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�
California State University, Los Angeles


California State University, Los Angeles is one of the 23 campuses that make up the CSU system. The CSU is headed by a chancellor, whose office is in Long Beach, and governed by the Board of Trustees, members of which are appointed by the governor. CSULA, founded in 1947, offers programs of education in more than 60 academic and professional fields.


CSULA is organized into 6 colleges:


Arts and Letters


Business and Economics


Education


Engineering and Technology


Health and Human Services


Natural and Social Sciences


Each college has a dean and an associate dean.


The smallest unit of organization is the department, division, school, or program.


The student population at CSULA is ethnically diverse, and includes Latinos, Asian-American/Pacific Islanders, white non-Hispanic, African American, and Native American students. Female students outnumber male students, and full-time students outnumber part-time students.





�
The Faculty Contract


All faculty members, including temporary faculty, are represented by the California Faculty Association (CFA). Final negotiations between CFA and the CSU are included in the faculty contract, known as the Collective Bargaining Agreement. You can read the full text of the Collective Bargaining Agreement at http://calfac.org/contract.html. If there are any discrepancies between the Collective Bargaining Agreement and this manual, the Collective Bargaining Agreement takes precedence.


More information for lecturers is available at http://www.calfac.org/lecturers.html.


Highlights of the contract for lecturers:


Departments must maintain lists (pools) of lecturers who have been evaluated previously and provide these lecturers with “careful consideration” for subsequent appointments.


Lecturers appointed to similar assignments in the same department in consecutive academic years must receive the same or higher salaries as previously.


Lecturers who are re-hired after two semesters or three quarters of consecutive employment within an academic year must receive one-year appointments at the same number of units as the previous year if there is sufficient work available.


After teaching one semester or two quarters in each of six consecutive years in a department, lecturers receive three-year appointments. Three-year appointments are automatic except in cases of documented unsatisfactory performance or serious conduct problems.


If after three years there is no work available, the lecturer is placed on a recall list.


Lecturers receive General Salary Increases (GSI) at the same percentage level as tenure-track faculty.


Lecturers have a right to receive Service Salary Increases (SSI).


Lecturers who have been in their range for five years and are at SSI maximum for that range have the right to apply for a Range Elevation to move from Range A to B, B to C, or C to D. Range Elevation means an increase in base salary.


Range D lecturers are eligible to apply for Post Promotion Increases (PPI).





�
Appointments


Temporary appointments may be for periods of a semester, a quarter, parts of a year or a full year. The official notification to the lecturer will indicate that the appointment automatically expires at the end of the period stated.


Lecturers employed during the prior academic year and possessing six or more years of prior consecutive service will be offered a 3-year temporary appointment. One semester or two quarters constitutes a year of service. In calculating the 6-year eligibility period, service need not be continuous, but the temporary faculty member must have worked all 6 years in a single department. In the event that there is no work available to satisfy this entitlement in any given year, the lecturer will continue to maintain this contractual entitlement for the duration of the 3-year appointment. The 3-year appointment will be issued except in cases of documented unsatisfactory performance or serious conduct problems.


If at the end of a 3-year appointment no work is available to support subsequent employment of the lecturer, s/he will be placed on a departmental list for a period of three years. No later than July 1 of each year, lecturers must inform their respective department chairs of their interest in and availability for employment and provide current contact information.


Lecturers will be re-appointed after a three-year appointment unless there is insufficient work for which the faculty member is qualified. 


No later than June 30 of each year, a list of lecturers believed to be eligible for a three-year appointment will be posted in each department. If you feel you are eligible but are not included on the list, inform your department chair within thirty days of the posting.


Benefits


To be eligible for benefits, Unit 3 (California Faculty Association) lecturers must be appointed for at least 6 weighted teaching units for two or more consecutive quarters. Once eligibility has been attained, benefits enrollment continues during subsequent continuous appointments of at least 6 units, regardless of the duration of the appointment. If the number of weighted teaching units drops below six, benefits eligibility will cease and the employee will be offered continuation of benefits through the Consolidated Omnibus Budget Reconciliation Act. Contact the Benefits office – (323) 343-3651 - if you have any questions.


