CALIFORNIA STATE UNIVERSITY, LOS ANGELES
College of Natural and Social Sciences 


Department of      
 AN INFORMAL GUIDEBOOK FOR FACULTY 

This informal guidebook is designed to help faculty in the College of Natural and Social Sciences (NSS) understand the policies and procedures of the university, college, and department regarding their employment, negotiate the university organizational and administrative structures, and also to help them in making their teaching assignments both effective and enjoyable.  While the Guidebook should be used as a ready reference, it does not contain the official terms and conditions of a faculty appointment, it is not meant to be all inclusive, and it should not be read as a substitute for the official policies and procedures of the university. The university offers numerous workshops and orientation sessions to facilitate the transition of tenure-track faculty into the California State University (CSU) system and California State University, Los Angeles (CSULA).  However, we are aware that the role of adjunct faculty presents unique challenges, since you often must balance your commitments to other institutions with your obligations to CSULA.  As a convenience, this Informal Guidebook is available on line at the NSS Dean’s Web site http://www.calstatela.edu/academic/nssd/.
Lecturers—faculty with full- or part-time temporary appointments—make up more than half of all instructors in the CSU system.  The Department of         values you as colleagues who contribute significantly to our students’ education and the department’s success.  You are invited, but not required, to participate in department faculty meetings, and to share in academic and social activities.  We want you to feel a part of the department and take advantage of whatever services and facilities we can offer.
Whether you are a new or continuing, full or part-time instructor at CSULA, the following information sources should be helpful:
· General demographic information regarding the CSU system is found at http://www.calstate.edu/PA/2008Facts/index.shtml.

· General information on CSULA at http://www.calstatela.edu/ and http://ir.calstatela.edu/ir/.

· The California Faculty Association (CFA) represents all faculty in the CSU, including lecturers.  Faculty relationships with the CSU administration are governed by the Collective Bargaining Agreement, especially Articles 12 (Appointment), 15 (Evaluation), and 32 (Benefits).  These articles, the CFA Lecturers’ Handbook, which gives an overview of lecturer rights and benefits, and much more are available at http://www.calfac.org/lecturers.html.
· Information, policies, and procedures specific to CSULA faculty are available at the CSULA Faculty/Staff Home Page, http://www.calstatela.edu/faculty/.  The CSULA Faculty Handbook is located at http://www.calstatela.edu/academic/senate/handbook/, which includes specific policies related to lecturers in Chapter VI, Section B.  Find “Policies and Procedures for Faculty Members,” “Forms,” and “Other Documents” from the CSULA Division of Academic Affairs at  http://www.calstatela.edu/academic/aa/avp/faculty.htm.  Human Resources/Employment information can be found at http://www.calstatela.edu/univ/hrm.

· Web information on the College of Natural and Social Sciences is available at http://www.calstatela.edu/academic/nssd/; for the department at http://www.calstatela.edu/         /.
· The department of       is committed to treating each faculty member fairly and considerately and to contributing to their professional development.  Should you have any concerns at all, you should feel free to bring them to the attention of:  

·      , Department Chair,              @calstatela.edu, (323) 343-     , or department office at      .

·      , Department Administrative Support Coordinator,          @cslanet.calstatela.edu, (323) 343-     , or department office at      .

·      , Department Staff Assistant(s),         @cslanet.calstatela.edu, (323) 343-     , or department office at      .
1. Getting appointed. 

To teach part-time in the department of       at CSULA you need to apply to the chair with a letter, vita, three letters of recommendation, an official transcript indicating the receipt of your highest degree, and a writing sample.  Once we receive these application materials, the chair and the part-time faculty review committee will evaluate your materials, and if they feel that there is a realistic expectation of your being appointed, you will receive a letter stating whether or not you are being placed in the part-time pool.  Once you are in the pool, the chair may appoint you to teach courses for which you are qualified. 

In general, we prefer all lecturers to be at least ABD and have teaching experience in the field(s) covered in their course assignment. 

Once you are in the pool, you should communicate with the chair two to three quarters in advance of the quarter in which you want to teach regarding your availability, courses of interest, hours when you can and cannot teach, etc.  If you have not taught for us in a while, you should remind the chair with a phone call or email asking about possibilities.  We will try to accommodate these preferences, but student and department needs remain our first priority.
You are assigned to courses based on field(s) of specialty, professional accomplishment in the field(s), and teaching experience and success.  The priority rules for work allocation to lecturers are governed by the current CSU/CFA contract.  The department gives careful consideration to all applicants. 

All appointment letters come from the Dean of the College of Natural and Social Sciences—when we tell you that we want you to teach a course, we are recommending to the dean that you be appointed.  There are several forms that have to be signed in the department office; you will receive word when you should come by to complete them.  The SU-6 form, which deals with what you are teaching at CSULA and what you are teaching at other schools, and the I-9 clearance are particularly important.  You must sign and return the appointment letter before you begin to teach. 

Your appointment is subject to cancellation.  Often depending on course enrollments, that can happen as late as the beginning of the second week of classes. 

To be reappointed to a one or three year contract, you must apply.  Unless you have a three year appointment, you should expect to apply every year in advance of the first quarter in which you wish to teach.  Consult the department Administrative Support Coordinator or the Chair for assistance.  See the union contract (http://www.calfac.org/) and literature for the rules on one and three year contracts for lecturers.
2. Now that you are appointed.
A. ID, accounts, keys, communication.


