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Welcome to theVentura County Community College District,

We are glad you are here! We hope that you will take some time to create your customizable 
Employee Directory profile on the District website. On the employee directory, you will be able to 
search for yourself and your colleagues by name or location. This is a helpful tool for students, 
employees, and the community. We have provided easy-to-follow instructions for you to get 
started. If you have questions at any point, please send us an email at websiteupdates@vcccd.edu.
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Your Name

1. Log in to the Employee Portal (my.vcccd.edu) and search for "public websites" then when on the
Drupal page under “Employee Directory,” click on the “Update Your Directory Information" link. You
can also go to Pages > Work Life > Public Websites to get to the Drupal page.

2. You will then be taken into your Drupal Profile Page. Do not confuse this for your directory
page. Under the words“Directory Profile”click on the hyperlink of your name.

3. Once loaded on your directory page, click on "edit".

Your Name
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4. You will then be taken to the page editor. From here you will have options to enter the
following fields.

Job Title Office Location Office Phone Cell Website URL and Link Text 

Facebook URL Twitter URL LinkedIn URL 

5. Continuing on, you will have fields for the following

Office Hours Education Portrait About (Bio Section) 
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Anywhere you see a button that says “Add another item” is where you can add another field 
to that section. 
When uploading a portrait, it is important that you give your photo Alternative Text, and 
a Category. You can use the year as the category. To upload a Photo or Document to your 
About Section, click on the Bold “ ” Icon. To upload/embed a YouTube or Vimeo Video, click
on the “Music Note and Picture” Icon 

6. Finishing up, if you are Instructional Faculty, you will have a section to add course information.
This Includes the following:

Title of Course Attachments (Syllabus, etc.) Links (Canvas, MyMathLab, etc.) 

7. Once done, you can click the Blue Save Button to Publish. You can update this page as
often as you like.
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•
•
•
•

Fear the implications of not following FERPA standards as a pirate and an employee of VCCCD!

Report any local compliance concerns with the Registrar

and your local captain or the VP of Student Affairs.
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Workers’

Supervisor’s Report

Workers’ Compensation 
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□ Student □ Visitor 

□ Athlete/game □ Parent 

□ Athlete/practice □ Vendor 
□ Day Care Child □ Other 
□ Attendee at Event

□ 
□

□ □

□ □

□ □

□ □ □ □ □ □ 
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Full-Term Classes with Scheduled In-Person or Zoom Sessions 
Exam Time Monday 

May 19, 2025 
Tuesday 

May 20, 2025 
Wednesday 
May 21, 2025 

Thursday 
May 22, 2025 

Friday 
May 23, 2025 

8:00 a.m. 
to 

10:00 a.m. 

MW or M 7:30 a.m. TR or T 7:30 a.m. W 7:30 a.m. R 7:30 a.m. F 7:30 a.m. 
MW or M 8:00 a.m. TR or T 8:00 a.m. W 8:00 a.m. R 8:00 a.m. F 8:00 a.m. 
M 8:30 a.m. T 8:30 a.m. MW or W 8:30 a.m. TR or R 8:30 a.m. F 8:30 a.m. 
M 9:00 a.m. T 9:00 a.m. MW or W 9:00 a.m. TR or R 9:00 a.m. F 9:00 a.m. 
M 9:30 a.m. TR 9:30 a.m. W 9:30 a.m. R 9:30 a.m. F 9:30 a.m. 

10:15 a.m. 
to 

12:15 p.m. 

MW or M 10:00 a.m. T 10:00 a.m. W 10:00 a.m. TR or R 10:00 a.m. F 10:00 a.m. 
MW or M 10:30 a.m. T 10:30 a.m. W 10:30 a.m. TR or R 10:30 a.m. F 10:30 a.m. 
M 11:00 a.m. TR or T 11:00 a.m. MW or W 11:00 a.m. R 11:00 a.m. F 11:00 a.m. 
M 11:30 a.m. TR or T 11:30 a.m. MW or W 11:30 a.m. R 11:30 a.m. F 11:30 a.m. 
M 12:00 p.m. T 12:00 p.m. W 12:00 p.m. R 12:00 p.m. F 12:00 p.m. 

12:30 p.m.  
to 

2:30 p.m. 