Class Cancellations


Enrollment or budget considerations may cause class cancellations. If your class is cancelled prior to the third meeting, you will be paid for class hours taught. If the class is cancelled after the third meeting, you will paid for the remaining portion of the class assignment or provided alternate work assignment. 


Limitations of Employment


Lecturers who also work at another campus in the CSU system may not be employed at CSULA for a total time base of more than 125%. This means that if you are working full-time at another CSU campus, you can be employed for no more than ¼ time here. The rate is computed on the basis of teaching units, with each 4-unit assignment equaling 25%. In addition, no lecturer can be employed on any CSU campus for more than 15 units. Non-faculty employees are also limited by the 125% rule. The same guidelines apply if employment is outside the CSU system, but exceptions may be granted in special circumstances.


Personnel and Payroll Procedures


Prior to initial appointment, lecturers must fill out an application for employment and a statement of additional employment, have three letters of recommendation sent to the department chair, and supply a verification of highest degree.


Lecturers will be provided with written statements from the department chair or college dean specifying, as far as can be determined in advance, courses to be taught, class size, and schedule. Within fourteen days of the start of employment, lecturers will be informed where they can obtain a summary of available benefits. You will be provided with either a written copy or a web site address that provides the evaluation criteria and procedures in effect at the time of appointment.


All part-time temporary appointments are conditioned upon availability of courses, budgetary restraints, and course enrollments. Subsequent appointments can be made depending on department need, the selection of the best qualified candidate, and evaluation of performance according to established criteria. Every department maintains a list of lecturers who have been evaluated.


If a break in service occurs (you are not reappointed for more than one year), you must visit the office of Human Resource Management (Administration 606).


PERS and Social Security


By law, temporary faculty who have completed two consecutive quarters of employment teaching half-time (a minimum of 7.5 units) must be members of PERS (Public Employees' Retirement System) and Social Security (OASDHI). Applications for retirement should be submitted at least 90 days in advance of the retirement date. The PERS retirement publication – available at the Office of Human Resource Management (on the 6th floor of the Administration Building) - provides detailed information on retirement benefits.





�
Leave of Absence


Sick Leave


Full-time faculty receive one day of sick leave each calendar month of service. Part-time faculty receive credit for sick leave on a pro-rata basis. In the event that you should exhaust your accumulated sick leave with pay, you should consider applying for a leave of absence without pay.


Paid Bereavement Leave


Upon request to the appropriate administrator (usually your college dean), you will be granted 2 days of leave of absence with pay (3 if travel of more than 500 miles is required) for each death in the immediate family. Immediate family is defined as close relatives or persons residing in the immediate household (excluding renters and domestic employees). A close relative means a spouse, domestic partner, or your (or your spouse's/partner's) mother, father, brother, sister, son, daughter, son-in-law, daughter-in-law, or grandparent.


Jury Duty


The courts do not exempt faculty members from jury duty. When you receive a notice of jury duty, you must respond personally to the courts if you are unable to serve on the indicated date. The courts will normally arrange an alternate time and/or location of service.


Absence Without Leave


Absence without leave for five consecutive working days, whether voluntary or involuntary, is considered an automatic resignation from state service as of the last day worked. Any request for reinstatement after automatic resignation must be filed within 15 days after receiving the notice of separation. Reinstatements are made only when the employee makes a satisfactory explanation to the State Personnel Board for Reinstatement as to the cause of the absence and/or the reason for failing to obtain a leave.





�
Review and Range Elevation


The regular, periodic evaluation of all temporary faculty, whether full-time or part-time, will be conducted by a department-level peer review committee, the chair (unless the chair is a voting member of the committee), and the appropriate administrator (typically the dean). At a minimum, lecturers will be evaluated at the completion of three quarters of work, regardless of any break in service, or at the end of two years from the initial appointment or last review, whichever comes first.


When you are up for review, you should submit an updated curriculum vitae, student evaluations, sample course material (syllabus, handouts, course packets, exams), and your Personnel Information Form (PIF or “brag sheet”). In your PIF, describe your teaching philosophy and methods, comment on your student evaluations, and mention any scholarly work or service work completed during the period under review.


At a minimum, your evaluation will include:


A summary of the quantitative responses to the Student Opinion Surveys.


