COLLEGE OF APPLIED SCIENCES AND ARTS

LECTURER INFORMATION SHEET

This is designed to provide general information about your teaching assignment in the College of Applied Sciences and Arts (CASA).  You should also download a copy of the SJSU Lecturer’s Handbook (http://www.fa.sjsu.edu/TempFac/LECT_Guide_07-09.pdf) which provides “an introduction of University policies and procedures”.  In addition, each fall and spring, the Office of Faculty Affairs conducts orientation sessions for new lecturers including information about issues, teaching, and resources available for lecturers on campus.

The Division of Health Professions is a unit within CASA.  It has no tenure line faculty of its own and therefore does not run like a normal department/school.  Faculty meetings are rare and there are no committees.  Theresa Marquez, Administrative Support Coordinator, will be your main contact in the division; all questions should be directed to her or the Director of Health Professions, Greg Payne.  
GREENSHEET (Course Syllabus): You are required to have a greensheet for each class you teach and it must be provided to students at the beginning of the semester.  Each greensheet must be in accessible format and contain: Course title and number, course description and objectives, course requirements, instructor’s name and contact information, and how the student is to be evaluated.  You are encouraged to include your policies regarding late assignments, plagiarism/cheating policy, statement about accommodation of students with disabilities, and a course calendar.  General education courses (HPRF 100W and 135) are approved by a university committee and must contain certain specific items (these are given on separate sheets).  In addition, you are asked to submit an electronic copy to the Administrative Support Coordinator prior to the start of the semester so that it can get posted to the CASA website.  For a complete explanation of SJSU greensheet requirements, consult the Academic Senate Policy F06-2 at: www.sjsu.edu/senate/F06-2.htm.

MAILBOX:  You will be provided a mailbox in MH 433, so that students can submit papers (when the office is open) and CASA staff can leave relevant information for you (e.g., flyers, assessment surveys).  Please check your mailbox each day you are on campus.
TEXTBOOK ORDERS:  Textbook order forms are handled by Administrative Support Coordinator at 4-2903.  She will contact you for your textbook information and submit the form.  Timely responses help ensure that texts arrive on time.
OFFICE HOURS:  Faculty members must schedule and hold regular office hours as part of their workload (normally one hour per week for each course taught).  It is essential that students be able to consult with the instructor outside of class time.
OFFICE SPACE:  Office space with computer, on-line access, and phone/voice messaging system is available upon request.

