
- 1 -



Preparing to Teach Checklist for Part Time Instructors

- 2 -

Once You’ve Signed Your Contract (continued)
 � Familiarize yourself with UNLV’s Zoom instance

 � Familiarize yourself with UNLV’s teaching technologies:
• WebCampus learning management system 

• Panopto lecture capture

• Classroom Technology Support (CTS)

 � Take a deeper dive into WebCampus by reviewing the Start-of-Semester Checklist

The Week Before Classes Start
 � Post your syllabus and other course materials that students will need access to in WebCampus, and 

publish your course. See How do I publish a course? for help. 
 
NOTE: Students gain access to WebCampus courses one week prior to the start of the semester. 

• If you are not yet ready to share your content you have two options:

1. Unpublish WebCampus course content such as modules, quizzes, pages, etc. that you are not 
ready to share. See How do I publish or unpublish a module as an instructor?

2. Unpublish the entire course until ready to share course materials. How do I publish a course? 
also has instructions on how to unpublish a course.

 � Log into MyUNLV and check your class roster and class location, if you are teaching in person. 

 �



Preparing to Teach Checklist for Part Time Instructors

- 3 -

The Week Before Classes Start (continued)
 �
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Mid-Term
 � This is a good time to reach out to, and to connect with students via:

1.1.
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IN CASE:

• If you suspect plagiarism, academic misconduct, or have a concern about some other student 
conduct issue, please ýll out the UNLV Student Conduct Incident Report, or this printable (PDF) 
version of the form. 

• Submit this Support Team Referral if there is a student in your class who you believe could beneýt 
from getting additional support
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