposition of classes or other assigned
duties missed.

Delay of an Instructor in Meeting a Class
Instructors are responsible for notifying the School Dean or school office of any delay
and will ensure that, in each course, students understand the following procedures in the event
that the instructor is not present at the beginning of a class. Students may not simply leave a
class of their own volition. As soon as it is obvious that the instructor will be late for the class,
it is the responsibility of the students to take the initiative to inquire at the school office as to
any information concerning the instructor's absence in order to resolve the matter of waiting or
not waiting. A representative from the school office will inform the class how to proceed.

Confidentiality of Student Grades
In keeping with the Family Educational Rights and Privacy Act of 1974, a student's
grades within a course are to be treated as confidential and are to be disclosed only to the
student personally. The public posting of student grades by name, social security number, or
any form of student identification is prohibited. This applies to final grades as well as to scores
on anyone test, quiz, examination, or other evaluative instrument.
Final assigned letter grades are mailed to the student's address according to the
registrar's office policy. Refer students to the registrar for specific details regarding this policy.
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Withdrawing From Classes
Withdrawing from courses prior to the deadline date for withdrawal as published within
the academic calendar is accomplished by securing a change in schedule form and having it
signed by appropriate persons. Blank copies of the change in schedule form are available in the
offices of the Registrar, the Provost/Vice President for Academic Affairs, the School Dean, and
the Advisor. The signatures required on a change in schedule form are the advisor and course
instructor. After obtaining the required signatures, the student must submit prior to the deadline
date the change in schedule form to the Office of the Registrar.
A student withdrawing from the College on or before the twelfth Friday after the first
class day of the semester will receive a grade of "W." During the summer semesters the "W"
period ends on the Friday immediately following the fourth week (eighth week for a 10 week
term) of the summer semester. A student who does not meet attendance requirements and/or
who fails to turn in assignments in a timely fashion as specified in the course syllabus may be
withdrawn from class and receive a grade of "W."
Withdrawing from courses after the "W" deadline date will be approved only through
action by the Provost/Vice President for Academic Affairs. The Registrar will accept and
process change in schedule forms during the period only as authorized by the Provost/Vice
President for Academic Affairs.

Grade Reports
Grade reports and class rosters are to be completed and returned in accordance with instructions
issued by the Registrar. In all cases, deadlines for submitting grade reports must be observed,
these are stated clearly in the Registrar's instructions.

Grading System
The grading system at Bluefield State is as follows:
A
B
C
D
NGR
F
I

S

Superior, given for exceptional performance
Good, distinctly above average
Average
Below average, lowest passing grade
No grade reported by faculty
Failure, no quality points are received but the semester hours will be included when
computing quality point average
Incomplete, given only if the student has a valid reason for missing the latter part of the
course. "I's" must be made up before the end of the succeeding regular semester,
excluding summer school, by contacting the course instructor and not through course
reenrollment. If not made up within the time limitation, the grade automatically
becomes an "F".
Satisfactory completion of courses (for developmental courses only)
15

U
W
X
NI
*

Unsatisfactory completion of courses; student must re-enroll in class (for developmental
courses only)
Withdraw
Audit
Non-instructional credit
Indicates a grade that is counted in hours attempted, but not in hours earned toward a
degree

A "W" grade cannot be assigned to a developmental-level course except under the
following two conditions:
1. Withdrawal from the College
2. Approval of Provost/Vice President for Academic Affairs

Incomplete Grade
If a student is absent from the final examination in a course on account of illness or
other reasons considered valid by the instructor, the instructor may report an "I" grade
provided:
a) The student has informed the instructor prior to the final examination and the instructor
considers the reason valid.
b) The instructor files with the registrar along with the grade report:
1. An Incomplete Grade Status Report in duplicate stating under "Reasons for I
Grade" exactly the same reason given by the student.
2. Instructor who is not returning the following semester will also file a copy of the
final examination with a key indicating the score at which the student would
earn each letter grade. This material is to be filed with the Provost.

Classroom Control
The responsibility for and the administration of classroom discipline rests with the
instructor. Instructors should not jeopardize the progress of a class by permitting the continued
presence of any student whose behavior in any way adversely affects the class. Instructors
experiencing such problems should request of the School Dean that the Vice President for
Student Affairs be informed, and that he or she handle the offending student. (Refer to student
conduct policies and procedures in the current student handbook.)

Test and Final Examinations
Students are expected to take tests at the regularly scheduled time. No exceptions will
be made without the permission of the instructor. Test security is the sole responsibility of the
faculty member. Tests should be kept in the personal possession of the instructor in charge of
16

the class is responsible for the direct supervision of the test. Exceptions must have prior
approval by School Dean.
If a student is unable to take a test because of illness or other emergency, it is the
student's responsibility to document the absence to the satisfaction of the instructor and to
arrange for a make-up test. Supervising of a make-up test remains the responsibility of the
instructor in charge of the class.
To insure the students' rights to objective grading, students must be given the
opportunity to review any graded or evaluated work and the right to an explanation of the grade
or assessment.
Each instructor is required to give either a final examination or equivalent summative
assessment during the designated final examination period. In cases where an equivalent
summative assessment is used, the faculty member must consult with the school dean
concerning the design of the summative assessment method to insure that it is consistent with
the nature and objectives of the course. Each instructor is required to submit tracked assessment
data and artifacts to the school dean. Individual student examination papers and summative
assessment results are to be on file for one calendar year in case any questions arise concerning
grades.