MW or M 12:30 p.m. T 12:30 p.m. W 12:30 p.m. TR or R 12:30 p.m. F 12:30 p.m. 
MW or M 1:00 p.m. T 1:00 p.m. W 1:00 p.m. TR or R 1:00 p.m. F 1:00 p.m. 
MW or M 1:30 p.m. T 1:30 p.m. W 1:30 p.m. TR or R 1:30 p.m. F 1:30 p.m. 
MW or M 2:00 p.m. TR or T 2:00 p.m. MW or M 2:00 p.m. R 2:00 p.m. F 2:00 p.m. 
M 2:30 p.m. TR or T 2:30 p.m. MW or W 2:30 p.m. R 2:30 p.m. F 2:30 p.m. 

2:45 p.m. 
to 

4:45 p.m. 

MW or M 3:00 p.m. TR or T 3:00 p.m. W 3:00 p.m. R 3:00 p.m. F 3:00 p.m. 
MW or M 3:30 p.m. TR or T 3:30 p.m. W 3:30 p.m. R 3:30 p.m. F 3:30 p.m. 
M 4:00 p.m. T 4:00 p.m. MW or W 4:00 p.m. TR or R 4:00 p.m. F 4:00 p.m. 
M 4:30 p.m. T 4:30 p.m. MW or M 4:30 p.m. TR or R 4:30 p.m. F 4:30 p.m. 
Online Classes (if needed) Online Classes (if needed) Online Classes (if needed) Online Classes (if needed) Online Classes (if needed) 

5:00 p.m. 
to 

7:00 p.m. 

MW or M 5:00 p.m. T 5:00 p.m. W 5:00 p.m. TR or R 5:00 p.m. F 5:00 p.m. 
MW or M 5:30 p.m. T 5:30 p.m. W 5:30 p.m. TR or R 5:30 p.m. F 5:30 p.m. 
M 6:00 p.m. TR or T 6:00 p.m. MW or W 6:00 p.m. R 6:00 p.m. F 6:00 p.m. 
M 6:30 p.m. TR or T 6:30 p.m. MW or W 6:30 p.m. R 6:30 p.m. F 6:30 p.m. 
Online Classes (if needed) Online Classes (if needed) Online Classes (if needed) Online Classes (if needed) Online Classes (if needed) 

7:15 p.m. 
to 

9:15 p.m. 

M 7:00 p.m. 
Online Classes (if needed) 

TR or T 7:00 p.m. 
Online Classes (if needed) 

MW or W 7:00 p.m. 
Online Classes (if needed) 

R 7:00 p.m. 
Online Classes (if needed) 

F 7:00 p.m. 
Online Classes (if needed) 

Full-Term Classes with Fully Online (no Zoom) Sessions 
Final exams will be scheduled (or final projects due) on the following dates. Students are to contact their instructor for further information. 

Monday 
May 19, 2025 

Tuesday 
May 20, 2025 

Wednesday 
May 21, 2025 

Thursday 
May 22, 2025 

Friday 
May 23, 2025 

ACCT • ACE • ANTH • BIOL 
BUS • CD • CT • DANC • ENGL 

ESL • ESRM • IDS • POLS 

AG • ANAT • CHST • COMM • DM 
EDU • ETHS • ENGM • GIS • ICA 
JAPN • PM • POSC • SWHS • WS 

CDL • ECON • ENGR • GERM • HED 
KIN • LS • MATH • MT • MUS 

PHOT • PHSO • SOC • STAT • WELD 

ACT • ART • CHEM • CJ • COUN 
EAC • EMS • FILM • FREN 

GEOG • GEOL • MICR • NS • THA 

ARCH • ASL • AST • CS • DRFT 
HIST • HS • ITAL • LIB • PHIL 

PHSC • PHYS • PSY(C) • SPAN 

Short-Term and Saturday / Sunday Classes 
The final exam for all short-term, Saturday-only, and Sunday-only classes will be during the las scheduled class meeting (not during the above final exam week). 

Final Exam Conflicts Student Request for Early or Late Final Exam 

Students needing to make alternate arrangements due to a final exam 
conflict (e.g. two final exams scheduled to occur within the same exam 
time slot) are to contact their instructor to request an accommodation. 

Students requesting an early or late final exam may obtain a petition from 
their instructor or division office. Approved petitions are to be filed in the 
division office prior to the exam date. Otherwise, no final exams are to be 
administered before or after the above final exam schedule. 

The final exam schedule is subject to change without notice. 
Please contact the instructor and/or refer to the class syllabus to confirm the day/time of each final exam. 