Evaluation of teaching performance based upon peer observations conducted at least once during each evaluation cycle.


At least one other source of information (for example, course syllabi, instructional materials, assessment methods, assignments, evidence of student accomplishments, signed letters from students).


Your department/division/school will post a notice announcing to the students that they may provide additional signed comments on your instructional performance. These will also be included in your review and personnel file. Do not solicit positive comments directly from students currently enrolled in your class. 


You will be informed in writing of the results of your evaluation by the departmental-level peer review committee, and have 7 days to file a rebuttal, if you so wish, befre the evaluation is forwarded to the next level of review. You can exercise your right to review and discuss your evaluation with the department/committee chair, or an appropriate administrator, if required.


Your department/division/school and college will determine what is considered satisfactory performance and whether or not you have performed at this level. In the event of a negative decision, there is an appeal procedure. 


If you have served for five years in a given range, you are eligible for Range Elevation. Eligibility is not a guarantee that such elevation will be granted. You must indicate why you wish to be considered and update your personnel file. You will then be evaluated according to established criteria.


Evaluations


Lecturers are evaluated by their peers once per academic cycle. Ordinarily, a member of your department/division/school will observe your class and prepare an evaluation for the appropriate committee overseeing your performance. The peer evaluation of teaching performance is intended to asess the quality and effectiveness of student learning in your classes. There must be written notification of not less than 5 working days indicating the date upon which the observation will occur and who will be observing your class. These evaluations will be placed in your permanent personnel action file.


You may request a confidential class observation from the Faculty Development Center - (323) 343-5444 - merely for the purpose of improving instructional performance. The Faculty Development Center will not report its observations to any administrator or committee unless you request it.


Student Opinion Surveys


The purpose of surveying student opinion of instructional performance is to improve instruction and learning. The surveys also help provide information to the RTP committees. Student opinion surveys are mandatory . Summary responses to quantitative questions will be placed in your personnel file along with the calculated grade point average for the class. 





�
Academic Freedom and Professional Ethics


Faculty are entitled to freedom of discussion in the classroom and on the campus. It is assumed the discussion in the classroom is relevant to the subject matter taught, although there is no imposed standard of relevance. Faculty are also entitled to full freedom in research and in the publication of the results of their research. When speaking or writing as individual citizens, faculty are free from institutional censorship or discipline. 


The primary responsibility of faculty to their subject matter expertise is to seek and state the truth as they see it. To this end, they devote energy and time to developing and improving their scholarly competence. 


Faculty Rights


(The following list does not preclude the existence of other rights not specified here.)


Faculty have a right to be fully informed at the time of appointment, and at reasonable intervals thereafter, of the terms and conditions of employment, including opportunities for advancement and promotion, terms and conditions of retirement, the grounds for dismissal, and all related rights.


Faculty can asssociate with any social, political, or religious groups.


Faculty have the right and the obligation to present controversial material relevant to their teaching.


If any material other than that submitted by the faculty member is to be placed in a faculty member's permanent file, that individual will be provided with a copy of the material prior to  its placement and thereupon have the right to respond in writing. The rebuttal will subsequently be placed in the permanent file. Anonymous accusations will be dismissed (and destroyed if in writing), and shall not be used in any proceeding.





�
The Syllabus


You are required to provide information on the first day of class regarding the general requirements and goals for the class and general criteria to be used in determining student performance in the class. A syllabus must be made available to the students in some physical form by the end of the first week. The syllabus may be electronic, or students can be asked to purchase it at the University Bookstore. You will probably be asked to rovide your department/division/school with an electronic copy of your syllabus.


On your syllabus…


Give information about yourself.


Name


Office location


Office hours (You must provide 20 minutes of office hours for each unit taught.)


E-mail address


Telephone number


Let students know how and when they can contact you.


Encourage them to contact you if they have questions or difficulties with the class.


Give information about the course.


Name and number of the course


Course description


Year


Term


Meeting days


Room location


Prerequisites


(If you are teaching a General Education course) The area of the GE program fulfilled by the course.


Texts to be used in class


Always check with your department/division/school to see whether or not the course you are teaching has an assigned text. Also, if you are teaching a course in a sequence (100ABC), make sure to cover the portions of the text mandated for your portion of the sequence.