Class Records
It is important that all adjunct faculty observe the following procedures regarding class
records:
1. Attendance and grade records should be kept as complete as possible. At the end of
each semester a signed copy is to be filed with the School. (Note: This does not refer to
the final grade report turned in to the Registrar's office, which is a separate and less
detailed document).
2. A copy of the course syllabus (including such information as daily assignments, outof-class work such as papers, and all major- tests and/or examinations, attendance
policy and methods of evaluation) must be filed in the School Dean's office at the end of
the semester.
3. All graded material should be returned for students review as soon as it is graded.
Final examinations are an exception. They should be shown to students if convenient
(especially if requested) but the graded examination paper must be retained for oneyear. (If space for this is not available, examination papers may be forwarded to the
School Dean's office.
4. Adjunct faculty are expected to be available for half an hour per week either before or
after class for student conferences.
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Syllabi
The essential purpose of a course syllabus is to serve as the primary guide for the
instruction of a course. A course syllabus is required for each course offered by the college. Full
time faculty are responsible for the preparation of all course syllabi that are to be used for all
courses taught, regardless of campus location, as syllabi serve as a valuable source of
information and guidance for new and adjunct instructors in their course preparation. The
syllabus also serves as permanent documentation for that particular course. In this role, it is
required for accreditation, is used to determine the courses parallel to ones offered in other
colleges or universities, and is used in curriculum development. Adjunct faculty members
should not deviate from the official course syllabus unless approved by the appropriate School
Dean.
The syllabus serves as a contract between the instructor and the student and, as such,
should not be changed once distributed. The course syllabus is the primary reference which
relates pertinent class operational procedures and policies to students. A copy of the course
syllabus will be given to each student at the first class meeting each semester. Each School
Dean shall keep a file of course syllabi for each course offered within the school and be
responsible for the development of a course syllabus for any new course proposed for the
school. All 100 and 200 course syllabi are to be prepared using IPSI software.
The course syllabus should reflect the competencies that the student can expect to
master in that class and is to contain the following:
a. Course title and number
b. Objectives of the course
c. Scope of material to be covered in the course
d. Required readings
e. Applicable learning resources
f. The basis for awarding student grades: exams, papers, quizzes, projects, or other:
when they are due and the weight each will carry towards the [mal grade
g. Student attendance requirements (refer to college catalog for general statement on
attendance)
h. Other pertinent information concerning course management and instructor
expectations of students
i. instructor contact information.

Assessment
Assessment of student outcomes of general education and programmatic competencies
occurs annually, usually during each semester. Selected classes are used for administration of
assessment instruments. Faculty will be notified if any of their classes have been selected for
testing. Faculty are to provide full cooperation during any and all assessment activities.
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Evaluation of Adjunct Faculty
1. All adjunct faculty will be evaluated each semester in accordance with the collegewide faculty evaluation policy which is coordinated by the School Dean.
2. Conferences with adjunct faculty may be made in the form of telephone conferences
or other arrangements at the discretion of the School Dean.
3. Results will be maintained on file in the School Dean’s office.

Instructor Compensation for Canceled Classes
Should a course be canceled due to low enrollment or for other valid reason, no
compensation will be awarded to the assigned instructor. Adjunct faculty assignments should be
undertaken with the understanding that the instructor, like the college, risks an investment of
time and effort based on the belief that sufficient demand exists for the scheduled class.
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PART IV: INSTITUTIONAL SERVICES
General Information
The College provides support services of various types. Arrangements regarding
specific services should be made through the School Office.

Copying
Copy services are available for class handouts on a reasonable basis. A key factor is lead
time. Instructional materials should be provided to the School Office at least one week before
they are needed.

Typing
Typing services for examinations and syllabi may be obtained through the School
Office or the Beckley office. As with copying, allowance of adequate lead time is essential.

Instructional Technology Services
The Instructional Technology Center (located on the main floor of the Ned Shott
Physical Education Building) provides electronic classroom equipment and software. Online
instructional assistance is available through the Instructional Design office with administrators
and student assistants available for the Blackboard Course Management System (CMS) and the
Moodle CMS. Instructional Technology Center personnel may be reached at 327-4059 (Dean)
or 327-4057 (Office Manager), 327-4201 (Academic Computing), Center for Extended
Learning (CEL)-Interactive Video Classroom schedules and services (327-4058), 327-4326
(Director, CEL), 327-4510, 327-4545 (Blackboard/Moodle Help Desk), 327-4578 (Blackboard
Administrator), and 327-4591 (Moodle Administrator) .