Check with the department office staff for help in acquiring:

· University id—Golden Eagle, 2d floor.
· GET Student Administration Account— http://www.calstatela.edu/its/forms/get_account/
· Network (NIS)/E-mail account—
http://www.calstatela.edu/its/forms/network_account/
· Family Educational Rights and Privacy Act (FERPA) tutorial and test—

http://www.calstatela.edu/its/policies/ferpa/index.htm
· Parking permit and/or mass transit passes are a vailable at the Parking and Transportation Service Center; present I.D.  http://www.calstatela.edu/univ/police/parking.htm
· Keys—See department staff.
B. The quarter system. 

  
If you have not taught on the quarter system, you will find it is very fast-paced.  There are ten weeks of classes, an 11th week for final examinations, and then grades are due in the Online Grading system (https://getla.calstatela.edu/) the next Tuesday.  You have some time off at that point (although for Winter and Spring quarters, it is only three days), and then the next quarter starts.  Watch the calendar! 
Your quarter by quarter appointment requires that you meet the 10-week class meetings plus an 11th week final examination.  If you do not meet the 11th week, university policy is that you may not be paid 1/11th of the designated salary.  Final examination times are posted in the Schedule of Classes (http://www.calstatela.edu/classschedule/) for the quarter; check with the department office or with another faculty member for more information.
  

C. Classrooms. 

The scheduling office assigns classrooms, and one does not always have a lot of choice.  But if you have strong feelings about a classroom one way or the other or you have special needs because of small groups, a simulation, etc., contact the Department Administrative Support Coordinator, and we will see what we can do.  Computer labs are difficult to obtain; you need to request one early if you want one (http://www.calstatela.edu/academic/aa/ess/oal/).  Tech carts (computer, projector, web connection, etc.) can be ordered by calling the NSS Dean’s office at (323) 343-2000.  (See also below, Audio-Visual Equipment/Computers/Tech Carts).

D. Textbooks.

Submit your textbook orders at http://calstate-la.bkstore.com/bkstore/content.  Also, submit an electronic copy of your order to the department staff assistant (         @calstatela.edu).  Deadlines for book orders are usually before the fifth week of the quarter preceding the quarter you are teaching.  Your order should include:
· Course Assigned
· Number of copies to be ordered (usually 55 if a general survey class)
· Author
· Title
· Place and date of publication
· Edition (where applicable)
· ISBN number
· Your email contact and telephone number
· Whether you need a desk copy

Always submit your order with an ISBN.  Many books have the same titles, and in some areas, there are multiple editions, etc.  If you don’t have the ISBN, you can get it from the book itself, from http://www.amazon.com, or http://www.barnesandnoble.com. 

You will also need to indicate how many copies you will need.  If the book is out of print or unavailable for any reason, the bookstore will notify you directly, and you should immediately take action to order a replacement and to inform the department staff assistant. 

We have a syllabus file in the office so you can see what books have been used before in the course you are going to teach.  This is FYI only.
D. Graduate assistants. 

  
We generally have available GAs only in the large lecture sections (75+ students). Other than that, we don’t have any GAs.  
 

E. Enrollment problems. 

  
In some lower division sections and some upper division courses, you can face an enormous demand the first day.  The best way to handle these kinds of problems is to set a priority list by year, with graduate students and seniors who have had graduation checks that indicate they need the course to graduate first, and then let students enroll in order of class standing.  The department chair will have to determine if you will be allowed to enroll students over your class limit.  Also, estimate the number you will recommend that the chair let in over the class limit based on your estimate of the number who will drop.  If the chair decides to admit students the department office staff will give the students a “permit” for the course.  These are good for three days and will allow the student to register. 

Students can add courses for the first two weeks. For under-enrolled courses (those not already up to the limit), students can add through GET for the first week; the second week they need permits.  If you are unsure what the limit is for your course, ask the department staff. 

For overenrolled courses, you control who gets in.  And if you are over the limit, you don’t have to take anyone.
Instructors may drop any officially enrolled student from their course section if it is determined that the student does not meet the course prerequisite(s).  Instructors may drop any officially enrolled student that fails to attend the first class meeting.  Non-attendance, however, does not mean the student is withdrawn from the class. It is the student’s responsibility to drop all classes in which they are officially enrolled.
F. Mailbox/email.
  
Use of your campus e-mail account is mandatory.  Off-campus access is available at: https://email.calstatela.edu/exchweb/bin/auth/owalogon.asp?url=https://email.calstatela.edu/exchange/&reason=0.

Find tutorial assistance at:  http://www.calstatela.edu/its/training/outlook/hwbk.htm
Check your email daily for information, updates, deadlines, and requests.  Check your department snail mail box weekly for notices, messages, and the like. 
 