Requirements and policies


Attendance


Assignments


Readings


Term papers


Portfolios


Projects


Quizzes


Examinations


Make-up and extra-credit work


Cell phone use in class


Cheating and plagiarism


Late work


Due dates and date and time of final examination


Final exams or final class meetings are required in all courses.


Add/Drop Deadlines


Topical outline of the course


Identify the main content and goals of the course. Determine what your learning objectives are for the course. Good, careful organization in the syllabus will help you prepare your lessons throughout the term. A course goal or objective can be defined as a specific change affected on the learner as a result of taking the course. These goals should be stated in terms of what the students will do in the course, not what the instructor will do. For example: 


Students will write…


Students will explain…


Students will present…


Students will relate…


Students will analyze…


Students will apply…


Students will summarize…


Students will report…


Be realistic about the number of goals that can be accomplished competently within the amount of time allotted. If you over-plan, you will not accomplish many of the stated goals by the time the course ends. If you under-plan, you will have to scramble toward the end of the term to find more material.


Clear course goals will allow you to…


Select appropriate materials for the course.


Communicate your expectations clearly to the students.


Use appropriate methods in teaching the course.


Stay on topic throughout the term.


Select appropriate means of assessing student learning.


Give students guidance as to how to study for the course.


Relate the different topics covered in class to each other.


Help students to grasp how the details relate to the big picture in the discipline you are teaching.


Sequence the material so that it becomes progressively more abstract and/or complex as the students acquire more information about the subject.


Always consider how the course fits into the program, whether it be a General Education course or a course in the major. If the course you are teaching is one of a sequence of courses (for example, 100ABC), make sure to build on the previous course in the series and to prepare students for the next course in the series.


Assessment


Decide how learning outcomes will be assessed for all students. How will the students be evaluated? Make sure that the methods you use for assessment (tests, quizzes, papers, oral reports, etc.) correspond to your course objectives. Allow for multiple methods of demonstrating competency. Don’t rely solely on tests. Use journals, written reports, oral reports, projects, portfolios, laboratory, etc. This allows you to measure how students are doing throughout the term and provides students with regular feedback on their performance. Include the date and time of the final examination. 


Students should be evaluated solely on the basis of their academic performance. Evaluations based on standards unrelated to academic performance are considered arbitrary or capricious. The assignment of the final grade is solely the responsibility of the instructor. The University has no policy regarding grade distribution 


Include a statement in the syllabus that advises students with disabilities to register with OSD if they think they may require accommodations. See the sample below:


Upon request, the University will consider reasonable accommodation when needed to facilitate the participation of persons with ADA-protected disabilities.


Do not hesitate to seek help. Talk to your department chair when necessary. Look at other faculty members’ syllabi. Check out resources available on campus, online, or in the community. Discuss the course with faculty members who have previously taught the course. Find out what has worked for them and what has not.





�
The First Day of Class


Be on time. 


It is vital that you take roll the first day of class. 


Students who do not show up on the first day are not entitled to a seat in the class. They may be replaced by students who are there on the first day and wish to add the class.


Students enroll in classes through the GET or STAR systems. When classes are full, students will show up on the first day of class asking for permission to add. Classes with low enrollments may be cancelled by the second class meeting.


Faculty are expected to add students up to the class limit. Additiona enrollment beyond that limit is at your discretion.


If you are willing to add beyond the class limit, turn in the names, CIN numbers, and telephone numbers of the students you are permitting to add to your department office, together with the class in which the students wish to enroll.


Create a waiting list and add students according to their position on the list.


The last day on which students may add classes (with the instructor's permission) is the same day of the third week on which the course began.


Students are responsible for dropping classes. If a student fails to drop your class and remains on the roster, s/he will be issued a WU at the end of the term.


Request that students with special needs call or talk to you after class.


Set the tone for the class on the first day.


Be enthusiastic. It just might be contagious.


Research shows that a positive attitude on the part of the instructor is related to positive learning outcomes.


Introduce yourself to the class. Tell students how you would like to be addressed. 


Acquire information about the students in your class.


Make sure the class space is appropriate to your needs and the size of the class. If not, ask your department administrative assistant for a new venue.