Computer Services

Institutional Computer Services (ICS), (located on the first floor of Dickason Hall),
offers college-wide computing services including BANNER Student Information System
maintenance and support, electronic mail, college network access, and desktop computing and
software services. ICS can be reached at 327-4111 (Director of Computer Services), 327-4527
(Database Administrator), 327-4090 (Network, PC Support, Computer Center Help Desk), and
327-4112 (Banner Support and General Assistance).
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Textbooks
Obtaining desk copies of textbooks is the responsibility of the instructor. Assistance in
this area is available through the School Office.

Erma Byrd Higher Education Center-BSC Beckley Campus

Bluefield State College offers many classes and some programs at the Erma Bryd
Higher Education Center (located in East Beckley, off I-64). Currently, degree programs are
offered in Nursing, Radiologic Technology, the Regents Bachelor of Arts program and
Criminal Justice Administration. Courses are offered in Arts and Sciences, Business, and
Teacher Education. Much of the B.S. in Business Administration is available through online
and interactive video modalities. Many Arts and Sciences and Teacher Education courses are
also available through the Interactive Video System, online, and live at the Center.
BSC-Lewisburg
Bluefield State College offers courses leading to the Regents Bachelor of Arts degree,
the Criminal Justice Baccalaureate degree, and the Baccalaureate degree in Elementary
Education and Early/Middle Education in Lewisburg at the New River Community and
Technical College-Greenbrier Valley Campus Center. In addition, in a long-standing
partnership, the teacher education program courses are offered there with the exception of the
8th semester student teaching block, which is only offered on the Bluefield Campus of Bluefield
State College.
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Library
The College's Wendell G. Hardway Library is open throughout the year with varying
evening hours according to the time of the academic year (hours are posted or may be obtained
by calling 327-4055). Adjunct faculty may obtain library cards which will be maintained at the
circulation desk. Library personnel support a library orientation, an electronic resources
orientation, the reference desk, the archives, and online access to electronic journals and the
library collection.

Recreational and Cultural Activities
Adjunct faculty are invited to make use of the college swimming pool and to attend
campus cultural events. Pool passes must be obtained from the Office of Student Life at 3274187 prior to pool use. Virtually all cultural events are free which are publicized via the internal
television system, signs and posters and external publicity.

Parking
Contact the Director of Security (Conley Hall - Basement 304-4180/81) for visitor parking
permits for BSC Campus. There is no parking charge for adjunct faculty.
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Statement on Academic Honesty and Academic Honesty Procedures
The value of a Bluefield State College education is only as good as the integrity of its students'
work. Therefore academic honesty is a key pillar upon which Bluefield State College rests. Bluefield
State College believes academic dishonesty includes but is not limited to cheating, falsifying records,
plagiarism, giving or receiving aid during an exam, misrepresenting academic work, submitting the
same work to more than one class with a willful intent to mislead. All new students at Bluefield State
College will be required to complete an Academic Honesty education session and sign the College’s
Honor Code statement at that session.
All Bluefield State students are subject to serious disciplinary measures if they are caught
engaging in such behavior. All students found guilty of violating the academic honesty procedures will
be reported to the Dean of their School and the Provost who will maintain records of all incidents. Your
career at Bluefield State is cumulative. The penalty for the first offense will be decided upon by the
instructor and can include such penalties as a reduced grade on the assignment or a grade of “F” for the
course. A second offense of the statement in a student’s career at Bluefield State will result in a
mandatory grade of “F’ for the course and academic probation for one semester. A third offense of the
statement in a student’s career at Bluefield State will result in mandatory grade of “F” for the course and
expulsion from the Institution. Some programs may have additional penalties for violating the academic
honesty procedures. All “F” grades given to students caught violating the academic honesty procedures
may have a “*NR” designation on their transcript. The “*NR” designation means that grade may not be
changed by repeating the course unless the student receives approval from the Provost.
Instructors must complete and submit an Academic Honesty Violation Report form for all
incidents to the Provost and appropriate line Deans and Directors with the penalty assessed. Instructors
should make every effort to meet with the student to discuss the incident and explain the instructor’s
findings. Instructors must provide official notice to the student, the appropriate line Dean, the Director
of the student’s program, and the Provost within three school days. Students have the right to appeal the
instructor’s finding, and must be informed of this right in the official notice. Students must indicate their
desire to appeal the instructor’s finding within 3 school days of receiving the official notice. All appeals
will be heard by the Academic Appeals Committee. The full committee need not be present to hold an
appeals hearing. An appeals hearing must consist of at least three people (two faculty members and one
student representative).
Plagiarism includes but is not limited to:
1.
2.
3.
4.

Presenting someone else's ideas as your own without attribution.
Copying someone's words without providing quotation marks and citation.
Paraphrasing someone's words without providing a citation.
Submitting the same paper for more than one class without instructor permission.

Cheating includes but is not limited to:
1. Purchasing a term paper or assignment and presenting it as your own.
2. Selling or giving any term paper, assignment, or aid so that a student may present that material
as his or her own.
3. Receiving aid or providing aid to another student during an exam or on a non-cooperative
assignment.
4. Stealing a copy of a test or receiving a copy of a test before taking it.
5. Using books, notes, or any other aid during an exam or assignment unless permitted by the
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instructor.
6. Using a mobile device, computer, or cell phone to give or receive aid on an exam or assignment
or in any way not permitted by the instructor.

