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Hi, All –
 
Below is my Dean’s update for September – Andy, Gus, and I all hope you had a fabulous
Labor Day Weekend! 
 
TL;DR Version:

Key dates and lots of start of the semester updates are below – Our first Express term
starts this Thursday!   If you have not done so, please update your profile with HR or make
sure Andy has your latest contact information in case of a tropic storm, etc.
 

Below are key dates for the next 6 weeks: 
Thursday, Sep 4                      - First Day of Classes (Express), last day to REINSTATE for
Full/A
Monday, Sep 8                        - Last Day to Drop (Express term ONLY), Syllabus editing
closed for Full/A
Tuesday, Sep 9                        - Attendance Verification Due (Full/A/E)
Friday, Sep 12                         - Meeting Day!  SPAS at 1130 – zoom link below

https://fsw.zoom.us/j/85654514772?pwd=cStWVW5CQ050UWN2U21TU0U1T2U5Zz09

 
Monday, Sep 15                      - Spring Textbook Adoptions Due to Andy    
Thursday, Sep 18                    - Syllabus editing closed for E term
Monday, Sep 22                      - Last Day to replace “I” from summer terms
Friday, Oct 10                          - Compact A Grades Due at 12:00 p.m. (noon)
Wednesday, Oct 15                 - Very last day for Compact B syllabus
Thursday Oct 16                      - First day of classes – Compact B
Oct 31 - Nov 2                         - Herpeton Conference - Hosted at the Naples Botanical
Gardens

 
Fall Syllabi
This week is the final week to make any edits on your Fall syllabi before they are officially
archived. Please DO NOT make any sections private except those with Zoom links in them.
Private sections do not get posted to the website, so neither Andy nor your students down the
road will be able to access that information – and students often need a copy of their syllabi

mailto:Elizabeth.Schott@fsw.edu
mailto:Elizabeth.Schott@fsw.edu
mailto:Angus.Cameron@fsw.edu
mailto:Andrew.Buck@fsw.edu
https://fsw.zoom.us/j/85654514772?pwd=cStWVW5CQ050UWN2U21TU0U1T2U5Zz09



Honorlock Settings Deep Dive: 
Capabilities, Limits, and Best Practices 
This guide helps you understand how each Honorlock proctoring setting impacts AI flagging and 
the test taker testing experience. It also outlines test taker guidelines and recommended 
settings for in-person classes. 
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Proctoring Settings Explained: 


 
 
Note: Google Chrome is the only fully supported browser for Honorlock. Other 
Chromium-based browsers may work but can/will cause issues. 


Record Webcam 


●​ What it does: Uses the device’s front-facing camera to record the test taker. 
●​ When to use: For remote exams.  


○​ Should be disabled for in-person testing where a live proctor is present. 


AI can flag: 


●​ Person in frame (eyes, nose, mouth detected) 
●​ Multiple people in view for extended time 
●​ Visible cell phones, calculators, and over the ear headphones  


AI cannot flag: 


●​ Gaze direction or eye tracking 
●​ Facial recognition (does not confirm identity like Face ID) 







Require Side Angle Camera* 


●​ What it does: Requires an external webcam positioned for a side-angle view. 
●​ Important:  


■​ Test takers cannot proceed until an external camera is connected. 
■​ You can only enable Record Webcam or Side Angle Camera, not both. 


Enabling one disables the other and changes AI behavior / what AI flags  . 
■​ This setting is enabled at the institutional level by your Honorlock Admin. 


Please contact your Honorlock Admin to activate/ enable. 


AI can flag: 


●​ A person’s body in frame 
●​ Hands and keyboard activity 
●​ Cell phones, calculators, and headphones  


AI cannot flag: 


●​ A person’s face in frame 
●​ Gaze direction or eye tracking 
●​ Facial recognition 


Room Scan 


●​ What it does: Prompts test takers to complete a room scan during 
authentication. The scan is recorded for exam administrator review. 


●​ Important:Proctors do not "pop in" during room scans and do not block test 
takers from continuing if a scan is incomplete or missing. 


AI can flag: 


●​ Multiple people in frame 
●​ Cell phones, calculators 
●​ Speech (key words and phrases)  


 


AI limitations: 


●​ Cannot determine if room scan followed admin instructions 
●​ Cannot verify if scan was completed properly 


■​ Future enhancements will focus on improving this 


Resources: 







●​ Completing a Room Scan Using Honorlock 
●​ Best practices articles with example room scans (e.g., using a mirror) 


 
 
 


Browser Guard 


●​ What it does: Restricts access to unauthorized websites and applications during 
the exam. 


●​ Recommendation: Enable for all assessments to maintain exam integrity. 


Capabilities: 


●​ When enabled, BrowserGuard will prevent test takers from: 
○​ Accessing websites or browser tabs 
○​ Using other applications 
○​ Resizing the test page window to less than 90% of the screen. 


●​ It also disables any extensions that may be running (AI helper, Gramerly, 
etc) 


Limitations: 


■​ On windows machines only, due to a known bug in Google Chrome, it 
cannot prevent users from opening word, excel powerpoint / other 
applications.  


●​ In cases where users are opening other applications, there is a 
lost focus flag. 


●​ For windows machine, please see Block/Allow App  
●​ Honorlock Desktop application is designed to lock applications 


from opening.  
■​ Chrome extension cannot stop VM ware. For that, you would need to 


enable the Honorlock Desktop application.  


Resources: 


●​ Browser Guard and Allowed Site URLs FAQ 


 
 


Allowed Site URLs 


●​ What it does: Allows access to specific websites during the exam. 



https://honorlock.kb.help/completing-a-room-scan-using-honorlock/

https://honorlock.kb.help/browser-guard-and-allowed-site-urls-faq/





●​ Best Practices / Recommendation:  
○​ Be precise about what URLs you allow. 
○​ Avoid allowing broad domains (e.g., youtube.com); instead, use direct 


video/document URLs. 
○​ For Google Docs, use the URL from your browser’s top bar (not the share 


link) to avoid authentication loops. 
●​ Be extremely specific when whitelisting websites. Avoid general domains, always 


provide direct URLs. For example, don’t just allow www.youtube.com as this 
would let them go to any and all videos on youtube.  Copy the specific link to the 
exact video or document you want the test taker to have access to.  


○​ For google docs, or anything that will require authentication, click on the 
URL at the top of your window and use that vs the one that is provided 
when you click share.  Sometimes this can create issues where the test 
taker has to authenticate and can be stuck in the loop. . 


Resources: 


●​ Browser Guard and Allowed Site URLs FAQ 


 


Block/Allow Apps 


●​ What it does: Allows access to applications like Word, Excel, and PowerPoint 
when enabled. 


●​ Important: Enabling this requires test takers to install the Honorlock Desktop 
App alongside the Chrome extension. 


■​ The Honorlock app works in conjunction with the honorlock chrome 
extension.  


■​ For Microsoft machines, this will also lockdown the computer and prevent 
users from accessing other applications  


●​ Recommendation: Use this option if you are noticing test takers using 
unauthorized external applications like VM ware. This will provide an additional 
layer of security for the testing experience.  


 


Simulated - Not Proctored 


●​ What it does: Disables all proctoring settings and AI flagging for an assessment. 
●​ Important: Sessions with this enabled will not be recorded or proctored, 


regardless of other settings.. 


 



http://www.youtube.com

https://honorlock.kb.help/browser-guard-and-allowed-site-urls-faq/





Test Taker Guidelines Explained 
Guidelines for test takers impact what behaviors the AI flags, but effectiveness depends on 
enabling the correct proctoring settings. If "Record Webcam" is off, related AI flags will not 
trigger. 


 


 
 
 


Open Book Allowed 
Same as Scratch paper allowed 


Notes Allowed 
Same as Scratch paper allowed 


Scratch paper Allowed 


What it can do: 


●​ Enabling Open Book, Notes, or Scratch Paper allows use of physical materials 
during the test. 


Note:  







●​ Enabling this feature will adjust the sensitivity for partial face in view. Meaning 
students face can be partially out of view for longer periods of time without flags 
or proctor interactions.  


 


Limitations: 


●​ It cannot differentiate between an empty piece of paper vs paper with notes 
written on it.  


●​ It cannot differentiate between 1 piece of paper vs 5 pieces of paper.  


Resources: 


●​ https://honorlock.kb.help/scratch-paper-allowed-best-practices/ 


 


Restroom Breaks Allowed 


What it can do: 


●​ Allows the test takers to be able to walk away from the computer for extended 
periods of time 


Note:  
●​ Once enabled, student can leave the camera view entirely without them being 


flagged 


Limitations: 


●​ Cannot enforce certain time limits (For example 5 minutes allowed) 
●​ It does not force submit the test or ends the test if they are gone for too long.  