The class must meet in the assigned room unless you make arrangements with your department office to change the location.


The Fire Department has set the maximum seating capacity for each room, which is not to be exceeded.


Explain the goals for the class and how they will be met throughout the term. 


Many faculty members like to start the class with some kind of ice-breaker to get students used to speaking in class and to introduce them to the instructor and each other.





�
Lesson Plans


Preparation is the key to success. The better prepared you are, the more competent you will feel in class.


Make your lesson plans student-centered. Ideally, students should be doing more during class time than the instructor. Plan enough time for students to work through class exercises. You will get done more quickly if you provide students with all the answers, but there will be less learning going on in the classroom.


Write down the questions you want to ask the students ahead of time. Open questions will elicit more discussion than questions with only one correct response.


Encourage discussion in class. Students should be learning from each other as well as from the instructor. Think of yourself as a facilitator of discussion, not the main participant. 


Make your lesson plans active. Students do not learn much when they simply sit in class listening to the instructor. Allow students enough time to successfully complete the exercises or answer the questions. Whenever possible, have students apply the material being studied to real-world situations. Role-playing exercises allow for a great deal of student participation in class activities. Playing games is fun for the students and a good way to review material for an upcoming exam.


Make your lesson plans collaborative. Learning is enhanced when working in small groups. By dividing the class into small groups, each individual student will have more time to work with the material. Model exercises before putting students in separate groups to work on them. Structure group activities so that all groups will be on task, not chatting about other things unrelated to the class. Make the group project specific. There should be a product that the group must show at the end to demonstrate accomplishment of the assigned task. Rotate around the classroom, listening in on the groups and providing feedback or help when required. Always debrief the entire class after small-group work.


Vary your activities to reach students with different learning styles. All students are different, and display different talents and weaknesses. Contextualize the material in different ways to allow for multiple perspectives. Covering the same material in a variety of ways will benefit all students. Be creative and playful in your lesson planning.


Allow for multiple practice of the same material, especially when the material in question is difficult for students to assimilate. Repetition is good. Repetition with variation is better. Repetition of easily assimilated material is not recommended.


Use teaching methods with which you feel comfortable. Play on your personal strengths.


Do not “dumb down” your curriculum, but be realistic in terms of what can reasonably be accomplished by the students you have at the level you are teaching. Don’t be afraid to set high expectations for your students.


Use resources already found in the environment that enhance learning. Students themselves are a resource. Use them to teach each other.


Use technology and media to enhance learning. Use chats, email, discussion forums, WebCT, wikis, etc. to facilitate collaboration beyond class time.


Allow students the opportunity to measure their own performance as they go along in the class. The final grade should not come as a surprise to the student. By that point s/he should have a very clear idea how s/he is doing in the course. Provide feedback for students so that they know whether or not they are mastering the material.


Make sure you provide equal access to class materials for all students, regardless of disability. Under the Americans with Disabilities Act (ADA) and the Rehabilitation Act of 1973, the University has the legal responsibility to provide academic adjustment and/or auxiliary aids to students with disabilities. 


The Office for Students with Disabilities (OSD) is the designated office to determine American Disabilities Act (ADA) accommodations.


Encourage equal participation so that more forceful students do not dominate the situation. Make sure that all students can hear you when you speak in class. In large classrooms, voices do not always carry well to the back of the room.








�
Grading


A GET Student Administration User ID and password are required to enter grades online. You must reapply for a GET account each term you teach if there is a gap between terms. To apply for aGET account, visit www.calstatela.edu/get_account. Select the “Request for New Student Administration Account” menu option. Fill in the information as requested, following the directions on the screen. When completed, print the form, sign it, and turn it in to your administrative assistant. When your account is ready to be picked up, you will be emailed a username and password.