Bluefield State College has taken measures to help students avoid engaging in willful or unintentional
academic dishonesty. All students must successfully complete an academic integrity workshop within
their first semester of beginning classes at Bluefield State College.
Student Honor Code
Bluefield State has also implemented a student honor code which all students will sign during the
Academic Honesty education session.
“I have read and understand the BSC academic honesty statement. I am responsible for the
work that I submit and my conduct as a student at BSC.”
It is also the student’s responsibility to read the BSC catalog, and students will be informed of this
statement at orientation.
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Procedures for Proctoring
A proctor is an individual who agrees to receive and administer a quiz, test, or examination
required in a Bluefield State College course. The proctor must administer the test ethically and
professionally in a suitable testing environment such as a classroom, conference room,
computer lab, or business office. The proctor will then follow BSC procedures for returning the
exam to the instructor in the most secure manner possible.
Academic Deans, the Campus Coordinator, and the Provost at Bluefield State College will
identify personnel and facilities on the main campus and satellite sites that will be available to
for students to take proctored exams by appointment and approval of the instructor.
Student Responsibilities:
The student must show a photo ID to the proctor.
The student should thoroughly read and follow all instructions prior to beginning the test.
Students may not use a personal computer or a computer they have accessed previously.
Students may not keep or make copies of the exam and may not leave the testing room until
they are finished with the exam unless closely supervised.
If the student has purchased an e-book as the course textbook, it is the student’s responsibility
to bring all or part of the e-book in printed form if the exam is “open-book.”
Additional rules such as the following will apply: no cell phones, no talking, no sharing of
materials, no printing, no access to book bags or related materials, no material or items of any
kind on the desk, other than approved testing material.
.
Faculty Responsibilities:
It is the instructor’s responsibility to send detailed instructions to the proctor including but not
limited to:
1. The instructor must provide a list of students who will be taking the exam.
2. Instructions for receiving the test. The instructor must use the most secure procedure
that is applicable and reasonable to deliver the exam to the proctor.
a. Most reliable – hand delivered by instructor
b. Least reliable – faxed to proctor.
c. Other options: Sent via email attachment to proctor, hand-delivered by another
staff member, or sent via campus mail or regular mail.
3. Instructions for coordinating the exam schedule. If faculty need proctoring at the
Beckley campus, they should arrange the proctoring schedule at the beginning of the
semester.
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4. Instructions for administering the test, for example, passwords for online tests,
allowances for the use of materials or books, required use of lockdown browser, etc. In
the case of an online exam, the instructor will provide verbally or send, via BSC email,
the appropriate password or other necessary information to the proctor’s business email
5. Instructions for returning the testing materials and Photo ID copies to the instructor.

Proctor Responsibilities:
Prior to the exam, the proctor must send the BSC instructor an email from the proctor’s
business email identifying the procedures and facilities available for the retrieval, execution,
and return of the exam.
Proctors must provide an appropriate testing environment free of disruptions and distractions.
Proctors must check the student ID against the name(s) provided by the instructor.
Proctors must monitor the test closely to ensure the integrity of the exam.
Proctors are responsible for returning all exam materials as directed by the instructor
immediately following completion of the exam.
Proctoring Requests:
Bluefield State College will keep a list of pre-approved proctors and make that list available to
faculty and students. This will be updated every academic year. Faculty can attach the list of
pre-approved proctors to their syllabi if they feel the students will use proctors. Proctors not on
Bluefield State College’s pre-approved list of proctors must be approved by the instructor and
the appropriate line Dean in a timely manner. Proctor designations should be secured by the
student within three (3) weeks prior to an exam utilizing the following procedure:
•
•
•

•

•

Students will identify a proctor, complete, and submit a Proctor Approval Form.
Students must submit the Proctor Approval Form to the Instructor.
The student must confirm that the proctor has a business email address and business
telephone number, reliable access to the Internet, and access to a fax machine or scanner
(for returning completed paper tests).
Once the instructor approves the Proctor Approval Form, she will send it to the
appropriate line Dean.
o If the instructor denies the Proctor request, the student must identify a different
proctor.
Once the line Dean approves the Proctor Approval Form, she will send an email notice
to the student using BSC email indicating that the request has been approved.
o If the Dean denies the Proctor request she will send an email notice of the denial
to the instructor and student via BSC email. It is the responsibility of the student
to identify a new proctor.
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Proctoring from a non-BSC site. If a student is out of the state, or out of the country, it is
his/her responsibility to locate a proctor and facility acceptable to the instructor. Any proctor
nominated by a student must be a full-time employee, or act in an official capacity, in one of
the following:
•
•
•

College or University Personnel. An administrator, instructor, librarian, or any
official testing center personnel.
Public or Private School Personnel: School or district administrator, guidance
counselor, librarian, or full-time certified teacher.
Other: Civil Service Examiner, Librarian for a city or county library or Education
and Training coordinator, testing personnel and center approved by ETS. Armed
Forces Education Office Personnel