 


Mobile Phones Use Allowed 


Handheld Calculator Allowed 


What it can do: 


●​ Enabling either of these options will allow test takers to use cell phones and other 
mobile devices as well as handheld devices.  


Limitations: 


●​ It cannot differentiate between a cell phone vs a calculator vs an ipad.  



https://honorlock.kb.help/scratch-paper-allowed-best-practices/





Headphones Allowed 


What it can do: 


●​ Detect over the ear headphone usage during proctoring sessions 
 


Limitations: 


●​ Can’t detect airpods or similar smaller headphones.  
●​ Honorlock uses sensitivity settings to accurately detect headphones. This can 


lead to inconsistent flags for in ear buds or smaller headphones that are not as 
clearly identified in the webcam.  


Hats Allowed 


What it can do: 


●​ Allows proctors to intervene and ask a student to remove a hat when it is being 
used to obscure their face.  


 


Limitation: 


●​ Honorlock AI does not flag for hats to prevent unnecessary interruption for hair 
styles and religious head wear.  


Public Area Allowed 
 


What it does: 


●​ Enables the test taker to take tests in public spaces. 


Limitations: 


●​ Enabling this feature will prevent flags for multiple face detection  
●​ Cannot restrict to / put restrictions on the type of public areas.  


 


Background Noise Allowed 


What it can do: 







●​ Enables the test taker to take tests in public or noisy spaces.   


Limitations: 


●​ Enabling this feature will prevent flags for background noise / conversation / 
speech flags 


Additional Instructions Guidelines  


 


●​ What it does: Allows the exam administrator to further elaborate on what a test 
taker can / cannot / should / should not do during their proctoring session. . 


●​ Important:  
■​ Before a proctor “pops in”, they will check this section to ensure that the 


exam taker’s behavior is not in violation against anything written within 
this section.  


■​ This freeform field does not change what AI can or cannot flag. It is for 
proctor context only.. 


■​ If the written instructions in this section in any way contradicts any of the 
settings enabled, the proctors will prioritize information in this section.  


●​ Recommendation: Use this area to add more details to .  
●​ Resources: 


■​ https://honorlock.kb.help/honorlock-standard-exam-guidelines/ 


 



https://honorlock.kb.help/honorlock-standard-exam-guidelines/





Assessment Accommodations Guidelines 


 


●​ What it does: Allows the exam administrator to set exceptions for individual 
exam takers . 


●​ Important / Limitation:  
■​ Before a proctor “pops in”, they will check this section to ensure that the 


exam taker’s behavior is not in violation against anything written within 
this section.  


■​ This is a free form text editor and anything you put in here does not 
impact / changes what the AI can and can’t do. 


●​ Use Cases:  
■​ If the name on their ID does not match their LMS name (Robert vs Bob) 
■​ If an individual exam taker needs any of the following accommodations: 


●​ Notes, open book, calculator, phone, screen readers, headphones 
●​ Needs to be able to take bathroom breaks 


 







Recommended Settings - Onsite Classes 
For onsite modality, testing center, and other in person classes, Honorlock Recommends the 
following settings: 
 


Proctoring Settings Recommended? 


Record Webcam No 


Require Side Angle Camera No 


Record Screen Yes 


Record Web Traffic Yes 


Test Taker Photo No 


Test Taker ID No 


Room Scan No 


Basic Calculator  If Needed 


Scientific Calculator If Needed 


Disable Copy/Paste Yes 


Disable Printing Yes 


Browser Guard Yes 


Allowed Site URLs If Needed 


Simulated - Not Proctored No 


Allow Application If Needed 


*Note - If you disable Record Webcam, the AI flags under Test Taker Guidelines will not trigger. 
We would recommend leaving them off / disabling them for onsite / in person assessments.  
 
 
 
 


 







Respondus Lockdown Browser 
 
If you are looking to do a similar experience to Respondus, you can now use Honorlock to 
completely secure the testing environment.  
 
Onsite / Testing Lab settings (No camera Recording) 


 
 
Onsite / Testing Lab settings (No camera Recording / no screen recording) 


 







Online Class settings (Browser Lockdown with Screen and Camera Recording) 


 
 







Additional General Resources: 
Here are some great resources that exam administrators can reference: 


●​ Main Knowledgebase link 
○​ https://honorlock.kb.help/ 


●​ General Guidelines 
○​ https://honorlock.com/blog/how-to-make-test-rules-for-online-exams-with-exampl


es/ 
○​ https://honorlock.kb.help/honorlock-standard-exam-guidelines/ 
○​ https://honorlock.kb.help/minimum-system-requirements/ 


●​ Suggested Syllabus Verbiage 
○​ https://honorlock.kb.help/honorlock-suggested-syllabus-verbiage/ 


●​ Reviewing Sessions 
○​ https://honorlock.com/blog/reviewing-proctored-exams/ 
○​ https://honorlock.kb.help/how-to-interpret-flags/ 


●​ Desktop application 
○​ https://honorlock.kb.help/honorlock-application-test-taker-experience/ 
○​ https://honorlock.kb.help/honorlock-application/ 


●​ Side Angle Camera 
○​ https://honorlock.kb.help/setting-up-a-side-angle-camera/ 


●​ Test Taker Resources 
○​ https://honorlock.kb.help/honorlock-faqs-for-test-takers/ 


●​ Room Scan guidelines 
○​ https://honorlock.kb.help/completing-a-room-scan-using-honorlock/ 
○​ https://honorlock.kb.help/honorlock-best-practices-for-test-takers/ 


 
 


 
 



https://honorlock.kb.help/

https://honorlock.com/blog/how-to-make-test-rules-for-online-exams-with-examples/

https://honorlock.com/blog/how-to-make-test-rules-for-online-exams-with-examples/

https://honorlock.kb.help/honorlock-standard-exam-guidelines/

https://honorlock.kb.help/minimum-system-requirements

https://honorlock.kb.help/honorlock-suggested-syllabus-verbiage/

https://honorlock.com/blog/reviewing-proctored-exams/

https://honorlock.kb.help/how-to-interpret-flags/

https://honorlock.kb.help/honorlock-application-test-taker-experience/

https://honorlock.kb.help/honorlock-application/
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6-10th grade

3.0 unweighted high school grade point average

College Ready test scores

2 letters of recommendation (6-10th grades only)

Completed 5 High School Core Courses (6-10th grades only)

Access to dual enrollment; limited to 9 credits per semester

Must maintain high school GPA and 2.0 college GPA

11-12th grade

3.0 unweighted high school grade point average

College Ready test scores

Access to dual enrollment and early admissions

Must maintain high school GPA and 2.0 college GPA



** Eligible for Early Admission and the Collegiate Institutes



FSW Accelerated Pathways
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Dual Enrollment vs. Early Admissions? 



Dual Enrollment students can take up to 12 college credits; FSW/FSW online.  The balance of the high school schedule is taken through the students’ high school.



Early Admissions students are full time and generally take between 12 and 15 college credits; students do not take any high school classes.



What is Dual Enrollment?

Dual enrollment is an acceleration program that allows secondary students, including home education students and students with disabilities, to take postsecondary coursework and simultaneously earn credit toward a high school diploma, a career certificate, an industry certification, or an associate or baccalaureate degree at a Florida public or eligible private institution.

FSW Accelerated Pathways





Course Registration

All course registration forms require approval of the High School designee (counselor)

The electronic approval verifies the student is eligible and gives approval for enrollment in the course.

Registration is completed via electronic tools provided by FSW

https://www.fsw.edu/dualenrollment/studentlinks













Dual Enrollment Identification

From the MY FSW Portal

Faculty Dashboard > Summary Class List









Next Click >> Enrollment Count  for the course 

you wish to view







Finally, Click >> on Registration Status

Dual Enrollment students will show as 

Register DE AS/AA 











Dual Enrollment Deadlines

Our program has different deadlines for DE students than regular FSW students, due to provision of materials. 



Registration Deadlines:

	Fall	July 25		Spring		Dec 5		Summer	April 15

*This is for any course add - we will allow modality updates after this date


DE Students may drop through the regular drop period (with school designee approval)

DE Students may withdraw through the regular withdrawal deadline (with school AND district approval)









Dual Enrollment Processes

DE Withdrawal

Student must write letter of appeal

Requires school designee approval

Requires school district approval



DE Late Drop/Late Withdrawal

Student must write letter of appeal 

Documentation of extenuating circumstances required

Attendance verification

Requires school designee approval

Requires school district approval

FSW Committee review



* 4 page document 

















AP and AICE Credits

Did you know, in most cases, AP and AICE credits will transfer to FSW and help students earn their AA?