 

VENTURA 
COLLEGE 

Final Exam Schedule 
SPRING 2025 

LAST UPDATED 12/18/2024 BY K. DENTON 
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Final Examination 

Each examination is scheduled for two hours. Final exams for 
short-term classes shall be administered during the final two 
hours of the last class period. 
Every instructor is required to give a final examination 
following the final exam schedule. Deviations from the final 
exam schedule are not permitted because of the potential 
conflict within students’ schedules. 
If students indicate a conflict, instructors are advised to 
contact their supervising dean immediately. 
Every student is required to take a final examination. 
Final examinations are held in the room where the class is 
regularly scheduled. 
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Online Schedule of Classes

Usage and Methods

Online schedule of classes can be sued
to find out your instructional hours, the
modality and location of your classes, as

well as the ZTC (Zero Textbook Cost)
status. Instructional hours are the hours
you are in class and the hours you spend
a week online. Modality is the way your

class is delivered (In-Person,
Synchronous, Asynchronous, and

Hybrid) and the location of your class.
Notes as listed in the section

information can be updated in advance
of the semester; email your department

chair for information.

ZTC Status

Modality
Notes:

Instructional Hours Location:

19



CRN SUBJ  CRSE SEC CREDITS CL LEVEL(S)

INSTRUCTOR(S) - (P)rimary TYPE DAYS TIME BLDG ROOM

DATES: Class starts: Class ends:

Census Deadline: Census Date:

Deadline to drop WITHOUT "W": Deadline to drop WITH "W":

DIVISION:

As of: 03-AUG-2018 01:29:50

Week

Date

Student Name ID Reg Cr M T W R F S M T W R F S M T W R F S M T W

1 RW 3.00

= Present = Absent = Tardy

Instructor's Signature

Seats Taken Available Waitlisted

0 0
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–

completed & submitted electronically, then automatically uploaded into OnBase, VC’s records 

hand menu, under “Tools”, find the

“Faculty Forms – VC”

In the center of the screen click on “
”
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–

circumstance beyond the student’s control.
–
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“ ”

confirmation email that the form has been approved or denied when A&R’s work is complete.

–
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–

completed & submitted electronically, then automatically uploaded into OnBase, VC’s records 

“Tools”,

then select, “Faculty Forms – VC”

“ ” link und

28



–

–

“Units”

the deans’ email will populate in the form.

29



button “Submit Reinstatement 
Request”

–
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Ordering / Adopting Textbooks

The Ventura College bookstore is managed by Follet.

Submitting Course Material Adoptions: 

Have a Course Reader you would like printed? 

Email 2387txt@follet.com with Dept/Course/Section, Author, Title, ISBN, and whether the 
materials are required or recommended. 
If you will not be asking the bookstore to carry course materials, let the bookstore know if 
they should mark the course as No Materials Required, No Store Supplied Materials/ See 
Instructor, or OER. 
Follet will soon have their Follett Discover adoption tool ready for use and will provide 
training once it is live. Until then, please feel free to email all book ordered and questions. 

Fill out the Order & Citation form. Complete the top Faculty section on page 1 and the citation 
list on page 2. Citation list is only required for any copyrighted materials in your reader. 
Email Robert Munck at r.munck@follet.com with a PDF copy of your reader and the completed 
Order-Citation Form. If you don’t have a PDF copy, please contact Robert or details about 
shipping a printed copy. 
LAD Custom Publishing will review the copyrighted materials for clearance . if copyright fees 
are required, LAD will send an itemized breakdown to Robert and he will reach out to you 
with details. This gives you the opportunity to edit content if needed. 
Once the reader is approved, we will send a aster file to the Ricoh Copy Center for 
production and a few days later, the read will be available at the campus bookstore. 
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Order Form
 
Submission Options:
• Email this form, with your original materials, to customerservice@ladcustompub.com
• Take your original materials, with this completed order form, to your campus bookstore.

• Send to:  LAD Custom Publishing
          5148 Carson Court, Buford, GA 30518
         Phone: (877) 318-8800 / Fax: (770) 831-8556

FACULTY NAME

FACULTY EMAIL

FACULTY  PHONE NUMBER

COURSE TITLE (as it should appear on cover)

COURSE NUMBER

EST. ENROLLMENT       DESK COPIES REQUESTED

FACULTY: COMPLETE THIS SECTION

We have granted permission for LAD Custom Publishing to produce the above outlined custom coursepack. This custom coursepack is REQUIRED for the students enrolled in this course and is 
intended for educational purposes only. We authorize that all copyright materials that are listed are accurate which will be reproduced for this coursepack. We understand that any incomplete 
information may cause delay in the production and delivery of the coursepack. If requested, we will be notified of the final cost of the coursepack after the copyright permissions are cleared. 
This coursepack is renewable, exclusive order for the production of this material and we agree to not allow another company permission to publish and distribute the materials unless the 
professor/bookstore notifies LAD Custom Publishing in writing 30 days prior to the start of an academic term. I acknowledge that I will incur fees if this order is canceled. There are no return 
privileges allowed if the course is canceled after this order has been produced. We will further defend and indemnify LAD Custom Publishing against any liability, if any of the foregoing 
information is inaccurate or incorrect.