Proctors may NOT be selected from the following:
• Co-workers
• Friends
• Neighbors
• Relatives
• Other Students
Violations:
If a violation occurs, the proctor will immediately contact the student and have the student
cease taking the exam. The proctor will keep the exam and submit the original copy with
an incident report to the instructor and the appropriate line Dean within 24 hours of the
exam documenting the exact nature of the infraction.
The instructor will then investigate and deal with the matter according to the academic
honesty code.
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Addendum
Proctors available
Bluefield State
College Main
Campus:
Basic Science Writing Lab (Room 108) 304-327-4593
ITC Lab – ext. 4545
Library – ext. 4052 or 4564
Beckley Campus (Byrd Center/Higher Education Building)
304-255-5812 x 0
Lewisburg Campus
304-647-6591
Alternate sites that provide proctoring services:
UMUC has identified, by state, an extensive list of alternate site proctors –
www.umuc.edu/prog/ugp/ets/alsite.shtml
The Consortium of College Testing Centers is an organization that has testing centers in
44 states and Canada. http://www.ncta-testing.org/cctc/
(NOTE WV is not one of the states; the closest proctoring site appears to be the
Roanoke Higher Education Center.)

28

Proctoring Request Form

Student :
Student ID:
Student BSC email:
Student Phone Number:
Course Title and Number (CRN):
Instructor:
Event Date and Time:
*Proctor Name:
*Proctor Email:
*Proctor Address:
*Proctor Phone:
*Proctor Qualifications:

Proctor Approved by Instructor:

YES

NO Date:

YES

NO Date:

Instructor Signature:
Proctor Approved by Dean:
Dean Signature:
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_

Incident Report

Student :
Student ID:
Student BSC email:
Student Phone Number:
Course Title and Number (CRN):
Instructor:
Event Date and Time:
*Proctor Name:
*Proctor Email:
*Proctor Phone:
*Description of incident (attach copy of exam in question and additional sheets if necessary):

Proctor Notified Instructor: Date:
Instructor Signature:
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THE FIRST CLASS
It is normal that when one begins a teaching assignments and faces the first class there
will be a considerable amount of anxiety and nervousness. Most teachers feel that this
nervousness is a positive many experienced teachers maintain that they do their factor. In fact,
best work when they start a class with a little anxiety.
Some basic guidelines that will assist an instructor to overcome anxiety and produce an
effective and profitable meeting, with the first class are to:
~ Be over-prepared rather than under-prepared.
~ Plan an activity that allows students to get involved immediately. This may simply be
an information gathering session.
~ Initiate casual conversation between you and students and among the students prior to
launching into the specifics of the course.
~ Develop an anecdote or an attempt at communication to bridge a common gap such as
a trip, a concert attended, a sports event, a current news event or a college happening.
~ Acknowledge confusion at the beginning of class. Confusion is not detrimental. It is
part of the cooling in process as students reduce anxieties with each other.
~ Distribute syllabus.
~ Conduct the class. Don't meet and dismiss. First impressions are most lasting.
~ Present the goals and objectives of the course on an overhead transparency and clarify
with class discussion.
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TWENTY-TWO CHARACTERISTICS OF THE COMPETENT COLLEGE
INSTRUCTOR
1. The instructor is knowledgeable about the subject matter.
2. The instructor is an active member of professional organizations, attends
professional meetings, reads professional journals, maintaining currency in the
discipline.
3. The instructor understands the processes of learning.
4. The instructor is an "educational broker."
5. The instructor uses effective modeling behaviors.
6. The instructor is open to change, willing to take risks and to be held accountable.
7. The instructor is accepting of each student regardless of student gender, sexual
preference, race, color, religion, physical handicaps, learning disabilities, or national
origin.
8. The instructor organizes the course and plans lessons carefully.
9. The instructor is an effective communicator.
10. The instructor is constantly striving to further develop a repertoire of teaching
strategies.
11. The instructor demonstrates concern for the safety and health of students.
12. The instructor demonstrates optimism, while providing a constructive and positive
environment for student learning.
13. Instructor demonstrates confidence in students' abilities.
14. The instructor is skillful and fair in the assessment of student learning.
15. The instructor is skillful in working with colleagues, administrators, and the
classified staff, maintaining and nurturing friendly and ethical professional
relationships.
16. The instructor demonstrates continuing interest in professional responsibilities and
opportunities.
17. The instructor demonstrates a wide range of interests.
18. The instructor shares a healthy and enjoyable sense of humor.
19. The instructor is quick to recognize a student who may be in need of special student
service.
20. The instructor makes special and frequent efforts to demonstrate how the subject
may be related to the lives of students.
21. The instructor is knowledgeable about career opportunities for students in the
subject field, and invokes student awareness of those opportunities.
22. The instructor is reliable.
(Adapted, Kellough, 1990)
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LEARNING PROPOSITIONS
1. Reinforcement
"Behaviors which are rewarded (reinforced) are more likely to recur."
2. Immediate Feedback
"Reward (reinforcement) to be most effective in learning, must follow almost
immediately after the desired behavior and be clearly connected with that behavior in the mind
of the learner."
3. Threats and Punishment
"Threat and punishment have variable and uncertain effects upon learning; they may
make the punished response more or less likely to recur; they may set up avoidance tendencies
which prevent further learning."
4. Practice
"Sheer repetition without indications of improvement or any kind of reinforcement is a
poor way to attempt to learn."
5. Stimulation
"Opportunity for fresh, novel, stimulating experience is a kind of reward which is quite
effective in conditioning and learning."