It is essential that they send official AP/College Board and or Cambridge/AICE transcripts to the FSW Registrar for transfer credit evaluation.  



These official scores may be used as pre-requisite overrides for your courses.









Some Things You Should Know…

DE Students are not encouraged to seek capacity overrides, we do not share that mechanism with students.  This is a trick of the trade they learn from others.  You may be contacted by Accelerated Pathways staff to assist with an override when we are made aware and support the request.



At FSW Dual Enrollment students comprise approximately 20% of our college population in any given year.   

Fall 2024 – 18.6% 

Projected Fall 2025 – 19.5% (2,808)









Early Alerts

Early Alert Emails are routed to our Office

Early Alert Emails are sent to the HS Designee (School Counselor) for the student, indicating the concern.  If a return note is provided it is shared with the Instructor and FSW Advisor.

FSW Advisors reach out to the student with support options





Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) of 1974 prohibits an educational institution from releasing confidential, nondirectory information about a student without the student’s consent

Protects the privacy of student education records

DE/EA Students fall under the same policies as traditional college students

Without a FERPA waiver signed by the student, FSW cannot speak with parents about a student’s academic standing

A student may waive this right for a third party by completing a FERPA Waiver Request with the FSW Registrar’s office https://www.fsw.edu/assets/pdf/registrar/FERPA-Waiver-Request.pdf







Dual Enrollment Textbooks

Public School students receive their textbooks through their HS Media Centers if a physical textbook.

Collier, Charlotte, Hendry and Glades have accepted the full Inclusive Access process and purchase supplementary codes from our bookstore

Lee has accepted the full Inclusive Access process but provides their own supplementary codes to students (this is where it can become a little difficult)





***You may send any student with textbook issues to Dual.Enrollment@fsw.edu for assistance and we will help navigate the who, what and how to resolve.

Private and Home School students receive their textbooks through a voucher system that FSW issues.  They participate in full Inclusive Access and codes through our bookstore.

Of special note – Summer Sessions are a bit different and FSW provides vouchers to all students via BUCS email for Summer Terms.







FSW Accelerated Pathways Website :

 https://www.fsw.edu/dualenrollment





Forms, Links, and Resources:

 https://www.fsw.edu/dualenrollment/studentlinks

FSW Accelerated Pathways Links





Contact Info

Dr. Tammy Caraker

Director, Accelerated Pathways

(239) 489-9235



Tammy.Caraker@fsw.edu





Mr. Brett Boreham

Coordinator, Accelerated Pathways

(239) 732-3101



Brett.Boreham@fsw.edu



Ms. Elisabeth Blain 

Coordinator, Accelerated Pathways

Office of the Registrar

(239) 489-9418



Elisabeth.Blain@fsw.edu
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Pages 1.2, and 4 of nis packet may be used for muliple courses. pending fhe courses you are peffioning fall within the same
ferm. Print out and use Page 3 - one course per Page 3 - for a5 many Courses you are peftioning.)

A complete pefifion s @ packet and includes all of the following:

 Tne Request for a Late Drop or a Late Withdraw form, which must contain:
* Al four (4) pages, with each secfion completed.
* Yourlast date of atiendance (“LDA") for the course being pefifioned, reported by the professor along wih the
professor's signature.
* Indication of your high school s support, or non-support, of your pefifion.

A sianed and dated statement, or letier, in your own words (typed o wiiten in a legible manner] describing the major
‘extenuaing croumsiances that prevented course complefion. This statement should explain ihe situafion in enough detail
50 he committee may understand the exiraordinary nature of your hardship. Be clear about fhe reason for your request
and your desired outcome. f seeking 1o Drop or Witharaw from only a part of your course schedule, include an
explanation for the selectiviy.

* Tnird-party documentation that supports fhe claims made in your signed and dated statemen.

Only complete pefifion packets will be reviewed. Incomplete pefifion packets wil not be reviewed. Shouid you submit an
incomplete pefifion packet, your incomplete pefifion willbe heid for one addifional pefifion cycle. Refer fo fhe calendar on
ihe webste for relevant dates: www fw eduregisirarfforms b “Pefifion Review Committee Schedule.”
* i, affer one additional cycie. you have not submified all required components fo complete your pefiion packet, the.
incomplete pefifion you submitied willbe void - buf you may subrmit a new, complete pefifion packet for the next
cycle.

 Pefifions requesfing a Late Drop or Late Withdraw wil not be considered once @ graduafion s processed. Once FSW.
awards a cerificate or degree, the student record up o fhat point s considered “sealed.” and changes that would affect
calculations such as GPA, or credit hours atiempled or eamed, are not allowed.

Timeline
‘The Pefifion Review Commiiee meeis monihiy fo review and preside over complete petifion packets. Resuls-whether
‘approved or Genied - are commuricated fo your FW @Bucs email adaress, in accordance with the publshed fimeline/
‘colendor. www fow ecujregishar/forms B “Pefifion Review Committes Schedule.”

STUDENT ACKNOWLEDGMENT

Ihave thoroughly read Page 1 of this document. | understand submitting a pefifion requesfing a Late Drop o Late Withdraw is
1o ask for an exception fo academic poicy. and | must submit a sfafement as well s inrd-parly documentation hat supporis

my statement. | understand | must submit a complefe pefifion packet, which includes a statement and hird-party
documentafion.
Sudant s Fre Name and Lot Name (Fan. Aeae] Shudent's Sgnatore

Page1ots R 1117712 272 112
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STUDENT INFORMATION, Page 2

Stucdent's st Name and Lost Name (Print, Please)  Student ID fiumber [ ————

ACTION REQUESTED

Incicate whether you are requesfing o Late Drop or a Late Withdraw. You must make o selection. and select only one.
 Drop: A Drop removes a course from the acadermic record
 Withdraw: A Withdraw does ot remove the course from he acadermic record, but a grade of "W is assigned fo fhe.
ourse. Courses with grades of "W" are counfed as attempTs buf are not calculated info the GPA.

Dlme Drop Dlme Withdraw
MAJOR EXTENUATING CIRCUMSTANCES

Incicate the reason (major extenuaing circumstances| for your request by making a selection from the boxes below.

Major Extenuating Circumstances are condifions that are sudden, excepfional, and beyond fhe control of the student, such as
aseriousiliness. a callfo acfive miltary duly. a substantial change in employment, a death in the immediate family, or another
Smergency creumstance. inine with Florida Stafe Depariment of Educafion Rule 84140541121

Fallure 1o attend a course, fallure o rop or withdraw by published deadiines, and/or attempling to avoid an unsafistactory
grade are ot serious and compeling reasons for submitting petifions fo request Late Drops or Late Withdraws. (These cases
are neither excepfional nor beyond a student's control)

edical callto Substantial Change Death of an
edical. Miltary Service. in Employment. Immediate Family Member.
Amedical matieroccursd | A branch of the mitary has | Your employer has requiedan | An immedite famiy memberic
‘ring the ferm being pefiioned| summoned you fo senics. increase in your work ours, defined a5 o parent legal
Which prevented you from duing the term being. oryou have started @ newjob. | guardian spouse, chit o
Compiefing 1he coure. petitonsa. o your employer has foroed you | Sbing.
torelocate duting fne ferm being
oatiionsd - any of which have. - | Grandparents, great-
revented you from complefing | grandparents cousins andin-
s o cne sxnaa oy
memsers
REQUIRED ATTACHMENTS: | REQUIRED ATIACHMENTS: | REQUIRED ATTACHMENTS: | REQUIRED ATTACHMENTS:

Aftach rircparty. supporiing | Aftach third-party, supporting | Aftach thirc-party, supporting | Aftach inirc-party. supporting
documentation. Accepiable | documentation. Acceptable | documentafion. Accepiable | documentafion. Acceptable

rircparty documertaton | fnrd-party documeriafion | fhira-party documentation | thira-party documertaton
Include: 1 lawing incisdes e folowing: incisde: e folowing: inciude: e folowing:
Witten verfcaton rom e | Copy of mtary orders showing | Letier rom your employaron | 1. Copy of death cerifcate,
el esieo pracHoners | Yourcal o SU o yous ol | Company/orsariioton fomeralbcienn. o corary o
Ses o anemess s [eemend naicaing yourrecent | the secesred
e o yout mereaigin s o
o T etar st inicots the yourreeaton g
sevety.oLration ond
eaame moac of e * Yourermpioyers name must | 2 Dscumentation verying re
e Sondon and o2 prned and signed relaioranp: for sxarmsla,
megeal corai Copier oleaal socumerts
= b s o mariaze
* Yourempoyer' cotact otreatas oot e
* iftna mesical siuaton nformation st £ inokded | Sacaamed anafor you, e
eiores > omacn s, the i e ener Pearer- e reatiea s
eeal socmentaion Frove famiy ses
st denity you, by rams.
a3 ne pimary caregiver o
e patent

Protoaroprs of medical fauma
ors ot acoegtabe.