Rev. 07/2024

PRODUCTION DETAILS FOR PRINTED COURSEPACKS  PRINT AS: 

COVER:       BINDING:

INCLUDE:               TABLE OF CONTENTS                 PAGINATION

SIGNATURE (only one required)
FACULTY OR BOOKSTORE REPRESENTATIVE: DATE:

PRODUCTION TYPE:

DIGITAL DELIVERY TYPE:
(if applicable) 

DEPT. / FACULTY ROYALTY?      YES      NO

IF YES, WHAT IS ROYALTY AMOUNT?: 

COPYRIGHTS: Is the material your own, 
           and not from any other source?

 YES NO 
 
(If NO, please complete the Citation Form on page 2)

BOOKSTORE: COMPLETE THIS SECTION

Thank you for choosing LAD 
for your course materials!

SPECIAL INSTRUCTIONS:

UNIVERSITY / SCHOOL

STORE NAME

STORE CONTACT NAME

STORE PHONE NO.      STORE EMAIL

PO # (If available) (Note: a PO # will be required prior to print production)

QUANTITY   DATE DUE IN BOOKSTORE    FIRST DAY OF CLASS

ORDER TYPE:   YEAR:   TERM:   SHIPPING METHOD:

PRODUCTION / RE-ORDER CHANGE INSTRUCTIONS: HAS LAD PRODUCED THIS COURSEPACK BEFORE?

 YES      NO

IF YES, ARE THERE CHANGES TO THIS COURSEPACK?

 YES      NO

32



Citation Form
 
Instructions:
Complete the form below for all copywritten content contained in the coursepack. 

For Anthologies please include original source information including page ranges.

If you have any questions about using this form, please call us at (877) 318-8800.

UNIVERSITY / SCHOOL

FACULTY NAME

FACULTY  EMAIL or PHONE

COURSE NAME

COURSE NUMBER

SEMESTER   YEAR

COURSE & CONTACT INFORMATION

Rev. 07/2024

TITLE (include edition, if applicable)

ISBN / ISSN

AUTHOR(s)

CHAPTER / EXCERPT TITLE

COMPLETE PAGE RANGE (required)

 Check this box if this title is Out-of-Print

CONTENT LIST

TITLE (include edition, if applicable)

ISBN / ISSN

AUTHOR(s)

CHAPTER / EXCERPT TITLE

COMPLETE PAGE RANGE (required)

 Check this box if this title is Out-of-Print

TITLE (include edition, if applicable)

ISBN / ISSN

AUTHOR(s)

CHAPTER / EXCERPT TITLE

COMPLETE PAGE RANGE (required)

 Check this box if this title is Out-of-Print

TITLE (include edition, if applicable)

ISBN / ISSN

AUTHOR(s)

CHAPTER / EXCERPT TITLE

COMPLETE PAGE RANGE (required)

 Check this box if this title is Out-of-Print 33
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–
–
–

designate absences as “excused” or “not excused”.

you will receive a “W” on your transcript.

35



Your contact information
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“I
s answered.”
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For instructors who wish to embrace ChatGPT 

For instructors who wish to allow limited usage of ChatGPT 

For instructors who wish to prohibit the usage of ChatGPT 

38
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 office staff
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□
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The purpose of the flexible calendar program is to provide time for faculty to participate in 
professional development activities that are related to “staff, student, and instructional 
improvement” (Title 5,§55720). The AFT Collective Bargaining Agreement (CBA) requires flex 
activities reporting. 

is shown in dark blue on the academic calendar. Ventura College refers to
this day as “All College Day.” Contract (full-time) faculty are required to attend All College Day. 
(CBA Section 9.3.A) Non-contract (adjunct) faculty are encouraged, but not required, to attend. 
These days meet the Education Code requirement of a six hour (6 hour) day.

are scheduled days during which appropriate flex activities may be
performed. (CBA Section 9.3.B.(1)a) Faculty members may elect to complete self assigned
activities provided by the Professional Development committee on the self-assigned flex days 
(shown in red on the academic calendar) or choose activities on other days that meet the CBA and 
Title 5 activity categories, as shown below. 

faculty must report 42 flex hours per academic year. (CBA Section 9.3.B).
Contract faculty members with a non contract extra hourly assignment shall have additional self
assigned flex day activity calculated based upon the non contract faculty calculation in Section
9.3.B(2). 