CHARACTERISTICS OF ADULT LEARNERS
1.
2.
3.
4.
5.
6.

Broad diversity of backgrounds and rich experiences.
More accustomed to self-directed behavior.
Approach learning with strong sense of responsibility and motivation.
Need to feel time is well-spent and that material is relevant and practical.
Uneasiness and possible anxiety from long absences from classroom.
More competing demands on time leading to pre-occupation with outside
responsibilities Gobs, families, civic duties, etc.)
7. Possible unrealistic sense of time frames for goal achievement.
8. Unfamiliarity and possible frustration with some of the educational procedures.
9. Some basic levels may be low (math, writing, study skills).
10. Varied developmental tasks.
11. More likely to be paying for their education.
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INSTRUCTIONAL CONSIDERATIONS FOR THE ADULT LEARNER
1.
2.
3.
4.
5.
6.
7.
8.
9.

Learn to know your students.
Use student’s experiences as class content.
Offer a variety of formats and techniques.
Provide and receive frequent feedback.
Recognize the consequences of the aging process on learning.
May experience some short term memory loss.
May perform poorly on timed, multiple choice tests (especially if tests are poor quality).
Progress at a speed students can follow.
Create a positive learning environment.

LECTURES
Purposes
1. Introduce students to new topics.
2. Integration and synthesis of knowledge.
3. Arouses the students' interest.
4. Clarification of difficult concepts.
5. Preparation for discussion.
Strengths
1. Lectures can communicate the intrinsic interest of the subject manner.
2. Lectures can cover material not otherwise available.
3. Lectures can organize material in a special way.
4. Lectures can convey large amounts of information.
5. Lectures can communicate to many listeners at the same time.
6. Lectures can model how professionals in a particular discipline approach a question
or problem.
7. Lectures permit maximum teacher control.
8. Lectures present minimum threat to the student.
9. Lectures emphasize learning by listening.
Weaknesses
1. Lectures lack feedback to the instructor about the students' learning.
2. In lectures, the students are passive.
3. Students' attention wanes quickly.
4. Information learned in lectures tends to be forgotten quickly.
5. Lectures presume that all students are learning at the same pace and level of
understanding.
6. Lectures are not well suited to higher levels of learning.
7. Lectures are not well suited to complex, detailed, or abstract materials.
8. Lectures require an effective speaker.
9. Lectures emphasize learning by listening.
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LECTURING TECHNIQUES
A. Preparation and Organization
1. Fit lecture to your audience.
2. Select topic.
3. Prepare an outline.
4. Organize your points.
5. Decide upon minor points.
6. Select examples.
7. Present more than one side of an issue.
B. Presentation and Clarity
1. Speak clearly and loud enough to be heard.
2. Avoid distracting mannerisms.
3. Provide an introduction.
4. Present an outline.
5. Emphasize principles and generalizations.
6. Repeat your points.
7. Stress important points.
8. Pause.
C. Stimulation and Interest
1. Use effective speech techniques.
2. Be enthusiastic.
3. Start with a question, problem, or controversy.
4. Be relevant.
5. Use Audio-Visuals.
6. Use humor.
7. Provide change.
D. Feedback and Interaction
1. Look at your listeners.
2. Solicit questions.
3. Use discussion techniques.
4. Use praise.
E. Type of Questions
1. Yes/No
2. Cue questions
3. Multiple-choice questions
4. Open ended questions
5. Discussion-stimulating questions
6. Questions that guide problem solving
7. Rhetorical questions
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F. Questioning Techniques
1. Establish an atmosphere conducive for questions
2. Plan for questions
3. Questions should be stated clearly and specifically
4. Ask only one question at a time
5. Wait for a response
6. Use a variety of questions
7. Do not try to top a student's answer
8. Avoid judgmental responses to answers

36

QUESTION CLASSIFICATION
Category

Cognitive Activity Required

Key
Concepts
Memory
Repetition
Description
Knowledge

KNOWLEDGE

RECALL
Questions, regardless of complexity, can be
answered by simple recall of previously learned
material

COMPREHENSION

UNDERSTANDING
Questions can be answered by merely restating
and reorganizing material in a rather literal
manner to show that the student understands the
essential meaning

Explanation
Comparison
Illustration

APPLICATION

SOLVING
Questions involve problem solving in new
situations with minimal identification or
prompting of the appropriate rules, principles, or
concepts
EXPLORATION OR REASONING
Questions required the student to break an idea
into its component parts for logical analysis,
facts, opinions, logical conclusions, etc.
CREATING
Questions require students to combine ideas into
a statement, plan, product, etc. that is new for
them.
JUDGING
Questions require students to make a judgment
about something using some criteria or standard
by making their judgment principles, or concepts