The Office of the Registrar cannot returm documents 1o you. Do not submit original documents; instead, submit clear, readable.
‘copies of orginal documents. Documents you submit 1o the Office of the Regisrar become the properly of the Office of the
Registrar and wil nof be refumed.

pagezots






image30.png

STUDENT INFORMATION, Page 3

TSR e ST s T P e

COURSE INFORMATION « ONE (1) COURSE PER PAGE (Page 3)

‘Complete ine course information for the course you are peffoning. Use fnis page (Page 3] for ONLY one [1] course. (One
Gourie per page [To pefiion for mulfple courses witin ihe some ferm. make and use copies of Page 3. You may use Fages
1.2, and 4 & well 6 your statemant and documentafion for mufiple courses you may be pefiioning wihin the same ferm )

TERM (creone)  FAL  SPRNG  SUMMER veag:

‘COURSE REFERENCE NUMBER (CRN) ‘COURSE PRERX (LETTERS) and NUMBER.
miEafiedghcooe pectoro heseciondl pecaune (sermpes B 1101, 2]

COURSE TILE facampies compostont rosucson torameriis;

ATIENDANCE INFORMATION

Ask your professor fo complele fhis secfion. Your professor snouid provids yourlast date of atiendance 'LDA], o5 wel as san
onGave i ascument

[Atached amal communicatons befween you and your professor via your oficial @5ucs email acoount, including a response
from e profazzar ning your ast date of afandance. ars aceepiabis

STUDENT'S LAST DATE of RECORDED ATTENDANCE:

oremor P e ana Lo e [ Peste] rotessors Sgraree e

INDICATION OF HIGH SCHOOL SUPPORT OR NON-SUPPORT

Ask a qualifed representafive from your high school (Counselor, Assistant Prncipal, Vice Principal, or Principal) fo complete.
s sacion.

Arepresantafive from your high school must indicate whetner hey suppor, o d not suppart, your pafiion snce dual-enrolied
StUsents' coures impact bofh the FIW sudent record and the righ sahod! record. n ind win tis, FSW must nsure fna riah
Zonoals aware of s porbIE Changs 18 yout caBEme 1Eserd

Noms ana aares: Nome o rign sencor:
ofrian schoot
[PRINT, PLEASEL

P ——

Nome ara site EErp—
ofign school

represeniatva reviewing
FRERSon [PRINT, FLERSE): | rne ceposron:

Indication ofrigh schoal ‘e rignscnocis i suProRT e rignscnoois o surroRT
reprasentotve s oppor or i rignscnoots or

e A ana ArPROVES 1 petion. ona peNEs e prion.

-
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STUDENT CONFIRMATON

My signature cerfiies | have comleted fis documen, and | affached a relevant statement and fhircparty documentafion.
per ine section “Major Ectenuaing Circumsiances, 2equred Afiachmants” (Fage 2]. Ao, my Sgnature cerifies | have read.
a1 Snasrian ana Geoap: ol ramiteatant ina may et iom i pETHen. nuang

 laftest of auzerions n i document and the relatea attachmants are oz,
* Iundentond the deciion of on approved pafifon canno! be rescinded or overumed.

oaenr s e e o o e [ Paeee] Er=—rr=—ry e

SUBMITTING YOUR COMPLETE PETITION PACKET

Make sure your packetis camplete prior fo submiting t. A complete pefifion packetincludes al of he following.

 The compietes Reauest for o Late Drop or Late Wihaaw form, nslusing information and signatures from your professor and.
rom your Hgh sohosi representarive.

A sianed ana soted statementin your own werds.

® Trira-party socumentafion inat supparts fhe claims made n your saned and dated stafement.

Only complete pefifion packets wil be reviewed. (¥efer o Pags 1. “Importont: Your Peffion Packet”)

Submityour pefiion n one of wo ways:
o In person, at ine Office of fh= Reaisor at e Les Campus (3-8uiaing, Second Foor]
 Emai Begitrorisw.sa from your GBucs emal account. [Due 1o privacy and sonfdenfialty auideines, pefion
Socuments from extemsl email messaging applicators wilnot be acospted|
= Inthe Subjectlne of the emai. include your st and last name, ana no'e DE Pefiin.

D0 not ask ofher staff memioers such as your advior, 0 suomt your pefifon for you. You are responsoie for compiating you

‘own peffion packe!, Induaing witng a statement, aatherng al fnr-parly documentaton, and sUbmiting it o the Offcs of
e Registr n 1 anfrery

OFFICE OF THE REGISTRAR e STAFF USE ONLY

oo
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T
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Accelerated Program FLORIDA

. . SOUTHWESTERN
‘Withdrawal Petition STATE COLLEGE

ACCELERATED PATHWAYS

Part I: To be completed by Student

Legal Last Name:
Legal First Name:

FSW Student ID (8%°s)Number

[Cpistrict Poticy
[JSevere Iiiness/ Hospitalization
[IDeath in the immediate famity
[Jother-to be explained in documentation

[CJDual Exnroliment (Part-Time)
[JEarly Admissions (Full-time)
[C]Coltegiate High School or Institute

[] Student Letter of Appeal
[JAccelerated Program Withdrawal Petition

¢ Accelerated students are ot allowed f rtake courses while sl i high school. A “W” will be placed on 2 student’s high school and college ranserpt.
¢ Stadents must fllow the College’s deadlines for Fora Lite DropiLate Wit ill fllow the College’s

Part II: To be completed by School Designee

Decision of Petition

Date:
School Designee Review:

[ Jsupport [ Jpo not support request
Date:

School District Designee Review

[Support Do not support request

FSW Accelerated Pathways Date:
Office Signature -

REV. 10/2024; 1/2025; 5/2025
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Date: Monday, January 27, 2025 


To: Dr. Judith Bilsky 
Provost/Vice President, Academic Affairs 
 


Cc: Dr. Ian Neuhard 
Deputy Chief of Staff for Strategic Priorities 
 
Dr. Martin McClinton 
Associate VP, Academic Affairs 
 
Jason Dudley 
VP, IT and Digital Strategies Chief Technology and Innovation Officer/CIO 
 


From: Jose Paolo Estrada 
Director, Testing Services 
 


Re: Ground Make-Up / Testing with Accommodations Process 


Welcome to the Summer-Fall 2025 Semester! 


FSW Testing Services is pleased to introduce our procedures for administering make-up exams 
and testing with disability-related accommodations. This memo outlines the services available to 
assist students who are unable to take their exams at the scheduled time and those who have 
approved accommodations. 


Ground-Component Make-Up Testing 


• Eligibility: Students enrolled in courses with a ground-component modality—whether 
Live Flex, Blended, or Traditional—are eligible to take their make-up exams at a 
designated Testing Center. 


• Online Courses: Students registered in Online or Live Online modalities should utilize 
the designated online proctoring systems (Proctorio, ProctorU, or Honorlock) rather than 
attending a physical Testing Center. More details about online proctoring are available at: 
www.fsw.edu/online/testing. 


Disability-Related Accommodations Testing 


Students whose Letters of Accommodation include an "Alternate Testing Location" may use the 
Testing Center for all exams, regardless of the course modality. 


  







Request Submission Process 


To schedule a ground-component make-up exam or request accommodations for testing, please 
follow these steps: 


1. Submission via the FSW Portal: 
o Complete the online request form on the portal at least two (2) business days 


before the exam date. 
o Ensure that all exam files and related materials (including the scantron form, 


unless provided by us) are uploaded electronically. 
2. Confirmation and Email Communication: 


o Once your request is successfully submitted, both you and the student will receive 
an automatic email confirmation. 


o Note: For multiple requests, please complete a new form for each submission. 
Reusing a form will require you to start over by closing the Window or the Tab. 


3. Student Appointment Registration: 
o The confirmation email contains a link for the student to register for an 


appointment at one of the Testing Services locations 
(www.fsw.edu/testing/groundmakeup). The student should select the location that 
is most convenient. 


4. Completion and Return of Exams: 
o All completed exams will be returned via email within two (2) business days 


after the exam closing date. 
o If a hard copy is needed, please indicate the desired campus and mailbox number 


on the submission form. 
5. Technical Assistance: 


o Should you experience issues with the portal link, please submit an IT ticket at 
www.fsw.edu/oit or call the Help Desk directly at extension 11202 or 239-489-
9202. 