G. Getting help. 
Resources:
· Office Staff—     ,       @cslanet.calstatela.edu and                     @ cslanet.calstatela.edu.  They are invaluable sources of information; (323) 343-     ; (323) 343-      fax; department office at      .
· Chair—     ,         @calstatela.edu or (323) 343-     .
· Feel free to call or email any of the above with any problems, queries, etc.  They will be glad to hear from you.  Many times we have lecturers from whom we do not hear anything—we would rather hear from you on trivial matters than not hear from you at all.
· Educational Support Services—http://www.calstatela.edu/academic/aa/ess/
· Center for Effective Teaching and Learning— http://www.calstatela.edu/academic/aa/ess/cetl/
· eLearning Programs and Support Center—www.calstatela.edu/centers/cetl/fitsc)
· Information Technology Consultants— http://www.calstatela.edu/academic/aa/ess/itc/
· Open Access Labs (OALs)— http://www.calstatela.edu/academic/aa/ess/oal/
· Turnitin.com—http://www.calstatela.edu/academic/aa/ess/turnitin/
· Library—http://www.calstatela.edu/library/index.htm
· Reserves—http://www.calstatela.edu/library/facultyreserves.htm
· Safety—http://www.calstatela.edu/univ/ehs/EmpSafetyHdbk.pdf
· Materials Safety Data Sheets—
www.calstatela.edu/univ/ehs/msds.htm
· Injury & Illness Prevention Programs
www.calstatela.edu/univ/ehs/occ_safety.htm
· Disruptive, threatening, or violent student behavior—
· University Police, Call 911; x3-3700; or (323) 343-3700; http://www.calstatela.edu/univ/police/index.htm; email:  CSULAPublicSafety@cslanet.calstatela.edu.
· Standards for Student Conduct:  http://www.calstatela.edu/univ/stuaffrs/jao/doc/sfsc.pdf
· FILE A Discipline Report Form:  http://www.calstatela.edu/univ/stuaffrs/jao/html/forms.htm
· File a “Behavior Concern Checklist & Report Guideline” form, available from your department staff.
· Emergencies—Fire/Police/Medical, Call 911; x3-3700; or (323) 343-3700.
· Facilities Problems—Call NSS Dean’s Office, x3-2000 and Facilities Services, x3-3440.  Backed up toilets, flooded restrooms, air conditioning/heating, etc.
H. When you get paid. 
  

CSULA pay days are established by the Payroll Office.  Consult the published Payroll Calendar at http://www.calstatela.edu/univ/payroll/calendar.htm. 
I. “Separating” from the university. 
  

University policy requires that lecturers who will not be rehired the succeeding quarter “separate” from the university before receiving the final paycheck.  Department staff handles this toward the end of the quarter.
3. Teaching.
A. Course proposal/modification document.
When a department course is added to the university catalog or modified in any significant manner, official documentation is filed in the department office.  You should consult a copy of this document before you prepare your class and its syllabus to insure that you are addressing university approved or mandated course elements or activities.
B. Syllabus. 

  
A written syllabus (hard copy) is required; we encourage its posting on the web as well.  Submit syllabi to department staff for photocopying at least a week before they are needed.  At the beginning of each quarter, you are also required to submit two copies of your syllabus for each course to the department staff assistant.  Here is the official syllabus policy, from the Faculty Handbook: 
  
Each instructor shall provide information at the first class session as to the general requirements and goals of the course, and the general criteria upon which students will be evaluated in that course.  Such information must be made available in the form of a typed or computer generated syllabus by the second meeting, and preferably at the first class session.  A copy of the syllabus shall be available for review in the department/division/school office.  The syllabus shall include but not be limited to the following:
(1) General course description including course prerequisites, if any. 
  
(2) Course objectives.
(3)  For all general education courses, the area of the general education program that the course fulfills.
(4) Topical outline of a course.
(5) Requirements, policies, and procedures (e.g., attendance, assignments, readings) and basis for evaluation (written work, examinations or quizzes, term papers, portfolios, projects, laboratory or field work assignments, etc.).

(6) Grading system and its relation to achievement of the requirements in (5).
(7) Date and time of final examination.
(8) Instructor’s campus location, telephone extension, e-mail address, and office hours.
Here are some suggestions from our department—there is some overlap with the above:
· Your name, email, phone, campus office location and hours, how students can get you when you are not around, and where you work other than CSULA (if you have a full-time job).
· Objectives and expectations for the course/requirements—do not forget the percentage of the final grade that the term paper, midterm, and final, or whatever your course requirements are.  We have a strong norm in the department that students should write in upper division courses, for example, take home finals, in class essay tests, several essays, a term paper (be careful about the length—12-15 pages is typical in the department).
· Outline of the course.  You should have a detailed outline, making sure that the learning objectives, material to be covered in the course, and the readings for each session are clearly set out.
· Academic honesty.  You should include something like this:

Thinking is learning.  Therefore, if you substitute the results of someone else’s thinking—his/her ideas, arguments, words, or answers—for your own, you have not only stolen from him/her, but you have cheated yourself of an educational opportunity to learn to think for yourself.  California State University—Los Angeles does not tolerate academic dishonesty.  We expect your work to be your own unless we state that you are to complete a particular task cooperatively. Cheating is prohibited.  Cheating includes: copying a classmate's work or knowingly and willingly letting others copy your work; handing in work that is not your own; sabotaging someone else’s work; taking an examination for someone else.  Plagiarism is prohibited.  Plagiarism means (1) stealing and passing off as your own the ideas or words of another person, (2) failing to give credit for direct quotations or for ideas, arguments, information, ideas, or literary structures that are not your own.  For further clarification of university policies regarding academic honesty consult university policy at http://www.calstatela.edu/usu/csdp/StudentRights15.html.

When you believe you have identified a case of academic dishonesty you should:

· Follow the procedures outlined in Appendix J of the Faculty Handbook (http://www.calstatela.edu/academic/senate/handbook/).
· Consult University Policy:  http://www.calstatela.edu/usu/csi/StudentRights15.html
· COMPLETE The Allegation Form:  http://www.calstatela.edu/univ/stuaffrs/jao/html/forms.htm
· Familiarize yourself with Student Rights and Responsibilities: http://www.calstatela.edu/univ/stuaffrs/jao/doc/sosrar.pdf
· You may also want to consult the department chair regarding such problems.