Solution
Application

ANALYSIS

SYNTHESIS

EVALUATION

Induction
Deduction
Logical
Productive
Thinking
Novelty
Judgment
Selection

Sample Question Words
What; When; Who; Which; Define; Describe;
Identify; List; Name; Recall; Show; State; How;
Indicate; Tell; Yes/No questions; e.g. Did? Was?
Is?
Compare; Contrast; Conclude; Demonstrate;
Differentiate; Predict; Reorder; Which; Why;
Distinguish; Estimate; Explain; Extend;
Extrapolate; Rearrange, Rephrase; Inform; What;
Fill in: Give an example of; Illustrate; Relate;
Tell in your words
Apply; Build; Construct; Solve; Test; Consider;
Demonstrate (in a new situation); How would;
Check out

Support your; What assumptions; What reasons;
Does the evidence support the conclusion; What
does the patient seem to believe about;
What
words indicate bias or emotion; What behaviors
Write; Think of a way; Create; Propose a plan;
Put together; Suggest; Develop; Make up;
Formulate a solution; Synthesize; Derive
Choose; Evaluate in terms of; Decide; Judge;
Select on the basis of; Which would you
consider; Defend; What is the most appropriate;
For what reasons do you favor; Which policy

Source: Craid JL, Page G: The questioning skills of nursing instructors. J Nurs Educ 1981; 20:20

DISCUSSION
Purposes
1. Gives students an opportunity to apply principles, concepts, and theories to new and
different situations.
2. Clarification of information and concepts.
3. Students learn the process of group problem solving.
4. Assists student to develop and evaluate their beliefs and positions.
5. Attitudinal changes.
6. Increased interest and enthusiasm.
Strength
1. Provide the instructor with feedback about student learning.
2. Are appropriate for higher-order cognitive objective: application, analysis, synthesis
evaluation.
3. Are appropriate for affective objectives: to help students develop interests and values to
change attitudes.
4. Allows students to become more active participants in their learning.
Weaknesses
1. Difficult to get student participation
2. Are more time-consuming
3. May be less effective if class is large
4. Not well suited to covering significant amounts of content
5. Students needs to be prepared
Techniques
1. Define the topic
2. Instructor must be prepared
3. Facilitator is the primary role of the teacher
4. Questioning
5. Steps to follow
a. Define the problem
b. Have students suggest possible solutions
c. Collect relevant data
d. Evaluate the various solutions, positions and conclusions
e. Decide on solutions

SIMULATION
Categories
1. Simulation exercises
2. Simulation game
3. Role playing
Uses
1.
2.
3.
4.
5.

Gain skill in applying the nursing processes.
Acquire communication skills
Attitudinal changes
Acquire decision-making skills
Evaluation of student learning and competence

Role of Teacher
1. Planner
2. Facilitator
3. Debriefer
Types of Simulation
1. Written
2. Role playing
3. Games
Strengths
1. Reduces complexities of real-life situation
2. Increased motivation
3. Effective for peer learning
4. Allows for mistakes in controlled setting
5. Can acquire concrete meanings for abstract terms by application
6. Encourage creative and divergent thinking
Weaknesses
1. Costly, in time and money
2. Technique can be overused
3. Active classroom
4. Weak group dynamics
5. Outcomes not always predictable
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CHECKLIST OF TEACHING TECHNIQUES
METHODS
Lecture

Discussion

Role Playing

Student panel, student reports
MATERIALS
Guest lecturer or resource person
Films

Books
TV
Slides
Audio-tutorial
Bulletin boards, mock-up

Recordings

Field trips
Laboratory
Study guides, workbooks
Periodicals
Computer-aided instruction

GOALS POTENTIALLY ACHIEVED
Knowledge
Inspiration, motivation (a "cutting edge" lecture)
Identification with a scholar
Critical thinking (by example)
Critical thinking
Relating knowledge to student experiences
Application
Attitude change
Real-life experience
Develops human relations skills
Interest
Interest and motivation (at least for participants)
Add interest and information
Make materials more concrete
Facilitate learning materials involving motion or visual detail
Interest
Knowledge
Critical thinking
Interest (greater involvement than film)
Motion, visual details
Permit visual materials to be greatly enlarged and held in view
while explained.
Knowledge Skill. Problem solving.
Provide opportunity for learning at student's own pace
May help student relate learning in classrooms to materials
presented in mass media
Provide concrete examples
Provide concrete auditory experience
Taped recordings can be made cheaply by instructor to bring
situations outside the
classroom to the class
First-hand experience
Interest
First-hand experience
Scientific method
Aid organization and learning of materials
Promote application of knowledge
Bridge gap between classroom and other experiences of
students
Potentially can achieve any of these goals when combined with
other materials, but currently limited by availability of collegelevel programs. Can be highly motivating
(Kellough, 1990)
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EVALUATION OF LEARNING
Categories
1. Summative Formative
2. Norm referenced
3. Criterion-referenced
Planning the test
1. Determine the purpose
2. Identify and define the intended learning outcomes
3. Prepare test specification
4. Construct relevant test items
Types of Test Items
1. True - False
2. Matching
3. Multiple Choices
4. Essay
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IMPROVING TESTS
1. Construct from the current text and updated handouts.
2. Assemble a Course Assessment Plan.
a) How many tests are needed.
b) How often tests are scheduled.
3. Use testing.
a) To provide feedback on learning performance.
b) To measure learning achievement.
4. Minimize test anxiety which lowers student performance by giving more opportunities
and varied activities for success.
5. Divide the test content into testable units.
6. Utilize a Test Specification Chart along with Bloom’s Taxonomy.
7. Teach content and use content to construct the test (Don’t teach the test!).
8. The number of questions directly correlates to the objectives and amount of time spent
on content.
9. If you use a test bank, personally select items which match your teaching (See #7).
10. Don’t use old tests.
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CONSTRUCTING MULTIPLE-CHOICE ITEMS
1.
2.
3.
4.
5.