  







About FSW Testing Services 


For additional information regarding our examination programs and services, please visit our 
website at: www.fsw.edu/testing. Our offerings include, but are not limited to: 


• Microsoft Office Specialist certifications 
• College Level Examination Program (CLEP) exams 
• Accuplacer and PERT (with options for remote appointments for Accuplacer) 
• Trigonometry and Chemistry By-pass exams 
• Florida Civic Literacy Exam (with options for remote appointments) 
• Ground Course Make-Up Exams and Testing with Accommodations 


For details about testing locations and hours of operation, visit: www.fsw.edu/testing/locations. 


You may also contact us via email at leetesting@fsw.edu or by calling our main phone line at 
239-432-5207 (11707). We strive to keep our web pages current and aim to respond to all email 
inquiries within 48 hours. 


Thank you for your attention to this process. We look forward to supporting a smooth and 
successful semester for our students and faculty. 


Sincerely,  


 


 


Jose Paolo Estrada 
Director, Testing Services 
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From Insight to Impact
Su p p o rtin g  FSW Fa c u lty


Asim Khan
Sr. Cu s to m e r Su c c e s s  
Ma n a g e r
Ho n o rlo c k
Akh a n @h o n o rlo c k.c o m
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How to remove other Proctoring Services from 
your course


Sc a n  to  le a rn  
m o re
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FSW By the Numbers (Jan - Now)


58%


Re c o m m e n d e d  Se s s io n s  


a re  Re vie we d  


18,526


To ta l Nu m b e r o f Exa m  


Se s s io n s  Sys te m  wid e  


YTD


2,051


To ta l n u m b e r o f 


Re c o m m e n d e d  Se s s io n s  


re p o rte d  to  Fa c u lty


1,195


To ta l Nu m b e r o f 


Re c o m m e n d e d  Se s s io n s  


Re vie we d


To ta l Nu m b e r o f 


Se s s io n s  Re vie we d


7,255
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Best Practices For Exam Set Up 
& Delivery1
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Setting Room Scan Expectations with Students


Share the KB article early:
He lp  s tu d e n ts  a vo id  d e la ys  b y re vie win g this guide b e fo re  
te s t d a y.


Set clear expectations:
Stu d e n ts  m u s t d o  a  fu ll, s lo w 36 0 ° s c a n  o f th e ir wo rks p a c e , 
in c lu d in g  d e s k a n d  s u rro u n d in g s .


Remind them to prepare the space:
No  n o te s , b o o ks , d e vic e s , o r c lu tte r. Go o d  lig h tin g  is  ke y.


Explain the importance :
In c o m p le te  s c a n s  wo n ’t b lo c k th e  e xa m , b u t m a y im p a c t 
p o s t- e xa m  re vie w.


Sc a n  th e  c o d e  to  
g e t  o u r Ro o m  
Sc a n  Gu id e .
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Presentation Notes

Exam settings
Screen shot
Remote assessment.. 



https://honorlock.kb.help/completing-a-room-scan-using-honorlock/

https://honorlock.kb.help/completing-a-room-scan-using-honorlock/

http://www.youtube.com/watch?v=PvLKWWwcgKs
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Setting Testing Expectations with Students


Testing Area​:


● Lighting in the room must be bright enough to show the test taker's face and the surrounding area in a clear and detailed manner.
● Test takers should be seated at a desk or table. Laying down in bed or elsewhere when taking the exam is not allowed.
● Test takers should clear their desk or table of all other materials (e.g., books, papers, notebooks, calculators, etc.)
● Test takers must show the work area as well as the entire room during the room scan.
● No visible writing on the desk or walls is permitted.
● All third-party programs and windows (websites, Excel, Word, etc.) on the testing computer must be closed before logging into the proctored test environment.
● Loud music, television, or other distractions playing in the background are prohibited.
● No other people or parties aside from the test taker is permitted near the testing environment, and all communication between the test taker and other people is prohibited.


Testing Behavior​:


● Test takers must not leave the room during the testing period at any time or take the computer into another room without Honorlock's permission.
● No breaks will be permitted.
● Use of hats, hoodies, headsets, or earplugs is prohibited.
● Cell phone use is prohibited.
● The test taker's face must remain within view of the camera at all times.
● Honorlock will not add additional time for proctoring questions or technical issues encountered during the exam.
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Presentation Notes

Exam settings
Screen shot
Remote assessment.. 
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Do’s and Don'ts For Live 
Proctoring1
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Here are some Honorlock Don'ts. What will Honorlock “don't do” 
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Use Cases / Open Forum1
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Honorlock Roadmap 
& Overview1



Presenter Notes

Presentation Notes

Jordan







2025 Honorlock, Inc. - Co n fid e n tia l


Product Enhancements


Expanded Hub Reporting


In c lu d e s  Re vie w Ra te  Tim e - Se rie s , 
Re c o m m e n d e d  vs  Ove ra ll, 


Re c o m m e n d e d  Re vie w Ra te  b y 
Co u rs e , a n d  Re c e n tly Cre a te d  


Co u rs e s / Exa m s


ID Verification 
Enhancements


Th e  m o b ile  ID u p lo a d  o p tio n  is  
n o w d is p la ye d  m o re  p ro m in e n tly 
a n d  we ’ve  re in fo rc e d  o u r a b ility to  


d e te c t in a u th e n tic  IDs


In - App Releases Alerts


Re le a s e  a n n o u n c e m e n ts  
re g a rd in g  la te s t fe a tu re s , 


e n h a n c e m e n ts , a n d  b u g  fixe s  will 
n o w a p p e a r d ire c tly in  th e  


Ho n o rlo c k LTI


Expandable Summary 
Report


Th e  re p o rt c a n  n o w b e  e xp o rte d  
a s  a n  XLS file , p ro vid in g  g re a te r 
fle xib ility o  a n a lyze  a n d  s h a re  


p ro c to rin g  d a ta


Additional Integrity 
Filter


A n e w filte r a llo ws  e xa m  re vie we rs  
to  q u ic kly id e n tify te s t ta ke rs  wh o  
c lo s e d  a n d  re - e n te re d  th e ir e xa m  


b ro ws e r


No Code Integration


Give s  yo u  th e  fle xib ility to  s e c u re ly 
p ro c to r n e a rly a n y p a s s wo rd  


p ro te c te d  e xa m , n o  m a tte r th e  
p la tfo rm  o r wh e th e r te s t ta ke rs  


h a ve  LMS a c c o u n ts


Accommodation 
Management


Yo u  c a n  u p lo a d  a  s in g le  
a c c o m m o d a tio n s  lis t, a n d  th e s e  


will a u to m a tic a lly a p p ly to  a ll 
p ro c to re d  e xa m s  fo r te s t ta ke rs  


with  a p p ro ve d  a c c o m m o d a tio n s


Action Items


Gu id e s  u s e rs  to  th e  
Re c o m m e n d e d  Se s s io n s  th a t s till 


n e e d  to  b e  re vie we d



Presenter Notes

Presentation Notes

Let’s discuss recent releases:

Additional reporting in Hub, including:
Review Rate Time-series - explore your Recommended review rate over time to see how your internal processes around reviewing violations are improving. (Released in May)
Recommended vs Overall - compare Recommended review rate to overall review rate to ensure your faculty are spending their time on the right sessions with the highest likelihood of academic misconduct. (Released in May)
Recommended review rate by course - understand where Violation reviews are and are not happening. (Released in May)
Recently created courses/exams - keep tabs on usage and courses that have recently enabled exams with Honorlock. (Released in May)
Improved ID Upload Experience: The option for test takers to upload their ID using a mobile phone is now more prominently displayed. This improves clarity for test takers and helps reduce support inquiries related to ID verification.
Enhanced ID Verification: Back-end improvements have strengthened our ability to detect and prevent submission of inauthentic IDs, increasing overall exam security.
In-App Release Notifications: Release announcements will now appear directly in the Honorlock LTI, including a link to the full release notes. This ensures users stay informed about the latest features, enhancements, and bug fixes—right where they work.
Exportable Summary Report: The Exam Summary Report can now be exported as an XLS file, giving you more flexibility to analyze and share proctoring data from your exams.
New Filter: Exam Browser Closed: A new filter allows exam reviewers to quickly identify test takers who closed and re-entered their exam browser, provided this action was permitted by exam settings within the LMS.
New Action Items for Instructors and Faculty: Adding an Action Items section to the top of the Honorlock LTI to clearly guide faculty to the Recommended Sessions that still need to be reviewed. This will help elevate an institution’s Recommended Review Rate. 