CSULA uses the following grading system:


A�
Superior attainment of course objectives�
4.0�
�
A-�
Outstanding attainment of course objectives�
3.7�
�
B+�
Very good attainment of course objectives�
3.3�
�
B�
Good attainment of course objectives�
3.0�
�
B-�
Fairly good attainment of course objectives�
2.7�
�
C+�
Above average attainment of course objectives�
2.3�
�
C�
Average attainment of course objectives�
2.0�
�
C-�
Below average attainment of course objectives�
1.7�
�
D+�
Weak attainment of course objectives�
1.3�
�
D�
Poor attainment of course objectives�
1.0�
�
D-�
Barely passing attainment of course objectives�
0.7�
�
F�
Non-attainment of course objectives�
0.0�
�
CR�
Credit�
NA�
�
NC�
No Credit�
NA�
�
I�
Incomplete�
NA�
�
IC�
Incomplete charged�
0.0�
�
RP�
Report in progress �
NA�
�
RD�
Report delayed�
NA�
�
W�
Withdrawal�
NA�
�
WU�
Unauthorized withdrawal�
0.0�
�
Incomplete Grades


An incomplete grade is an interim grade assigned to a student who is passing the course but, through extenuating circumstances, is unable to finish the work for the term. Incompletes are assigned at the discretion of the faculty member when you believe a significant portion of the requirements for the course have been met. Students must request an incomplete and determine what work is to be done in order to remove the incomplete from their records. The conditions for removal will include a due date specified by the instructor in writing, the conditions for removal of the incomplete, and the final grade to be given based on the evaluation of the work already completed. An incomplete that is not removed from a student's record within the alloted time period will be counted as an F in the calculation of the grade point average.


Change of Grade


All grades submitted to the Records Office are final except in the case of a clericl error. An instructor may not change a grade for a student unless the grade was submitted erroneously. This regulation exists to protect you, not to challenge your prerogative in assigning the original grade. 





�
Mechanics of the Classroom


Ordering Books


Your department should provide you with book order forms. Submit the completed forms to your departmental administrative assistant. Indicate on the book order forms whether or not you will need a desk copy.


Break Period


Classes that meet once a week for four hours are required to have a 30-minute break period.


Cancelling Classes


Call your department/division/school main office if you must cancel a class. Someone from the office will post a sign announcing that the class is cancelled for that day. You will be required to submit an absence report as soon as you return to campus. 


Field Trips


Prior to scheduling a field trip, you must obtain approval from your department chair, your college dean, and the campus risk manager. Requests should be submitted early enough to allow for timely review and approval, as well as securing any required waivers of liability. 


Open University


Students who are not officially admitted to the University can enroll in regular classes through Open University. Enrollment through Open University is based on space in the classroom and the signed consent of the instructor. Open University students should never displace regularly enrolled students in a class. 





�
The Professor-Student Relationship


Faculty must encourage the free pursuit of learning in students. They must therefore demonstrate respect for the students as individuals and adhere to their proper role as intellectual guides and mentors.


Make yourself available to students. Regular interaction with instructors tends to improve student performance.


In assessing student performance, make sure you evaluate students solely on the merit of their academic performance in your class. 


It is unprofessional conduct for a faculty member to engage in any sexual relationship with a student while s/he is enrolled in that faculty member’s class, or if the faculty member is acting in any other capacity which may directly affect the student’s academic career. 





�
Standards of Conduct for All CSULA Employees


All CSULA employees will...


Comply with all the laws and regulations applicable to the conduct of business of CSULA


Not discriminate against anyone on the basis of sex, race, religion, color, national origin, sexual orientation, age, medical condition, physical or mental disability, HIV or AIDS, marital status, veteran status, pregnancy or family leave status


Comply with CSULA policy to keep the campus free from violence


Avoid putting themselves in a position where their personal interests and those of CSULA conflict, or which impede their ability to perform their job well


Enter into agreements and/or contracts only after prior review and approval of the appropriate authority (chair or dean), the Procurement Office, and the University Counsel


Not use for personal gain any information they obtain on the job which is not readily available to the general public


Not accept, offer, or give any form of gratuity that could give the impression of affecting their judgment in the performance of their duties


Take action with regard to the safety and health of other employees and the public


Not be under the influence of alcohol or drugs on the job


Not possess any illegal drugs while on the job


Cooperate with anyone conducting an authorized investigation.


Nondiscrimination


CSULA is committed to equality of opportunity for all individuals. This commitment requires that no discrimination shall occur in any program or activity of the University on the basis of race, color, religious creed, national origin, sex, gender identification, ancestry, physical disability (including HIV and AIDS), mental disability, medical condition, pregnancy, age (over 40), marital status, political affiliation, sexual orientation, veteran, or any other classification that precludes a person from consideration as an individual. The Office for Equity and Diversity is assigned the administrative responsibility of reviewing matters of discrimination.