Spread the work across time.
Use note cards for writing the items.
Really concentrate on writing items to evaluate higher levels of thinking.
Write the stem test.
Concentrate on evaluating student ability to understand, apply, analyze, synthesize, and
evaluate.
6. State the problem concisely, but completely.
7. Write the stem to include all the information essential to determining the problem, but
omitting irrelevant materials that merely serves as padding, unless the student's
determination of what is relevant is part of what you want to test.
8. Avoid unnecessary repetition in the options by including as much of the item as possible
in the stem.
9. State the problem or ask the question in a positive form.
10. Write the correct or best response after writing the stem.
11. Avoid making the correct option longer than the distractors.
12. Write the distractors after writing the correct option.
13. Make all distractors plausible responses.
14. Be sure that the distractors use words that ought to be familiar to the students.
15. Write distractors that are distinct from each other.
16. Critique for general errors in style and format.
17. Be careful in using specific determiners, such as "all," "never," "always," or other allinclusive terms that are more likely to be found in incorrect options.
18. Avoid grammatical inconsistencies between the stem and the options.
19. Use "none of the above" as an option with caution.
20. Check once more to be certain the correct options are not consistently longer than the
alternatives.
21. Arrange options in a logical order, if one exists.
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KNOWLEDGE AREAS
1. Knowledge of Terminology
a. What word means the same as
?
b. Which statement best defines the term
?
c. In the following context, what is the meaning of the word
d. What is (some process) called
_?
2. Knowledge of Specific Facts
a. Where would you find
?
b. In what year did
?
c. Who first discovered
?
d. What is the name of
?
e. What is the most important characteristic of _
f. What is the main difference between

?

?
?

3. Knowledge of Conventions
a. What is the correct form for
?
b. Which one of the following symbols is used for
c. Which statement indicates correct usage of
d. Which one of the following rules applies to
e. Which of the following methods is most commonly used to

?
?
?
?

4. Knowledge of Trends and Sequences
a. Which of the following best describes the present trend of
b. What is the most important cause of
?
c. What will be the effect of
?
d. What would be the shape of the curve for
?
e. Which one of the following sequences indicates the proper order of
?
5. Knowledge of Classification and Categories
a. What are the main types of
?
b. What are the major classifications of
c. What are the characteristics of
?
d. How would you classify
?
e. Which one of the following is an example of

?

6. Knowledge of Criteria
a. Which one of the following is a criterion for judging
b. What criteria were used by to judge
?
c. What is the most important criterion for selecting
d. What criteria are used to classify
?
e. Which one of the following is not an important criterion for
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?

?
?
?
?

7. Knowledge of Methodology
a. What method is used for
?
b. What is the best way to
?
c. What would be the first step in making
d. What is the most important difference between the
method.
e. What would be the minimum equipment needed to

?
and the
?

8. Knowledge of Principles and Generalizations
a. Which statement best expresses the principle of
?
b. Which statement best summarizes the belief that
?
c. Which one of the following principles best explains
?
d. Which one of the following principles is most useful in predicting
?
e. Which one of the following illustrates the principle of
?
9. Knowledge of Theories and Structures
a. Which statement is most consistent with the theory of
?
b. Which principles are essential to the theory of _
?
c. Which one of the following is the most complete information of
d. Which one of the following best describes the structure and organization of
?
e. What evidence best supports the theory of
?
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TEST PLANNING AND ANALYSIS GRID
A Teaching for Success Job Aide
Page #
Bloom’s- Categories of Cognitive Learning
Instructor

Test Name or
Number

Course

Describe
Specific
Content
Areas to be
Tested

Knowledge
Actions:
defines,
describes,
identifies,
lists,
matches,
names,
reproduces,
recalls,
states

Comprehension
Actions:
converts,
distinguishes,
estimates,
generalizes,
infers, predicts,
summarizes

Application
Actions:
changes,
computes,
demonstrates,
modifies,
prepares,
relates, solve

Total
Number of
Questions
Percentage of
Test

Analysis
Actions:
subdivides,
diagrams,
determinates,
illustrates,
simplifies,
structures,
selects,
separates

Synthesis
Actions:
combines,
rebuilds,
rearranges,
creates,
designs,
innovate,
organizes,
summarizes

Evaluation
Actions:
appraises,
criticizes,
justifies,
concludes,
compares,
contrasts

Number
of Test
questions
in each
Category

100%
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