· If you use turnitin.com, you should include the following: 

NOTE:  Students agree that by taking this course all required papers may be subject to submission for textual similarity review to www.turnitin.com for the detection of plagiarism.  All submitted papers will be included as source documents in the www.turnitin.com reference database solely for the purpose of detecting plagiarism of such papers.  You may submit your papers in such a way that no identifying information about you is included. Another option is that you may request, in writing, that your papers not be submitted to www.turnitin.com.  However, if you choose this option you will be required to provide documentation to substantiate that the papers are your original work and do not include any plagiarized material.
· Students with disabilities.  You should include the following paragraph in your syllabus:
The university provides reasonable accommodations to students with documented physical and learning disabilities.  The Office for Students with Disabilities (OSD), located in Student Affairs Room 115 coordinates all documentation of disabilities (323-343-3140) http://www.calstatela.edu/univ/osd/.
The following are some key points to remember when dealing with students with disabilities who are requesting reasonable accommodation:

· At the first class meeting, announce that any student requiring reasonable accommodation should see you immediately after class or if not feasible, at your office hours.  By making this announcement, you are demonstrating a willingness to provide reasonable accommodation.

· Confirm that the student has properly registered for services with the Office for Students with Disabilities (OSD).  If not, refer the student to OSD at ext. 3-3140.
· Only approved requests for reasonable accommodation from CSULA’s OSD should be considered as valid requests.  Any requests from outside entities, while helpful to OSD, are not valid.

· Do not dismiss any request.  Do not give a blanket denial.

· Do not ask the student to name his/her disabling condition.  Do no attempt to provide accommodations on your own.  Doing so may not meet the needs of the student and may not comply with the law. 
· Once the student provides you with the required paperwork from the OSD, do not delay in processing the request.  If you have any questions/concerns about the request, contact OSD immediately to get your questions resolved.  You may also contact the equity and diversity specialist if you still have doubts about complying with the requested accommodation(s).
· Requested accommodations are not necessarily “set in stone.”  They can be adjusted.  Have a dialogue with both the student and the OSD counselor regarding your concerns with the request.  When you have this dialogue, you are engaging in what the law calls the “interactive process.”  The key is to have the dialogue and reach a mutually acceptable solution that allows the disabled student to actively participate in his/her academic endeavor.  Remember, the priority is the student.

· Despite any misgiving you may have about the requested accommodation(s), faculty are ultimately required to abide by the request.

Should you have any questions on providing reasonable accommodation to disabled students, please contact the OSD.
· If you are using groups in your course, you should make clear under what conditions a group can cooperate and under what conditions they should do their own work.
· Grading and exam procedures.
· Policy on attendance.
· Outline of the course.
· Readings for each section of the outline.
· Supplementary readings.
· Suggested topics for the term paper, if applicable.
· Whether plus and minus grading is used in the class (most history instructors use plus and minus grading).
· What style manual they should use for their papers.
· Conclude your syllabus with a statement such as:
This course outline is a tentative schedule; it is subject to changes announced in class.

C. Readings. 

Library Reserves information available at—
http://www.calstatela.edu/library/opac/reserves.html
The rising cost of textbooks continues to be an issue.  The more expensive, the less likely students will purchase and read/study the books.  When possible consider placing the library copy of assigned books on reserve.  E-books are possible, but access/usability present problems as well.
If you want to prepare a collection of readings for sale to students, either the University Bookstore or the Student Book Mart, located on Eastern Avenue just off campus, will take care of the copying and copyrights.  Be careful; the copyrights can be more expensive than the copying, making in some circumstances for an expensive collection. 

Photocopied packets can also be placed in the department office for students to sign out.  See department staff assistant for assistance.
Collecting fees or charges from students for any reason is prohibited.

D. Office hours.
You need to notify the department staff assistant of your office hours before the quarter begins.  University policy stipulates that full-time faculty must schedule no fewer than four office hours per week at times convenient to themselves, their students, and their department/division/school.  Part-time faculty shall schedule office hours on a pro-rata basis.  Translated, this means 20 minutes/unit/week; office hours per week for a 4 unit class would be 80 minutes.  If you must miss your scheduled office hours, please notify the department office in advance, and if possible, place a note on the door of your office.

E. Photocopying. 

Xeroxing in the department is generally self-service for very small (20 or fewer sheets) quantities of class room handouts and overheads, unless you submit them at least a week before they are needed.  Some departments have access to a Risograph machine (a Risograph is a fancy computerized mimeograph machine) to reproduce large quantities of syllabi and handouts (some instructors have outlines and handouts for many if not all of their classes).  Submit syllabi for the Risograph at least a week before they are needed; other materials throughout the term need to be submitted at least 24 hours in advance.  Check with department staff for current policies.  Finally, bulk photocopying is available at the university’s Printing Center Operations; call x3-2694.
F. The first day. 

  
Actually, the first day should be more than just a day to go over the syllabus before going home early.  You can do a number of other things to set the tone for the course.  For some ideas, see “The First Day of Class . . . A Day of Missed Opportunities?” by the staff of the Center for Teaching and Learning at the University of North Carolina at Chapel Hill, available at http://www.unc.edu/depts/ctl/fyc1.html. 

You are required to hold places for students pre-enrolled in the class until the end of the first class session.  At that point, they can be dropped at your request by the department office, and students at the top of your priority list can be given permits to add. 

G. Audio-visual equipment/computers and projectors/tech carts.
Many departments have this equipment available for use, although many of the classrooms we use have these machines in them.  Check with the department office staff if you want to borrow one.
Tech carts (computer, projector, web connection, etc.) can be ordered by calling the NSS Dean’s Office at (323) 343-2000. 