DUPLICATION:  Photocopying and duplication of material for classes is provided by the Administrative Support Coordinator.   Please give a minimum advanced notice of 24 hours lead time.  If material is extensive (e.g., a course reader), it should be submitted to ASPrintShop for copying and purchase by students (call 924-6291 for more information).
MISSED CLASSES:  If you cannot meet your class (due to illness or other emergency), contact the Administrative Support Coordinator at 924-2900 or 924-2903.  She will message students via MySJSU.
EMERGENCY PROCEDURES:  If urgent medical help is needed, call 911.  University Police will respond and call in the necessary personnel.  If the injury is not critical, but the student is unable to walk, call the University Police at 4-2222.  The university does not carry emergency or medical insurance for students.
CANCELLATION OF CLASSES:  Though rare, a class may be cancelled because of low enrollment, or a lecturer's assignment may be reduced as a result of a full-time or ‘senior’ faculty member 'bumping' a temporary faculty member.  Classes generally are cancelled before the third meeting.  An assigned faculty member is expected to meet their assigned classes until they are officially cancelled.
‘I’ and ‘WU’ GRADES:  Students are to be graded on the basis of the work done for the course.  An incomplete (grade of I) can be assigned when a portion of the required course work has not been completed and evaluated during the semester.  The student must have a reasonable chance of passing the course at the time the incomplete is assigned and should request an “I” (please do not give an I without first conferring with the student).  Instructors must leave sufficient information for assigning the grade in case they are not available when the student turns in his/her missing work.  A grade of WU is assigned when students fail to officially withdraw from or drop the course and failed to complete course requirements.
GRADING AND EXAM POLICIES:  University policy prohibits use of attendance to evaluate a student.  Final exams must be given on the day and at the time indicated for your class in the Schedule of Classes (i.e., during finals week).  The class must meet during the scheduled final time.  Exceptions to this must be approved by the Director of Health Professions prior to the last week of the semester.
END OF SEMESTER:  At the end of the semester your completed grade roster(s), a copy of your greensheet(s), and your grade book(s) must be turned in to the Administrative Support Coordinator in MH 433.  Your grade book is a legal document.  You may post grades so long as individual students cannot be identified; you may NOT post grades using students' social security numbers.
CHANGE OF GRADE:  University policy allows instructors to change grades only when an administrative or other error has been made.  Clearing an incomplete requires evaluation of the missing student work.  Change of grade forms are available from the Administrative Support Coordinator in the Dean's Office.  Clearing an incomplete requires evaluation of the missing student work.
EVALUATION OF TEACHING:  Two types of evaluation are possible: SOTE (Student Opinion of Teaching Effectiveness) and peer observation.  Two SOTE evaluations are required for each faculty member during each Academic Year.  It is recommended that faculty ask for at least one SOTE evaluation during the fall semester.  These evaluations are to be administered by a student proctor while the instructor is out of the room; this process takes approximately 10 minutes.  The Director of Health Professions will arrange peer evaluations.  Another faculty member will observe at least one teaching session and complete an evaluation.
YEARLY EVALUATION:  The director of Health Professions is required to evaluate all temporary part-time lecturers once each year.  All evaluations of teaching (SOTE and peer) plus any other documents submitted by the faculty member (e.g., Annual Summary of Achievements) should be submitted to the Administrative Support Coordinator.  After reviewing these documents, the director will meet with each faculty member individually.  All materials reviewed are submitted to the Dean and become part of the appointment process and the employee's permanent record at SJSU.
END OF CONTRACT:  When your relationship with the University ends, you will need to complete a clearance procedure before your final paycheck is issued.  The Administrative Support Coordinator will assist you with this procedure. 
PLAGIARISM:  Here are two strategies for identifying plagiarized material.

Use a search engine:  When you are suspicious that written work may not be that of a student, pick a string of words, at least 7 or 8 words (does not need to be a complete sentence), that sound as though they might have been written by someone else.  Pick a word string that is unique to the subject of the paper.  Put the word string in quotes in your search engine; Google is supposedly best since it is a meta-engine, and includes other engines in its finding.  What comes up are only those web references that include every word in the search box, in the order within the quotes.

Use TURNITIN – a web-based service provided by SJSU.  As an instructor you register your class at the web site and give students a password for the class.  They turn papers in using cut and paste method on the web-site.  Turnitin then searches the web for matching references.  You are sent a copy of the paper with information about whether the information is unique or not and, if not, the web sites from which the information was copied.  See Turnitin.com – How to begin! for instructions.
GENERAL EDUCATION COURSES:  These courses are subject to special guidelines.  They must be assessed on a regular basis, and the changes that result from assessment are reported to the Board of General Studies (BOGS) which certifies GE courses for continuance.  For courses with multiple sections (e.g., HPRF 135 and HPRF 100W), instructors are expected to participate in assessment meetings and activities as part of their workload.  There will be one to two meetings each semester.  In addition, GE instructors are expected to administer assessment tools and respond to requests for assessment and teaching strategies that work, including completion of an Instructor Summary Report and a Course Evaluation form.
FORMS:  You might be interested in seeing (ask Administrative Support Coordinator for these):

· Change of Grade Form

· Annual Summary of Achievements Form

· Peer Evaluation Form

· S98-1 Senate Policy on Academic Dishonesty
· Instructor Summary Report Form

· Course Evaluation Form
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