2025 Honorlock, Inc. - Co n fid e n tia l


Where We’re Headed


Planning Ahead


● Ho n o rlo c k’s  Se lf- Ma n a g e d  


Pro c to rin g  p la tfo rm  (BYOP)


Stay Tuned


● Pro c to re d  Po s t- Exa m  Re vie w


● En fo rc e d  Wo rks p a c e  Sc a n


Complete Integration & 
Adoption Plans


● Fe e d b a c k o n  Re c o m m e n d e d  


Se s s io n s


● Im p ro ve d  Se s s io n  Vie we r 


Na vig a tio n


● Ad d itio n a l Re p o rtin g  in  Hu b


● Sid e - Ca m e ra


Coming Soon
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Presentation Notes

Ability for faculty to provide HL feedback on recommended sessions: Faculty and exam reviewers can now give thumbs up/down ratings and comments on recommended sessions. This feedback loop drives continuous improvement of proctoring results.
Side-Camera General Availability Launch: The new Side-Camera feature requires students to have an external camera placed at a side-angle so the entire workspace, including hands, computer, and test-taker, are visible.
Improved Session Viewer Navigation and UI: Aiding exam reviewers in getting to the most important moments within a session with ease and speed.
Additional reporting in Hub, including:
Integrity Health Dashboard
Violations over time - helping institutions understand their academic integrity trends.
Repeat Offenders - test takers with violations on multiple sessions
Search and Destroy Package Reporting: Who has used the takedown workflow and course by course breakdown of usage
Proctored post-exam review: A new option that will allow faculty to proctor the post-exam review process. Students will be able to review their exam, per the setting in the LMS, and Honorlock will proctor that review session.
Enforced Workspace Scan: Capturing high-quality images of the workspace using the test-taker’s mobile device and validating via AI that the entire workspace is visible.
Honorlock’s Self-Managed Proctoring platform (BYOP): Empowers institutions to proctor exams live using their own staff—be it instructors, TAs, or internal testing center personnel. This new system gives clients complete control over the proctoring experience while preserving academic integrity and streamlining their operations. BYOP is purpose-built for flexibility and scale, supporting both centralized and distributed proctoring models. With authentication controls, live monitoring tools, direct chat to test takers, and full incident logging, institutions can confidently manage high-stakes exams on their terms.
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Action Items List



Presenter Notes

Presentation Notes

Designed to enhance the proctoring feedback loop for instructors and exam administrators. It highlights valuable review recommendations for instructors and exam administrators.
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Faculty Feedback on Flags
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Guided Room Scan



Presenter Notes

Presentation Notes

Get updated Figma from Ralph 
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Guided Room Scan
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Guided Room Scan
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Guided Room Scan
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Summary Report and Recommended Sessions
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Summary Report and Recommended Sessions







2025 Honorlock, Inc. - Co n fid e n tia l


Student Post Assessment Survey
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Create Annotations in Sessions
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Side Angle Camera


Th e  s id e - a n g le  c a m e ra  c a n  b e  u s e d  fo r high -
stakes exams wh e re  te s t  ta ke rs  m u s t s h o w th e ir 
wo rk o r h a ve  e xte rn a l re s o u rc e s  a va ila b le .


● Mu s t b e  e n a b le d  a t th e  in s titu tio n  le ve l
● En a b lin g  th is  o p tio n  will re q u ire  a n  Exte rn a l 


c a m e ra  o r we b c a m  d e vic e
● Ca n  u s e  th e ir s m a rtp h o n e  a s  a  we b c a m


Honorlock will continue to improve on this 
functionality in our future iterations.
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Desktop Application
Overview
Th e  Ho n o rlo c k a p p  h e lp s  s e c u re  te s t e n viro n m e n ts  b y p re ve n tin g  a c c e s s  to  u n a u th o rize d  
to o ls  d u rin g  a n  e xa m . It a ls o  a llo ws  fa c u lty to  d e s ig n a te  wh ic h  a p p lic a tio n s  te s t ta ke rs  c a n  o r 
c a n n o t u s e .


Key Faculty Takeaways
● Ap p  in s ta lls  a u to m a tic a lly wh e n  th e  e xa m  s ta rts
● Wo rks  o n  b o th  Win d o ws  a n d  Ma c
● Fa c u lty c a n  c h o o s e  wh ic h  a p p s  to  a llo w vs  b lo c k


What It Secures Against
● Virtu a l m a c h in e s  a n d  re m o te  d e s kto p  to o ls
● Ap p lic a tio n s  like  Wo rd , Po we rp o in t, Exc e l a n d  m o re
● Ke e p s  te s t win d o w in  fo c u s


Support & Resources


● Fa c u lty Gu id e  – Ho n o rlo c k Ap p lic a tio n
● Te s t Ta ke r Exp e rie n c e  – Wh a t Stu d e n ts  Se e


Note: Desktop App only works on MAC and Windows machines



https://honorlock.kb.help/honorlock-application/

https://honorlock.kb.help/honorlock-application-test-taker-experience/
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Help Us Improve – Scan to Share Feedback


Sc a n  th e  c o d e  to  
p ro vid e  u s  with  
yo u r fe e d b a c k.
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Thank you!
Do  yo u  h a ve  a n y q u e s tio n s ?





		From Insight to Impact�Supporting FSW Faculty




		How to remove other Proctoring Services from your course



		FSW By the Numbers (Jan - Now)



		Best Practices For Exam Set Up & Delivery

		Setting Room Scan Expectations with Students


		Setting Testing Expectations with Students


		Do’s and Don'ts For Live Proctoring

		Use Cases / Open Forum

		Honorlock Roadmap 
& Overview

		Product Enhancements

		Where We’re Headed

		Action Items List

		Faculty Feedback on Flags

		Guided Room Scan

		Guided Room Scan

		Guided Room Scan

		Guided Room Scan

		Summary Report and Recommended Sessions

		Summary Report and Recommended Sessions

		Student Post Assessment Survey

		Create Annotations in Sessions

		Side Angle Camera

		Desktop Application

		Help Us Improve – Scan to Share Feedback



		Thank you!
Do you have any questions?






when they transfer to get credit for your courses! Keep it public!!
 
Spring Teaching Assignments:
We are starting to build the Spring schedule this week and plan to send out draft assignments
at the beginning of next week for fulltime faculty, and the week after that for adjuncts. Look
for automated messages from me!
 
Honorlock
If you have questions, please enroll in the Honorlock Toolkit to stay current with updates and
access our hub of resources! Attached are resources from eLearning.
 
Makeup Exams:
FSW Testing Services is pleased to introduce our procedures for administering make-up exams
and testing with disability-related accommodations. The attached memo outlines the services
available to assist students who are unable to take their exams at the scheduled time and
those who have approved accommodations.
 
Student can sign up for the Summer 26 International Trip!
The Center for International Education is pleased to share with you that applications are open
for the 2026 FSW study abroad programs.
 
Dual Enrollment Questions?
Attached is a great slide deck from Dr. Tammy Caraker reviewing the different programs FSW
offers to our local high school students.
 
Need help with a class? Have a question about teaching?
Join April Ring and Heather Olson for a Q&A about co-working, collaboration, and all things
online. Drop in to ask a question, chat about online pedagogy and best practices, check out
FSW teaching tech tools, or share a Zoom cup of coffee and some afternoon cheer! 
            What: Drop-in hours with FSW Online
            When: Tuesday and Thursday, 12pm-3pm (Aug 26 - Nov 20)
            Where:   Zoom
 
Herpeton Conference – turtle traps on Lee Campus
Jordon and the research students were planning on setting Turtle traps on the Lee Campus
ponds with support from FWC's Fish and Wildlife Research Institute. If any folks want to have
their classes come out and observed as well, just let Jordon know. The tentative Schedule is as
follows:

Weds 9/10- 2:30pm- Traps Set, hand capture surveys in creek alongside baseball field
Thursday 9/11 - 7:30am-12:00pm Trap check and sample collection,  LUNCH, 1-4pm
Sample Collection
Friday 9/12 - 7:30am-12:00pm. Trap Check and sample collection pending the number
of turtles on Thursday.

https://fsw.instructure.com/courses/1134530
https://www.fsw.edu/internationaleducation/travelabroad
https://fsw.zoom.us/j/89728103481


 
Hurricane Planning
With hurricane season officially on its way, the VPs office has sent out initial guidance on
planning as needed. Key for SPAS is to keep Banner updated with your best emergency
contact information, be sure to load my contact information into your phones or address
books (I answer my work phone on my cell too!), secure your office items as best you can
(items away from windows, off floors, and in desks where possible), and unplug all devices and
electronics. I print out a phone roster for just Andy, Gus, and myself so I can check on you all if
there is an emergency. We never share this information with anyone else.