H. Absences.
You have a professional and contractual obligation to meet your academic appointments, including classes and office hours.  If for any reason you are unable to meet your obligations, notify the department office staff.
I. Emergency university closure.
Your personal contact information needs to be kept current with the department in case of any emergency that may arise.
We also encourage you to sign up for the Emergency Notification System at http://www.calstatela.edu/univ/police/ens.php.

4. What students should expect from you.
Of course they expect you to meet your scheduled appointments (nothing is more frustrating than having no instructor with no one in the department knowing where that person is—use your cell phone from traffic; let us know what is happening so we can tell people who ask).  They expect you to be prepared, to be knowledgeable and enthusiastic, reasonably well-organized, willing to lead a discussion, answer questions, and pose interesting questions.  In short, they expect you to be Socrates.  For a CSULA “Statement of Student Rights and Responsibilities” see Appendix F in the Faculty Handbook (http://www.calstatela.edu/academic/senate/handbook/).

Some students will want to record your class to play back later.  Most faculty do not object to such recording, provided that the tape is only for that particular student’s use.  However, such practice usually just delays the essential processing that effective note-taking enhances.

Student evaluation of you and your course is mandatory.  You may want to look at the form the students will use to evaluate you and the course near the end of the term; consult Appendix L in the Faculty Handbook (http://www.calstatela.edu/academic/senate/handbook/).
Disabled students will have a memo from the Office for Students with Disabilities.  To understand what to expect from students and what they will require from you, read the memo, see the relevant links at http://www.calstatela.edu/univ/osd/, ask a colleague, and/or consult the chair.
5. Our professional expectations of you.

A. Academic integrity.
We expect you to do all you can to ensure the academic integrity of the educational process at CSULA.  We expect your adherence to responsible professional standards of behavior and a commitment to professional ethics.  For examples of professional guidelines see—
“Statement on Standards of Historical Conduct,” American Historical Association, http://www.historians.org/pubs/Free/ProfessionalStandards.cfm.

“Principles of Professional Responsibility,” American Anthropological Association,
http://www.aaanet.org/stmts/ethstmnt.htm.

“The Chemical Professional’s Code of Conduct,” American Chemical Society, http://pubs.acs.org/isubscribe/journals/cen/85/i18/html/8518acsnews1a.html.

For the CSULA “Statement on Professional Ethics” and “Prohibition of Sexual Harassment” see the Faculty Handbook Chapter VI and Appendix O http://www.calstatela.edu/academic/senate/handbook/).
When you believe you have identified a case of academic dishonesty you should follow the procedures outlined in the Faculty Handbook’s Appendices H and J (http://www.calstatela.edu/academic/senate/handbook/).  You may also want to consult the department chair regarding such problems. 
B. Instructional/faculty development.

We expect you to work for the development and improvement of your teaching and  evaluation strategies.  To that end consult colleagues, seek mentoring, and be willing to try new things.  Some additional resources to consider include:

· Center for Effective Teaching and Learning—
http://www.calstatela.edu/academic/aa/ess/cetl/
· Professional and Organizational Development Network in Higher Education— http://www.podnetwork.org/
· Teaching subsection of your professional organization/society.
C. Academic performance.
A department’s Personnel Committee(s) or Part-Time Review Committee will review your academic performance once a year.  They review:
· Syllabi, course assignments, and exams (Department Review Committees require that you place them in your file as one of the three or more items that we are required to use in evaluating your teaching).
· Student opinion surveys.
· A report on a classroom observation carried out by a full-time tenured faculty member of one class each year.
· The grade point average for the course (written in the upper right corner by department staff on the official copy of the summary of the student opinion survey and automatically placed in your file.)
· Anything else teaching-related you choose to put in your file.
· Documentation supporting your research/professional activities, publications, honors, awards, etc.
· Other contributions to the university.
Every Spring quarter you will submit electronically to the chair an Annual Faculty Report and an updated CV, which establish a record of what you have done that year.  We will also inform you of the date when your Supplemental Personnel File closes, which is the last date you may place anything in the file that will be used for RTP consideration.  You can also use the Annual Faculty Report for this purpose as well.  You can report more than just CSULA activities—teaching at other universities, documentation from a full-time job, whatever.  We are looking for instructional activities, professional activities, and other contributions to the university.  As a lecturer you may not have many “other contributions,” but you are expected to remain professionally active and provide evidence of, for example, presenting papers, publishing articles or books, attending academic meetings, and belonging to and/or serving in academic organizations. 

