
 

 

Semester Start Date: January 31, 2009  
Last Day: May 31, 2009  

 

Special Note: If your class is a Monday Class please 
note that May 25, 2009 is the Memorial Day 

Holiday ð You will have to plan to administer your 
final exams on Monday, May 18 th . 

 

All College Meeting 
Friday, February 6, 2009 

 
 

 

Remote control  

units for LCD 

projectors and 

DVD/VCR players are 

available in  

the reception  

area  

 

 

 

Sunflower Seeds were 

a BIG problem last 

semester ð Please do 

not allow students to 

eat them in your 

classroom!!!!! 

  

The Deanõs office 

communicates with faculty 

by e-mail ð So check your 

Coastline e-mail on a weekly 

basis! 

 

 

WHITEBOARDS 

Please use ONLY EXPO blue 

or black dry erase markers 

on whiteboards.  We have 

found that other colored 

markers are harder to clean 

off the white boards. 

Please erase whiteboard when 

your class is over. 
 

 REFRESHMENTS 

Soft drinks and 

snacks are available 

for purchase in the 

Student Lounge.  

Food, soft drinks, 
coffee or tea are NOT 

allowed in the 

classrooms.  Water 

bottles are ok in the 

classrooms. 
 

 



 

 

 

 

 

 

 

 

Students who need help reading or need to improve reading speed will 

receive one -on-one assistance at the new Reading Lab at the Le -Jao Center.  

Reading Specialist Professor Leva Hall will assist students at their own 

pace in this ½-unit course. Students will explore comprehension, word -

recognition strategies, and critical -thinking skills.  

 

Spring 2009 Course Information  
Course name: English 039ñBasic Reading 

Instructor: Leva Hall  

Section #: 91306 (This is a 16 -week course.) 

Locati on: Room 111, Le-Jao Center  

Day/Time:  Tuesdays and Thursdays, 2:30 to 8:00 p.m.  

Time commitment: 1.7 hours per week with Leva  

Questions?  Call (714) 241 -6184 or e -mail lhall@coastline.edu  

 
 

SEMESTER DEADLINES  
Please remind your students that it is their responsibility to be 

aware of the deadlines for withdrawing from classes so as not to 

incur grade penalties.  

 

 

 

 

ABSENCES 
Faculty who are unable to meet their assignments must notify the Area 

Office immediately .  Faculty must  also notify their Discipline Dean .  In the 

event of any absence, faculty is requested to notify their students.  In the 

event of illness or emergency, notification must be made as soon as possible 

so that arrangements can be made for your cla ss.  If the absence is for other than illness or 

emergency prior approval must be obtained from the Discipline Dean.  Area staff is instructed 

to report all unexplained faculty absences to the appropriate Discipline Dean.  

 

 

 

Announcing THE GRAND opening OF 
Coastlineõs Reading Lab ! 

 

mailto:lhall@coastline.edu


 
 

 

 

 

PLEASE DO  
NOT HIRE  
SUBSTITUTES! 
 

 

 

 
Funds are not available for one day/short term paid 

substitutes.  In the event of a lengthy absence due to 

illness, faculty is required to contact the Discipline Dean.   

ANY AND ALL substitute arrangements require prior 

approval by the Disci pline Dean. 

Please note that faculty members are not  to hire other faculty or outsiders to cover 

classes due to their own absence.  To remain consistent with District policy, all coverage 

for classes should be discussed with your Department Chair and Disc ipline Dean. 

 
Paying for other faculty or  

bringing in an outside educator for pay to cover  
your class is not permitted.  

 

 

 

 

Coastline parking permit stickers are not requi red at the Coastline õs 

Le-Jao Center . Parking is free , day and evening at the Court  House 

parking lot at the corner of 13 th  and All American Way.  Students 

may PARK in the City Hall parking lot (across All American Way 

between 15 th  and Westminster) AFTER 5:30 pm without a permit.  

However, BEFORE 5:30 pm parking is NOT ALLOWED  without a 

parking receipt  (50 cents per 30 minutes or $4 per day).  If 

students park th ere without a receipt on the dashboard,  they will get a $38  

parking  ticke t .  You may purchase a parking receipt at a Pay Station  in the parking lot.  

 

The City of Westminster has p rovided the College with 15 parking spaces reserved for 

Coastlineõs faculty and staff in their parking lot at Westminster Boulevard and All American 

way.  These parking spaces are open for everyone on a first come first served basis, but you still 

need to display your Coastline parking permit so that you wonõt be ticketed.    

 

Coastline parking permit stickers are required at the College Center, Costa Mesa, and Garden 

Grove Centers .  Part -time  instructors will receive their parking stickers at one of the Ar ea sites 

where they will be teaching.  