All employees should review and update their personal information in the employee
portal, including emergency contacts: Portal>Employee Services>Banner Web (Online
Services)>Update Emergency Contacts.
Replace lost employee ID badges through Auxiliary Services by emailing
BUCCARDOPS@fsw.edu

 
New online certification training – one course for all modalities! (repeat)
There is now just one training course for all modalities beside traditional, face to face
modalities -- Access this enrollment link to join the course.
 
Registrar Updates (repeat) (we are seeing this in the A&P classes so far)
The Registrar’s office is updating their repeated courses policy that will restrict students from
re-taking a course they have successfully completed (C or better). This will most likely only
affect those students who want to repeat a course such as A&P for a better chance at
acceptance into a limited access program. In accordance with Florida State Statute (Rule 6A-
14.030), beginning in the Fall 2025 semester, the Office of the Registrar will handle repeated
courses in the following manner:

1. Grade Forgiveness – In instances where a student previously earned a grade of D or F
(at FSW or via transfer work), the most recent grade will count in the GPA.

2. Other Repeated Courses –
In instances where a student previously earned a grade of A, B, C, or S (at FSW or via
transfer work) and is allowed to repeat the course, the most recent grade will count in
the GPA. Students will only be allowed to repeat such courses with an approved
Official Academic petition.

 
BrainFuse (repeat)
College Tutoring (the Math, Writing, and Peer Tutoring Centers) has now integrated with
BrainFuse to more efficiently serve our students. The tutoring centers no longer use QLess or
TutorTrac for session management; they use the BrainFuse platform instead.
How can my students access tutoring? In their Canvas courses, students will find a link to
BrainFuse.
 
Upcoming Events – Professional Development Opportunities 

mailto:BUCCARDOPS@fsw.edu
http://www.fsw.edu/online/cert/enroll


Faculty/Academic Events: 
 
Career Connection Lecture Series – Bring your class!

Tuesday, September 9, 6 PM, U-102, Lee: Exploring Careers in Legal Advocacy, Public

Service, and Prosecution with the Office of the State Attorney, 12th Judicial Circuit
Thursday, September 25, 1 PM, Building A, HG: STEM Careers in Environmental
Research and Conservation featuring Big Cypress Preserve and UF IFAS
Tuesday, October 14, 12 PM, U-102, Lee: Inspired Insights from FSW President Dr.
Jeffery Allbritten
Public Service Close to Home: Opportunities in Local Government

Monday, October 20, 6 PM, J-103, Collier
Tuesday, October 21, 11:30 AM, HG
Wednesday, October 22, 4:30 PM, U-102, Lee
Thursday, October 23, Noon, O-124, Charlotte

NCH Days At FSW
Tuesday, Nov 4, U-102 Lee: Panel – 10 AM, Tabling – 11:20 AM – 12 PM,
Panel – 12 PM
Wednesday, Nov 5, J-103-104, Collier: Panels – 3 PM & 4:30 PM

 
College Fairs – Invite your students!

Tuesday, Sep 16, Collier
Wednesday, Sep 17, Lee

 
PD Opportunities:

Friday, September 12th, 2025: CoBP Math: PD Session 1:00PM – 2:00PM | Via Zoom,
Facilitated By: Professor Kelsea Cid, Professor Meghan Carlson, Professor James Chan,
Registration Link: CoBP Math
Friday, September 19th, 2025, FSW Caregiver Support Group, PD Session 10:00AM –
11:00AM | Via Zoom, Facilitated By: Dr. Amy Trogan, Registration Link: FSW Caregiver
Support Group
Friday, September 19th, 2025, AI Academic Community of Practice, PD Session
10:30AM-11:30AM | Via Zoom, Facilitated By: Anna Haney-Withrow, Registration Link:
AI Academic Community of Practice

 
PD Friday, September 26th, 2025

Be CREATIVE: Shelter From the Storm, PD Session 10:00AM – 11:00AM | Via Zoom,
Facilitated By: Dr. Matthew Vivyan & Dr. Rebecca Harris, Registration Link: Be
CREATIVE: Shelter From the Storm
AI Fluency: An Institutional Compass for AI, PD Session 11:00AM-2:00PM | Lee Campus
H-120, Facilitated By Guest: Rick Dakan, Registration Link: AI Fluency: An Institutional
Compass for AI
Mentoring 101, PD Session 2:00PM-3:00PM | via Zoom, Facilitated By: Dr. Martin Tawil,
Required Training for Adjunct Faculty Mentors 2025, Registration Link: Mentoring 101

https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/cobp-math---september1225
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/fsw-caregivers-support-group-self-paced
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/fsw-caregivers-support-group-self-paced
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/ai-academic-community-of-practice---september
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/be-creative-shelter-from-the-storm-092625
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/be-creative-shelter-from-the-storm-092625
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/ai-fluency-an-institutional-compass-for-ai
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/ai-fluency-an-institutional-compass-for-ai
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/mentoring-101-092025


Curriculum @FSW: Level Up Learning Outcomes, PD Session: 3:00PM-4:00PM | Via
Zoom, Facilitated By: Dr. Rebecca Harris, Registration Link: Curriculum @FSW: Level Up
Learning Outcomes

 
October 31: Fall Symposium
 
From IIET:
Earn Your AI-Ready Professional Badge

We’ve taken our signature training to a new level and invite you to take the whole series
or any session. The sessions will review what was covered last academic year with some
updates and bonus materials. FSW employees who complete the entire series are
eligible to earn the AI-Ready Professional Badge we’ve developed for the business
community at no cost.
To complete the series, sign up for each of the sessions in the AI Upskilling
Canvas course under the Module Earn Your AI-Ready Professional Badge. You are
welcome to attend live or watch the recording, which will be posted in Canvas. At the
end of the sessions, complete a six-question quiz to earn your badge.
While you’re in the Canvas course, check out the glow up! We’ve added new
presentations and bonus materials. You can also sign up for other AI-related offerings,
including a monthly AI professional Users Meet Up and some collaborative problem-
solving sprints.

 
AI Professional Develop Opportunities:
 
FSW Smart Mentorship: Using AI for Feedback, Coaching, and Self-Development: Thursday,
September 4, 2025, 9:00 AM (60 minutes), Zoom: Register. Explore AI strategies to take some stress
out of supervising and make your mentoring magnificent. Nothing beats the impact of a meaningful
dialogue, sharing ideas and experiences with the people you supervise. But sometimes those
conversations don’t materialize that way. It’s easy to overlook or misunderstand how someone may
be thinking or feeling about a situation. AI can help.At other times, we may just have something
difficult to share and feel nervous about doing it in the most helpful and effective way. AI could be
the perfect practice partner. If you’re not currently managing others, no worries, we’ll cover how to
apply these same principles to your self-guided professional growth. Bonus: Take the stress out of
documenting with simple custom-built prompts or tools.

AI Professional Users Group First Friday Meetups: Friday, September 5, 2025, 9:00 AM (60
minutes), Zoom: Register. Gather with colleagues for this informal sharing of experiments,
ideas, questions, and more. Whether you’re a power user with ideas to share or just dropping
in to get a fix on what’s new with AI, this group is the place. We’ll also chat on Teams so you
can put questions and ideas in the queue ahead of our live session.

FSW Present Like a Pro: Enhancing Presentations with AI Tools: Wednesday, September 10,
2025, 9:00 AM (60 minutes), Zoom: Register. Presentations are a powerful opportunity to
amplify your impact and set yourself apart professionally. The availability of AI sets the bar

https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/curriculum-fsw-level-up-learning-outcomes-092625
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/curriculum-fsw-level-up-learning-outcomes-092625
https://fsw.instructure.com/courses/1131368
https://fsw.instructure.com/courses/1131368
https://fsw.zoom.us/meeting/register/_KIX1JK-QH2Xzv0EbFCpvg
https://fsw.zoom.us/meeting/register/tDSgAcywQSisKoiab1W4tQ
https://fsw.zoom.us/meeting/register/tORUTtEHTGOSQby3_EGztg


for presentations even higher. Take a deep dive into the steps to building and delivering a top-
notch presentation, considering where along the way to collaborate with AI and where to let
your unique human intelligence shine through. Bonus: Generate quality AI images that elevate
your brand and make your presentations pop.