, as well as contract faculty who have extra hourly assignments,
calculate their flex obligation as follows: 
For all non contract loads, the total number of hours of self assigned flex activities required for
each non contract faculty member in a semester is 1.5 hours for each 0.1 load. (CBA Section
9.3.B(2)a). 
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Appropriate self assigned flex day activities include, but are not limited to, the following or the
current Education Code §87150 et seq., and Title 5, §55724 et seq.:

Course instruction andevaluation.
Staff development, in service training, and instructional improvement.
Program and course curriculum or learning resourcedevelopment and evaluation.
Student personnel services.
Learning resources services.
Related activities, such as student counseling, guidanceorientation,
matriculation services, and student, faculty, and staff diversity.
Departmental or divisionmeetings, conferences, and workshops, and institutional
research.

1. Improvement of teaching
2. Maintenanceofcurrent academicandtechnicalknowledgeandskills
3. In-service training for vocational education and employment preparation programs
4. Retraining to meet changing institutional needs
5. Inter-segmental exchange programs
6. Development of innovations in instructional and administrative techniques and

program effectiveness
7. Computer and technological proficiency programs
8. Courses and training implementing diversity and upward mobility programs
9. Other activities determined to be related to educational and professional development

10. Pursuant to criteria established by the Board of Governors of the California Community
11. Colleges, and including but not necessarily limited to programs designed to develop

self-esteem.

The CBA states the flex reporting deadlines as follows:

Contract faculty shall complete a Master Flex Day contract by the last
day of finals week of the Spring semester. Activities can be completed 
by June 30 provided the activities are recorded on the submitted Master 
Flex Day Contract.

. Non contract faculty shall complete a Master Flex Day contract by the
last day of finals week in the semester in which they work.
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Faculty Forms 
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Faculty Titles
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Ventura College Catalog 

The catalog is now on-line. It is a living document that updates as curriculum changes occur. 
https://catalog.vcccd.edu/ventura/ 

Take a few minutes to familiarize yourself with how it is laid out and where to find college 
policies, such as student conduct, attendance, etc., in the appendices. 

Ricoh Copy Center 

If you need to have copies made for your classes, you have two options, both of which are 
free of charge. 

1. You can go to the Ricoh Copy Center in the LRC building room LRC-155 on the first floor
and make copies yourself.

2. Faculty and staff may submit print requests through Copy Net. Please be sure to
include your departmental print code. If you are unsure of what it is please contact
your Department Chair.

3. Ricoh staff will email you to let you know when your request is ready for pick up (they do
not deliver). Be sure to provide all of the necessary information:

a. One-sided or two-sided
b. Number of copies
c. Stapled or not
d. Color of paper (most standard paper colors are available)

Contact Email: vccopycenter@vcccd.edu 

*Please see the next pages for a step-by-
step guide in submitting print requests
via Copy Net.
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Step by Step on Accessing and Using Copy Net for
Ventura College

From any Computer, please access the Copy Net site with the following link: 

http://www.copynetsolutions.com/store/1ogin.aspx?Seria1Num=500198 

Once you have access to the Copy Net site, if you are a first time user, please create an account. 
When creating this account, you can link your account to the Department you always print for. 

If you already have an account, log in with your email and password. 
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Once you are into the site, you should see this screen. 
If you do not see this screen, click jobs at the tops left. 

Select New Print Order once you see this screen. 
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You should see after selecting New Print Order this following screen. 

Before you can hit continue at the bottom of the screen, you will need the following items
filled in. 

Job Name
Quantity
Department Code, if you are unsure of your Department Code, you can reach out to your
Department Admin for your code. 
Data Needed
The added file. 
If you want it added to a PO/GRANT, please put these instructions in the Special
Instructions box. 
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Once everything is added to your order, please hit continue and you will see this screen.

This screen will be the review screen to make sure everything is added that you wanted to
add to your order before it is submitted. 

After the review and once it is all ready to go, hit submit and then it is sent to the Copy Center
for production.
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https://www.bkstr.com/venturastore/home
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