You need to take materials to the NSS dean’s office for placement in your permanent file.  Keep a copy for yourself.  Consult department staff for advice.
Here are some of our expectations:
· A quality syllabus, one with goals, readings, exam strategies spelled out, your expectations, student policies, etc.
· We expect that you will use college level readings and that your course will look like a college level course at other universities.
· We expect that you will be on campus and in your office for office hours and in your classroom for class.  If you cannot be on campus for your class, we expect you to call the office and tell them what to tell the students.
· We expect you to teach for the class hours assigned.
· We expect you to use written or oral essay exams—non-multiple choice exams—in your upper division classes.  Most instructors in world and American survey courses use a combination of identification, short answer, and essay questions on quizzes and exams.
· We expect you not to give too many high grades, unless you have one of those rare classes that truly is brilliant.  On the other hand, if the students have done really well, they should not be penalized because you want to have a lower GPA.
· We expect you to keep up professionally in the area in which you are teaching—to know the more recent literature and to be active professionally.
· We expect you to be respectfully responsive to student requests as far as possible.
· If you are working on your PhD, we expect you to show progress and will ask for a letter from your advisor from time to time to demonstrate that there is progress.
· See below for evaluation criteria.
6. Exams—midterms and finals.
Most classes have a midterm, paper(s), and final, especially at the lower division level.  Sometimes instructors do not use midterms in upper division classes; sometimes they do.
You are required to have a “final class meeting,” even if that is a class session during the normal time for the final exam and the students simply present their term papers for 5-10 minutes each.
To give your final exam at any time other than what is posted in the Schedule of Classes, you must get the chair’s and dean’s signature of approval first.  You must inform ALL students in the class in a timely manner and provide accommodation for any student who cannot meet the new exam time.
By university policy, department staff shall not proctor exams or accept examination or term papers.  Students should submit their papers and examinations directly to you, and if, as an exception for some reason, they are handed into your office, you should make it clear that this is at a student’s own risk.  You should also advise students to keep copies of their work.  The department office will not receive faxed papers.

7. Written work expectations.
Anywhere from a 3-5 to perhaps 8 or so page paper for lower division courses seems appropriate. Upper division courses range from 8-10 to perhaps 12-15 page papers.  Some instructors require really long papers, but these seem to impose a distinct burden on the instructor for grading and many students at the university have a great deal of difficulty with excessively long papers. 

University General Education courses are required to have a writing assignment aside from the midterm and final exam, even if the midterm and/or final are essay in nature and/or take-home. 

You should expect the students to write clearly and logically, to assemble evidence consistent with their topics and in a way that is appropriate for their level (first year, senior, graduate, etc.), to be able to argue appropriately to the topic and level of the paper, to use proper grammar, to turn the paper in on time, and the like.  Obviously student abilities differ considerably, and in a university like CSULA with its large population of ESL students, you will find a wide range of performance.  On the other hand, because of their different backgrounds students often see things in a different and often unusual light from what you may have experienced elsewhere.  You should include a copy of your grading rubric in your course syllabus.
We have had epidemics of students turning papers in late.  You can encourage them to turn materials in on time by having a penalty for late papers, but we have found that there are still students who turn work in late regardless of penalties.
You should provide timely feedback and substantive critique of all student work.  You are required to save student written work for one year after the end of the course.  You can do so in your office on campus (if there is room) or some place else.  You can also return papers and exams to students if you prefer (that is your decision; however, unreturned work must be kept for at least one year after the end of the course).
8. Student progress.
We expect you to keep your students informed of their progress/performance in the class by returning work in a timely fashion and giving regular updates on their cumulative grades.

9. Returning student work.
Regular and substantive feedback on student work is essential to the learning process.  Even if exams or assignments are not permanently returned to students, they should still be given ample opportunity to examine them and review the faculty’s corrections and suggestions.
10. Grading and grade distribution.
The CSULA Grading System is as follows:
A
Superior Attainment of Course Objectives
A-
Outstanding Attainment of Course Objectives
B+
Very Good Attainment of Course Objectives
B
Good Attainment of Course Objectives
B-
Fairly Good Attainment of Course Objectives
C+
Above Average Attainment of Course Objectives
C
Average Attainment of Course Objectives
C-
Below Average Attainment of Course Objectives
D+
Weak Attainment of Course Objectives

D
Poor Attainment of Course Objectives
D-
Barely Passing Attainment of Course Objectives
F
Non-Attainment of Course Objectives
CR
Credit
NC
No Credit
I
Incomplete Authorized
IC
Incomplete Charged
RP
Report in Progress
RD
Report Delayed
W
Withdrawal
WU
Withdrawal Unauthorized
In your syllabus you should notify students whether or not you are using plus/minus grading.  The average GPA for the university is between 2.2 and 2.5 for lower division courses; between 2.5 and 2.8 for upper division courses, and about 3.0 to 3.3 or so for graduate courses. Of course, it depends on the size of the course, the nature of the material, the level of the students, and many other variables.  Grade honestly and responsibly; but please do not be too easy. 

To insure that a department receives proper credit for students enrolled in its classes, it is very important that students attending the class are also listed on the class roster.  Prior to the add deadline, please check the final roster you print from GET to insure that all your students are included.  If any name is missing, have the student verify in GET that they have enrolled, inform the department staff assistant immediately, and have the student pick up an add form from the department and fill it out as indicated.  Otherwise, the student will receive an RD grade, and you will have to fill out a grade change form later. 

An incomplete grade should be used rarely.  As stated in the university catalog, “An incomplete grade is inappropriate for failing students.  It is an interim grade designed for students who are passing but who through extenuating circumstances have not been able to complete all or part of the work of the last four weeks of the course.”  If you give an incomplete grade, you must fill out an “Incomplete Grade Agreement Form” signed by both the instructor and student, and submit it to your department.  Please avoid this if at all possible.  Be sure you are available via email or phone for the student to consult with when making up the incomplete at some point during the next year, i.e., do not assign an incomplete if you are going abroad or are not available for consultation.  Once work is completed, please be prompt in changing the grade.  Incomplete grades not removed within the allowed time period will be charged as an F in the grade point calculations.
In 400-level classes you can have different standards and requirements for undergraduate vs. graduate students—in fact this is a good idea.
11. Student opinion surveys.
Required in every class. The office staff will give you the materials at the beginning of the 9th week of class.  You are REQUIRED to leave the room while the students complete the survey. 