FSW Insightful Decisions: AI-Powered Research and Strategic Thinking: Thursday,
September 18, 2025, 9:00 AM (60 minutes), Zoom: Register. Today's professional must work
both from established practice and up-to-the-minute information. Your choices, in some ways,
are only as good as your information ecosystem, but in our busy workdays, it can be hard to
keep up. In this session, we'll explore strategies, including collaborating with AI tools to stay
abreast of trends and find reliable information customized to your needs. Some of these
strategies and tools can be absolute game-changers for your role and can be used to strengthen
collaboration and strategic decision-making. Bonus: Stay on top of what's happening with AI
by curating an information feed designed for what you need to know when you need to know
it.

FSW AI-Driven Project Leadership: Plan, Track, and Report with Confidence: Thursday,
September 25, 2025, 9:00 AM (60 minutes), Zoom: Register. Projects are where our impact
comes to life, whether ongoing, one-time, large, or small. In this session, we'll work together
to identify pain points in the project management process and explore ways to use technology,
including AI, to help. Get ready to improve processes and simplify reporting so you can focus
on what you do best and spend more time with the colleagues and stakeholders at the heart of
your projects. Bonus: Use AI to ensure your projects align with the mission and strategic goals
that guide your work.

FSW Data Demystified: Collaborating with AI to Analyze, Visualize, and Act: Thursday,
October 2, 2025, 9:00 AM (60 minutes), Zoom: Register. Inspire new insights by deepening
your connection to important data. Whether working with data is part of your current
workflow or you want to use it to strengthen your impact, explore ways to simplify working
with spreadsheets and even less structured sources. Whether you want to test a hunch, fix a
formula, or prep your data for more serious analysis, discover how AI can assist your thinking
and simplify your work. Bonus: Tell your story by using AI for infographics, narratives, and
more.

AI Professional Users Group First Friday Meetups: Friday, October 3, 2025, 9:00 AM (60
minutes), Zoom: Register. Gather with colleagues for this informal sharing of experiments,
ideas, questions, and more. Whether you’re a power user with ideas to share or just dropping
in to get a fix on what’s new with AI, this group is the place. We’ll also chat on Teams so you
can put questions and ideas in the queue ahead of our live session.

Supervisors Track: Save Time and Build Up Your Team with FSW’s AI Agile Reporting
Assistant: Monday, October 6, 2025, 10:00 AM (60 minutes), Zoom: Register. Spend more
time on mentoring that matters and use our new AI Agile Reporting Assistant to help with the
process of documenting and keeping current on supporting the great employees in your
department. This session will be hands-on, helping you get started with the tool right away.

Supervisors Track: Save Time and Build Up Your Team with FSW’s AI Agile Reporting
Assistant (Repeat Session)1: Thursday, October 9, 2025, 4:00 PM (60 minutes),

https://fsw.zoom.us/meeting/register/T5_ML7Z-RUOJeqWK0RFuTA
https://fsw.zoom.us/meeting/register/vKaPv2mRRnmmqy6dncdMtA
https://fsw.zoom.us/meeting/register/QM_gxPbhTwGAX5UOp9neTg
https://fsw.zoom.us/meeting/register/BsILpe9rST6gGJD34wf6gQ
https://fsw.zoom.us/meeting/register/16Jp7vSFRbK49N7IsPzVlQ
https://fsw.zoom.us/meeting/register/uNteM6uYSECA8SDF2sA4IQ


Zoom: Register. Spend more time on mentoring that matters and use our new AI Agile
Reporting Assistant to help with the process of documenting and keeping current on
supporting the great employees in your department. This session will be hands-on, helping you
get started with the tool right away.

AI in Action: Solving Real Challenges Across Teams Session 1: Friday, October 17, 2025,
10:00 AM (120 minutes), Zoom: Register. Explore new ways to solve tough problems in teams
from across the College. In these working sessions, you’ll tackle a real-world problem in
higher ed with colleagues from different departments. Between your unique perspectives and
some help from AI, you’ll brainstorm and test solutions and ultimately share your ideas. Let
your inner innovator out and work with new people in exciting ways. We’ll host this twice
during the semester, working on different challenges. You are welcome to come to one or both
sessions.

AI Professional Users Group First Friday Meetups: Friday, November 7, 2025, 9:00 AM (60
minutes), Zoom: Register. Gather with colleagues for this informal sharing of experiments,
ideas, questions, and more. Whether you’re a power user with ideas to share or just dropping
in to get a fix on what’s new with AI, this group is the place. We’ll also chat on Teams so you
can put questions and ideas in the queue ahead of our live session.

AI in Action: Solving Real Challenges Across Teams Session 2: Friday, November 14, 2025,
10:00 AM (120 minutes), Zoom: Register. Explore new ways to solve tough problems in teams
from across the College. In these working sessions, you’ll tackle a real-world problem in
higher ed with colleagues from different departments. Between your unique perspectives and
some help from AI, you’ll brainstorm and test solutions and ultimately share your ideas. Let
your inner innovator out and work with new people in exciting ways. We’ll host this twice
during the semester, working on different challenges. You are welcome to come to one or both
sessions.

AI Professional Users Group First Friday Meetups: Friday, December 5, 2025, 9:00 AM (60
minutes), Zoom: Register. Gather with colleagues for this informal sharing of experiments,
ideas, questions, and more. Whether you’re a power user with ideas to share or just dropping
in to get a fix on what’s new with AI, this group is the place. We’ll also chat on Teams so you
can put questions and ideas in the queue ahead of our live session.

Self-Paced
1. Assessment 101: Covers student and program assessment at FSW, including state and

federal requirements, program-level, and course-level assessment.
2. OER, Copyright, and Fair Use: Covers proper use of copyrighted materials, library

eResources, Fair Use factors, and Creative Commons licensing. Fulfills DEV101
requirement.

3. Adjunct Mentors - Refresher: Outlines new Adjunct Faculty Review Model and mentor
responsibilities for 2024.

4. Annual Adjunct Review Process: Details the new Adjunct Faculty Review Model process.
5. COP in Instructional Technology:
6. Reimagine: Adapting Your Course for AI: Asynchronous resource for adapting courses to

https://fsw.zoom.us/meeting/register/uNteM6uYSECA8SDF2sA4IQ
https://fsw.zoom.us/meeting/register/BPhDqrCzS12vuPSyZAkeJw
https://fsw.zoom.us/meeting/register/Wf4gV1g5RDCqcqo23yig3g
https://fsw.zoom.us/meeting/register/VPsgv3lfTIyfik0RFzdxeA
https://fsw.zoom.us/meeting/register/hpz7QAfsQ4K7tlZbEKzG1g
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/assessment-101-2023
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/oer-copyright-fair-use-2023
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/adjunct-mentors---refresher-selfpaced
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/annual-adjunct-review-process-self-paced
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/cop-in-instructional-technology---ai
https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/reimagine-adapting-your-course-for-ai


address AI challenges and opportunities.
7. Tinker Time with FSW Online: Flexible professional development focusing on online

teaching tools and strategies.
 
And finally – Annual Training Reminder (repeat) – Now is a good time to complete all of
these!  We all should be working on these now! I completed all of mine in one afternoon, so
with less than an hour per month you should have yours done by the due dates as well!
The compliance course covers essential information on FERPA, Fraud and Whistleblowing,
Information Technology Security Awareness, Workplace Safety, Title IX, and the Protection
of Vulnerable Persons with relevant regulations. The new course for 2025 is now available to
all FSW employees.

How do I get to this training? You can access the training course in Canvas. The course is
called "FSW Compliance Training 2025," and you can also access the course directly from the
myFSW portal using the "Employee Quick Links" card. 
What is the due date for the annual training? All FSW employees must complete the
compliance training in Canvas annually, and new employees must complete it within 60 days
of employment. If training is not completed within the allotted time frames, the user’s
accounts can be locked until training is completed. Employees are encouraged to complete
the training as early as possible. 
Do I need to enroll in the Canvas Course? No, you were automatically enrolled in the FSW
Compliance Training 2025 course on 2/4/2025. All new employees will be added to the course
as they are hired.

 
 
As always - comments, questions, or concerns, please let me know.
 
Best Regards,

Libby
Dr. Elizabeth W. Schott
Dean, School of Pure and Applied Sciences
Florida SouthWestern State College
8099 College Parkway, Fort Myers, FL  33919
Office: H-130A, Lee Campus, (239) 477-3514 or ext 14014, eschott@fsw.edu
 
Bad joke of the day:
Q: Why is 69 so scared of 70?
A: Because once they fought, and 71.

https://fsw.catalog.instructure.com/browse/trainingcalendar/tlc/courses/tinker-time-with-fsw-online
http://www.fsw.edu/
mailto:eschott@fsw.edu

