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Welcome to Summer! 
The summer semester, and temperatures, have arrived. 
I appreciate your willingness to spend all or part of your 
summer with our students. I also appreciate all you do to 
help them succeed. This newsletter features a few helpful 
reminders. Please watch your polk.edu e-mail, your 
campus mailbox, news.polk.edu, and the College’s social 
media channels for future updates. I sincerely hope that 
you find some time this summer to relax, rejuvenate, and 
spend time with those you love. 

Donald Painter, Jr. 
Dean of Academic Affairs, Lakeland Campus 

Emergency Preparedness 
Summer brings an increased chance for inclement 
weather. Please make sure that our office has current 
contact information for you. Recently, you should have 
received a request to update your information. If you did 
not have the chance to complete it, please contact 
Bonnie Abrado at babrado@polk.edu or ext. 6136 to 
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Syllabus Submission 

Please e-mail a syllabus for 
each class you are teaching 
to Bonnie Abrado: 
babrado@polk.edu. If you 
are a full-time faculty 
member, please post your 
office hours or availability on 
your office door or outside of 
your cubicle. 

Attendance Confirmation 

Attendance Confirmation 
must be completed for all 
classes, even if all students 
have attended. It begins the 
day after the end of the drop 
period and runs for three 
calendar days. For 1st 6-
week, 8-week, and 12-week 
classes, it must be 
completed 5/18-5/20. Please 
watch your polk.edu e-mail 
for additional information. 

Letters of Appointment 

Letters of Appointment 
(LOA) will be available for 
signature 5/19-5/26 for 
classes beginning before 
6/25. LOAs for classes 
beginning on 6/25 or later 
will be available for signature 
6/23-6/30. Please watch 
your polk.edu e-mail for 
more information.
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update your information. Also, please make sure that 
your information is updated in Passport. Click here for 
directions. All faculty and staff should familiarize 
themselves with the Emergency Preparedness Plan, 
which can be found on the desktop of all College 
computers. You may also view a copy on the Safety and 
Security page of the College website. 

Monday Morning Mentor 
Our Professional Development Series is on break for the 
summer. However, don’t forget about the online Monday 
Morning Mentor series. Each week you will receive 
information about a 20-minute online presentation in your 
polk.edu e-mail. Our on-campus sessions will resume 
this fall. If you have topic ideas or are interested in 
presenting, please contact Gerene Thompson at ext. 
6245 or gthompson@polk.edu. 

Electronic Student Disability Memos 
The Office of Disability Services sends student disability 
accommodation memos to faculty via polk.edu e-mail. 
Please confirm receipt of the memo by replying to the e-
mail. If any students tell you they have a documented 
disability and you have not received a memo, please 
contact Michelle Sams at ext. 6110 or msams@polk.edu. 

Field Trips 
Field trips provide students with a wonderful opportunity 
to further their knowledge outside of the classroom. 
Procedure 1008 contains guidelines for field trips. If you 
are interested in planning a field trip, please visit the Field 
Trips page on Faculty Central. 

Cheating and Plagiarism 
At some point you may encounter cheating and/or 
plagiarism in your classes. Procedure 5026 outlines 
steps for handling academic dishonesty. You can find 
helpful resources, including step-by-step checklists, on 
the Academic Dishonesty page of Faculty Central. 

Polk Faculty Central 
Don’t forget about the Lakeland Campus faculty website. 
You may access it at www.polkfacultycentral.com. You’ll 
find helpful information and resources. Suggestions are 
welcome and may be sent to dpainter@polk.edu.
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Final Grade Deadline 

As you finalize your plans for 
the semester, please keep in 
mind the deadline for 
submitting grades. It is 
important to submit grades 
before the deadline as missing 
grades delay important 
business processes. Please 
see below for summer 
semester grade due dates. 

• 1st 6 Weeks 
6/24 - 9:00 a.m. 

• 2nd 6 Weeks 
8/10 - 9:00 a.m. 

• 12 Weeks (Session 1) 
8/10 - 9:00 a.m. 

• 8 Weeks 
7/7 - 9:00 a.m. 

• Please check your Passport 
roster for grade deadlines for 
other sessions. 

Evening Assistance 

Administrative Assistant Star 
Anderson is available on 
Monday to Thursday 
evenings from 5:00 - 7:00 
p.m. She is located in LLC 
2230 and can be reached at 
ext. 6201. 

Summer 2015 Holidays 

• The College will be closed 
for Memorial Day on 5/25 

• The College will be closed 
for Independence Day from 
7/3 to 7/4 

Academic Calendars 

Important dates and deadlines 
can be found on the Summer 
2015-3 Academic Calendar.
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