Best results are often obtained by doing the survey in the middle of the last or second-to-last class period—do not wait until the end as students will wish to depart and will often do so without completing the survey.  At the same time some of them may show up late the last day, so the beginning of class is also not advantageous. 

A copy of the survey results (but not the original questionnaires, which are returned to you and you alone) will be placed in your personnel file, with the GPA for the class written on the survey results in the upper right corner.

12. Submitting grades.
Faculty are responsible for officially recording student grades.  By university policy, department staff shall not enter student grades.  Grades must be entered in the online grading system by the end of the Tuesday after final exam week in the Online Grading system https://getla.calstatela.edu/.  If you are late, you will have to fill in individual slips with name, student id number, course name, course number, etc., plus the grade, for each student.  Be warned:  This is not very fun!!

13. Student grievances.
For university policy regarding Student Grievance Procedures see Appendix G in the Faculty Handbook http://www.calstatela.edu/academic/senate/handbook/.  We do not have a lot of these, but sometimes students grieve grades—they are allowed to do so only on two grounds:  that your grading is arbitrary and capricious, or that you are prejudiced against them on the grounds of race, religion, gender, etc.  If a student grieves a grade and you do not respond to the grievance, the student wins the grievance. 

The official rules do not permit the chair or department grievance committee to change a grade; only the instructor or the dean can change a grade, and the dean will not do so until the college grievance committee reports, or if there is an appeal, the university grievance committee reports. 

Remember to save student written work for one year after the end of the course.  You can do so in your office on campus (if there is room) or some place else.  You can also return papers and exams to students if you prefer (that is your decision, however, unreturned work must be kept for at least one year after the end of the course).
14. Sick leave.
You earn sick leave.  If you teach one 4-unit course, you earn sick leave at the rate of 4/15th of a day per month.  If you have a break in service for ten months or more, you lose any sick leave you have accumulated.  Also, note that the Faculty Contract, 24.15, stipulates that:
“A full-time faculty unit employee shall be charged eight (8) hours sick leave for each day s/he was not available to work due to an absence chargeable to sick leave. Sick leave shall be charged for each day, exclusive of days on which the campus is closed, from the onset of such an absence until the employee resumes attendance at the campus or until the employee notifies the appropriate administrator s/he is available to resume work. A faculty unit employee shall not be considered to work more than five

(5) days in a seven (7) day period for the purpose of charging sick leave” [emphasis added].
15. Evaluation.
Department policies on the evaluation of lecturers are attached to the bottom of this document. 

We review lecturers for range elevations.  Levels C-D are reviewed by Personnel Committee A in the department (which also reviews Associate Professors for promotion to Professor) and levels L, A-B are reviewed by Personnel Committee B (which also reviews Assistant Professors for promotion to tenured, Associate Professor).

For documentation guidelines in this process see “Department Criteria for the Evaluation of Part-Time Faculty” and “College of Natural and Social Sciences Supplemental File Guidelines” at the end of this document.
16. Meeting with the chair. 

You should meet with the chair on a quarterly basis regarding your progress and your interests in teaching in the future.


      DEPARTMENT

CRITERIA FOR THE EVALUATION OF PART-TIME FACULTY

OVERVIEW:

In accordance with University policy, the       Department here provides part-time instructors with the criteria by which their teaching will be evaluated.  This document lays out both quite specific University regulations binding all instructors (full-time and part-time) as well as articulating broad pedagogical goals appropriate to our own programs.  It is not, though, a roadmap on how to achieve those goals.  The       Department values and appreciates different teaching strategies and encourages creativity in the classroom.

Part-time faculty will be evaluated using four separate instruments: 


▪ course syllabus


▪ classroom visitation


▪ exams, written assignments and papers


▪ student course evaluations

Below, you will find an outline of those four instruments, their requirements and goals.  A key to all teaching, though, is communication.  Towards that end it may be useful to have some insight into the students at CSULA.

Our students differ from the undergraduate population at research universities and even from most other CSU campuses.  Most are first-generation college students whose median age is 22.  Our students bring diverse and unique experiences to the classroom and often have points of reference that differ from more traditional undergraduates.  For many of our students, attending college has been a life-long family dream that they have worked hard to pursue.  In addition to attending classes, most students have jobs and care for family members; some are single-parents.  

Demographically, CSULA students reflect the surrounding community which the campus serves.  In Fall 2006, the student population was 50.9% Latino, 23.2% Asian, 15.7% White, 9.6% African American, 0.5% American Indian, and 16.4% International/Unidentified.  Approximately 32% of incoming freshman in Fall 1996 were native English speakers, compared with 83% at comparable four-year institutions.

Summary of background knowledge for discipline in this department:       
1.0 SYLLABUS

1.1 Required Elements:
Follow University requirements in the Faculty Handbook, Instructional Policies, located at http://www.calstatela.edu/academic/senate/handbook/.  In brief, you should include the following elements (also see above):


▪ course description and outline of objectives


▪ for general education (GE) courses, the area within which the course fits


▪ topical outline of the course


▪ requirements for students: assignments, deadlines, policies and procedures
▪ instructor’s location: office, office hours, telephone number, email, Web site, e.g.

a statement regarding which grading format you will use: plain letter grades or plus/minus


▪ a statement reminding students of University policies regarding plagiarism
1.2 Qualitative Criteria:
Department evaluators will look to see that all required information has been included on the syllabus and, in addition, will look to the syllabus to assess:


▪ the degree to which assignments are clear and explicit

▪ the degree to which the syllabus demonstrates how the different parts of the course (lecture, assignments, exams, e.g.) relate to one another  

▪ the quality of the reading and writing assignments

2.0 CLASSROOM EXPERIENCE
The second mechanism used to evaluate part-time faculty is a visit to the classroom.  At that visitation the evaluator will pay particular attention to three features of the classroom experience: the lecture, the overall atmosphere in the classroom and the nature and quality of student activity.