 

 

 

 



ROOM ARRANGEMENTS  
Your classroom should be unlocked when you arrive.  The computer rooms 

and the science Lab will remain locked until you arrive.  The furniture 

arrangement in your classroom is to remain as set up .  You may rearrange 

the tables and chairs, but please return them to their original position.   

 

 

 

 

 

 

 

 

 

All f ield trips require the Discipline Deanõs approval.  Please complete the field trip  form(s) 

for the deanõs signature at least four (4) weeks in advance of the planned trip .   If your 

class field trip includes one or more of the following: (1) over night, (2) hazardous, (3) involving 

children, it must be Board approved in advance.  If you want to allow for guests (non -

employees, non - students) on you r  field trip, it must be  

approved by the Board in advance AND each guest must sign 

a waiver form.  

 

 Access the Field Trip form on -line at www.cccd.edu web 

page under Faculty & Staff; Forms; Transportation Trip 

Requests;   Field Trip Request Form.  

 Instructors must be present on all field trips , and should also develop a òcommunication 

planó with students in the event of cance1led field trips.   
 

 
 

 
Guest speakers may be invited to speak or lecture to a class with the 

approval of the Discipline Dean.  Attendance by the instructor is also 

required; arranging for a guest speaker does not remove the instructorõs 

responsibility to meet the class.  
 
 

 

AUDIO - VISUAL  
Most of the classrooms are equipped with a computer, LCD proje ctor, 

VCR, DVD, and overhead projector.  Please see the office staff for 

written instructions to operate equipment.  
 
 
 
 

http://www.cccd.edu/


 

 

LENGTH OF CLASS SESSIONS AND CLASS BREAKS  
Instruction must be offered during at least 50 minutes of every scheduled class hour.  The 

California Education Code permits a 10 -minute break per each class hour.  

 

(For example, those class sessions, which are scheduled for two or more hours, instructors may 

choose to schedule their intermissions of two 10 -minute breaks or one 20 -minute break a t the 

midpoint of three -hour instructional session.  A two -hour session requires 100 minutes of 

instruction, a three -hour session, 150 minutes of instruction.  No more than 15 minutes of break 

time may be scheduled at the end of the instructional period.  Faculty members who wish to 

alter significantly the length of class session should discuss the proposed change with the 

Discipline Dean).  

 

Class intermissions offer advantages.  Students and instructors benefit from the opportunity to 

take a break from the  instructional routine, especially during lengthy sessions.  A brief 

intermission will also provide an opportunity for informal discussion, and enable faculty members 

to strengthen their relationships with their students.  
 
 

 
Please call the following:  

PARAMEDICSéééé.é911 

POLICE (Emergency number)é..911 

 

Please report  any accident or medical emergency to the Reception 

Office as soon as possible . Student injuries must be promptly 

documented .  Please review Kevin McElroyõs memorandum dated 

January 16, 2009 re garding Student/Non -Student 

Accident/Incident Report Form.  

 

 

If you must be contacted 

in any emergency, the 

Area office telephone number is (714) 241-6184, press Zero 
 
 
 
 
 



 

  
The use of any tobacco product is prohibited in all District indoor facilities  and vehicles.  

Smoking in the  classrooms or hallways is prohibited by order of the State Fire Inspector.  When 

smoking outside the building, remember to place cigarette butts in the appropriate containers.  

 

ALCOHOL AND DRUGS  
It is a violation of the Calif ornia Education Code to have alcohol and/or illegal drugs on the 

school grounds.  Possession of these substances on the grounds is cause for immediate dismissal.  

 

EATING, DRINKING AND SMOKING  
IN THE CLASSROOMS ARE  PROHIBITED.  

PLEASE ENFORCE THIS POLICY.  
 

BOOKSTORE 
The Coastline Community College Bookstore is located at the Coastline College 

Center , 11460 Warner Avenue, Fountain Valley .  In addition to textbooks 

ordered for Coastline courses, the bookstore carries a variety of 

instructional aids and supplie s as well as items of interest to faculty, staff, 

and students.  The bookstore staff can assist you with information regarding 

publishers, identification of potential instructional aid resources, etc.  The 

phone number for the bookstore is:  (714) 241 -6101. 

 

COMPLIMENTARY TEXTBOOKS  
Most publishers will furnish free textbook copies for you to consider for use in your class, and 

complimentary copies of texts ordered for class use.   

 

 

 

 

CHANGE OF ADDRESS/TELEPHONE NUMBER   
Please report any change of  address or phone number (home and/or business) 

immediately to your Discipline Dean.  The office will then report the changes(s) to 

the Office of Instruction and other Area Offices.  It is in your best interest to also 

notify the Business Office at (714) 241 -6145 so that your payroll check will be mailed to 

the right address.  

 

 

 

 