Sexual Harassment


Sexual harassment is conduct subject to disciplinary action, including termination. Sexual harassment includes, but is not limited to: unwanted sexual advances; requests for sexual favors; other verbal or physical conduct of a sexual nature; any act which contributes to a workplace or learning environment that is hostile, intimidating, offensive, or adverse to persons because of the sexual nature of the conduct; conditioning an act, decision, evaluation, or recommendation on the submission to or tolerance of any act of a sexual nature. CSULA will take action to prevent and eliminate sexual harassment.


Specific rules and procedures for reporting charges of sexual harassment and for pursuing available remedies are available in the following locations: Human Resources Management; Office for Equity and Diversity; Office of the Vice President for Student Affairs; and the Gender and Sexuality Resource Center.








�
Where and How Do I Get...?


Academic Advisement for Students


Students should seek advisement in their majors from the designated advisor(s) in each department. All students can seek advisement on General Education courses from the University Advisement Center (http://www.calstatela.edu/univ/advise/).


Books on Reserve


The University Library (http://www.calstatela.edu/library/faconly.htm) provides several types of support services for faculty, including course reserves, electronic reserves, Interlibrary Loan, and library instruction for specific courses.


Bus Passes


Bus passes and tokens may be purchased at the Parking and Transportation Service Center, just west of the Public Safety Building (Campus Police). Passes may be purchased with cash or check. Credit card payments are not accepted.


Change of Grade Forms


Change of grade forms are available in your department/division/school office.


Coded Classroom


When you have been assigned a classroom that requires a code for you to enter, you will have to go to the One Card Office to do a one-time PIN setup. Once you have a PIN and card, you can continue using it for future access. Any change in PIN must be processed in person at the Golden Eagle Service Center.Office and 


Counseling Services for Students


Students with personal problems and in need of counseling should be referred to the to the Counseling Center (http://www.calstatela.edu/univ/hlth_ctr/counsel.htm). Students can make an appointment by dialing 3-3301.


Credit Union Membership


As a faculty member, you are eligible for membership in the California State University Federal Credit Union. You may purchase shares through monthly payroll deductions or by direct payments. To apply for a loan from the Credit Union, dial 3-4990.


Criteria for Evaluation and Range Elevation


Your department chair will provide you with criteria and procedures for evaluation and Range Elevation.


Date and Time of Final Exams


The dates and times of final examinations are listed in the Schedule of Classes. Any exceptions to what is listed in the Schedule must receive written approval of the instructor, department chair, and college dean.


E-mail


To apply for an e-mail account, go to http://www.calstatela.edu/network-account. Enter the required information as indicated on the screen. Once you have completed the form, print it, sign it, and turn it in to your administrative assistant. You can pick up your account information, when it is ready, at the ITS Help Desk.


Faculty Handbook


The Faculty Handbook is available on the web at: http://www.calstatela.edu/academic/senate/handbook/. 


First Aid


The Student Health Center provides outpatient care and first aid Monday through Thursday from 8:30 AM to 6:00 PM, and Friday from 8:30 AM tp 12:30 PM.


Health Care for Students


Students with medical problems should be sent to the Student Health Center (http://www.calstatela.edu/univ/hlth_ctr/). General information is available at 3-3300. Same day appointments can be made at 3-3303, and future appointments at 3-3302.


Help for Problems with GET


Contact the GET Help Desk at extension 3-6170. 


ID Card


To request an ID card, take your temporary ID card to the One Card Office (Golden Eagle, Room 220). The contact number for the One Card Office is 3-6800.


Information on Faculty Governance


The Academic Senate (http://www.calstatela.edu/academic/senate/) develops proposals for new and modified policies, which become official once approved by the President. The Faculty Handbook contains all such policies. Temporary faculty are not directly represented in the Senate, but issues affecting lecturers are periodically debated in the Senate. Academic Senate meetings are open to the entire campus community. You can call the Senate office at 3-3750.


Information on Medical and Dental Benefits


Publications providing detailed information on medical and dental benefits can be obtained in the Office of Human Resource Management (on the 6th floor of the Administration Building).