2.1 Lecture:


▪ lectures must have a clear, articulated purpose within the context of the course


▪ the data within the lecture must be historically accurate

▪ key concepts, terms of art, idiom and unfamiliar cultural references should be explained 


▪ audio and visual aids should be used to good effect

2.2 Atmosphere in the classroom:
Classroom visitors will evaluate the degree to which students are comfortable with the instructor by assessing the overall atmosphere and spirit of the class.  Towards that end, we will look at the following:


▪ what was the nature of student-faculty interaction?


▪ what was the quality of student-faculty interaction; of student-student interaction?


▪ to what extent was there a sense of community in the classroom?

2.3 Student activity:
Since an active-learning component is required by the University, evaluators will also pay attention to the different forms of student participation:


▪ were students taking notes during lecture and/or during discussion? 

▪ was there student discussion of the course content: in small groups, in a large class discussion, interspersed within the lecture?

▪ what proportion of the class participated?

3.0 EXAMS, WRITTEN ASSIGNMENTS AND PAPERS:

Written exams, assignments and papers should sharpen the critical thinking skills and writing abilities of our students.  Evaluators will pay special attention to the following:


▪ what proportion of assignments require writing?


▪ to what extent is the assignment, paper or exam intellectually challenging?


▪ do the major exams and papers require higher-order thinking skills? 


▪ what guidance or instruction was provided?

4.0 STUDENT EVALUATIONS

Student course evaluations for part-time faculty should be in accord with similar evaluations for the full-time faculty.

▪ were scores within Department means?

▪ how well did part-time faculty score on questions 10 and 11 (recommending this instructor to others and evaluating overall teaching ability)




COLLEGE OF NATURAL AND SOCIAL SCIENCES

SUPPLEMENTAL FILE GUIDELINES
These guidelines are intended to assist the faculty in creating a Supplemental Personnel File that is concise and informative.  Supplemental files that are long and overly inclusive are difficult for personnel committees and administrative reviewers to adequately review and evaluate.   Faculty who include the types and amounts of supplemental material described below and key the material to a brief, descriptive narrative for each category should have a supplemental file of reasonable size that may be readily reviewed and appropriately evaluated.

General Recommendations
1. The supplemental file shall include an index, updated vita, and personnel information form (“brag sheet”).  In addition, provide a second copy of these to the Dean’s Office.

2.  Subdivide the supplemental file into the three traditional categories of evaluation (Educational Performance, Professional Achievement, and Other Contributions to the University), organize each of these sections into subcategories and organize chronologically within each of the latter.

3.  Include an index that lists all the subcategories mentioned in Point 2.
  4.  Faculty are encouraged to emphasize accomplishments that pertain directly to work completed while at CSLA, given that these accomplishments will be the basis of decisions on retention, tenure, promotion, and range elevation. 


5.  For promotion of candidates to full professor, the supplemental file should not contain materials that relate to promotion to associate professor, unless the materials relate to work done since the promotion to associate professor.

6.  Supplemental files of candidates for retention shall focus on the period under review.  Work from previous years may be included only if it pertains directly to current activities.  Additional materials from previous years may be requested by the appropriate committee if the committee believes they are necessary.
7.  The period under review for a faculty member for a given RTP cycle is as follows:


Year of Appointment*

Month of file closure
Period under review


1st year (informal review)

April 

Since appointment


2nd year (3rd yr. retention)

October

Since appointment


3rd – 5th years (4th – 6th yr. retention)
January

Since date of last file closure

6th (tenure & promotion)

January

Since appointment
Promotion to Full Professor

January

Since date of last file closure     
*Faculty with one or more years’ credit toward tenure and those being considered for early tenure 

   and promotion should consult with your mentor or Department Chair regarding file-closure date.




Recommendations Specific to the Category A Section

1. Course syllabi and exams should be included for a maximum of four recent courses.

2. For documentation of instructionally related grants and grant proposals, include only the letter of award (if any), the cover page, and the abstract of the project.

3. For documentation of instructionally related web pages include only the homepage with the URL.

4. Supplementary comments from student opinion surveys, if included, should be limited to a few representative comments.

5. Documentation of other instructionally related activity should be limited to one page for each activity.

Recommendations Specific to the Category B Section

1. Reprints of published articles, preprints of articles to be published, URLS for electronic publications, and media (such as videotapes and CD-ROMs) may be included in the supplemental file.

2. For documentation of grants and grant proposals, include only the letter of award (if any), the cover page, and the abstract of the project.

3. Documentation of published books may be included in supplemental file but full texts should be transmitted to the Dean’s Office to be made accessible for review by appropriate committees.   

4. No more than one page should be devoted to a description of work in progress.

5. Documentation of other professional activity should be limited to one page for each activity.

Recommendations Specific to the Category C Section

1. Description of community and/or professional service, including documentation, should be limited to no more than one page for each individual activity.  

2. Committee service, including active service as an alternate, should be briefly described.  State clearly the periods of appointment and of active committee service.  Documentation of outstanding service or extensive work on committee activities may be included in the supplemental file.
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