Information on Students with Disabilities


The Office for Students with Disabilities is responsible for verifying any disability or functional limitation that a student may have so that appropriate accommodations can be made if required. Refer any student who self-identifies as a student with a disability to the OSD, maintaining confidentiality at all times. You are required to respond to any OSD-approved requests for accommodation promptly. Work with the student and the OSD disability specialist to review alternative formats and reasonable accomodations if required. Whenever possible, participate in on-campus training workshops to maintain awareness of access/accommodation issues. The number for the OSD is 3-3140.


Keys


Your department/division/school chair will assign you an office if you request one. Office keys can be picked up, when they are ready, at Campus Police. If you will not be teaching the following term, you must return your office key to Campus Police at the end of the term.


Library Books


Present your current faculty identification card to get your library card. Temporary faculty are entitled to borrow regular circulating books from the University Library for one full quarter. Books must be returned within 14 days if recalled for another user. 


Lost and Found


Ask about lost articles at the University Police, Building C Monday through Thursday from 8:00 AM to 8:00 PM, and Friday from 8:00 AM to 4:00 PM.


Mail


A mailbox in the department/division/school mailroom will be assigned to you.


Membership in the Faculty Union


All faculty, including temporary faculty, are represented by the California Faculty Association (CFA) and are eligible for membership. 


Metrolink Pass


Metrolink passes and 10-trip tickets can be purchased at the Parking and Transportation Service Center located west of the Public Safety Building (Campus Police). Passes and tickets may be purchased with cash or check. Credit card payments are not accepted.


NIS Account


You can get a Faculty/Staff NIS (Network Information Services) account application form from the ATS (Academic Technology Support) Office or from the ATS web page. The application must be completed and signed by your department chair before being submitted to ATS. Once the application is processed, you will be notified to pick up your account. A photo id will be required at the time of pick-up.


Parking Permits


Faculty/Staff Parking permits are available for purchase at the Parking & Transportation Service Center with a valid employee I.D. 


Disabled Parking requires a current CSULA parking permit and a valid DMV disabled placard at all times.


Special Event Parking reservations can be made by contacting Parking Services at (323) 343-3748.


All parking regulations are enforced 24 hours a day, including weekends and holidays. 


Paychecks


A mailbox in the department/division/school mailroom will be assigned to you. Your paycheck or paystub, correspondence, and copies will be placed in this box for you to pick up.


PERS Membership


Applications for retirement membership are available in the Office of Human Resources Management (on the 6th floor of the Administration Building).


Personal Safety Escort Service


To have the Eagle Patrol Escort Service escort you to the parking lot or anywhere else on campus, call 3-3700.


Personnel File


Your official personnel file is kept in your college dean's office.


Phone Calls


When calling someone on campus, dial 3 plus the four-digit extension number.


To call off campus, dial 8 (+1 if outside of the 323 Area Code), then the seven-digit number. 


Telephones are provided for the purpose of conducting University business. Personal long distance calls may ot be made from University telephones. 


Photocopying


Generally speaking, material to be photocopied must be submitted at least 3 working days in advance. Readings and handouts should be placed on reserve in the Library, on Electronic Reserve, on WebCT, or printed in a packet that can be purchased at the bookstore.


Textbooks for Classes


You can request textbooks online from the University Bookstore's webpage. You can also submit your requests in writing to the main department office. If there is a standard textbook used in all sections of the course you are teaching, your department will make the textbook request to the bookstore. You can contact the textbook staff in the University Bookstore at (323) 343-2503.


Tutoring Help for Students


Students needing tutorial help should be sent to the University Tutorial Center (UTC) in the Library Palmer Wing, Room 1039. In addition to tutoring, the UTC also offers study skills workshops on such topics as time management, note-taking, textbook reading, and test-taking. The UTC phone number is 3-3971. More information can be found on the UTC webpage (http://www.calstatela.edu/centers/tutorctr/).


Waivers of Liability for Field Trips


Waiver of liability forms for field trip participants and persons providing transportation are approved by the campus risk manager.


�	Lecturers is the preferred term on the CSULA campus for adjunct faculty or temporary faculty.
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