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ADMINISTRATIVE INFORMATION



CENTER FOR FACULTY DEVELOPMENT
http://www.sjsu.edu/cfd/


FACULTY ID, PAYROLL & BENEFITS
Contact Human Resources (4-2250, UPD 3rd floor) to have your Tower Card (Faculty ID) issued and to complete any additional payroll information they may require.  Be prepared to supply identification in the form of your drivers license and social security card, or passport.  

HR is also where you will fill out paperwork for your health, dental, vision and pension benefits as well direct deposit for your paycheck (bring a voided check).  Your first paycheck will be issued approximately October 1st.  Check the HR website http://www.sjsu.edu/hr/ for more information.

MySJSU (http://my.sjsu.edu/) is the main portal for managing all of your class schedules, rosters and personal information (benefits, payroll, etc.).  Use your SJSUOne log-in information.


KEYS & OFFICES
Offices are assigned by the Chair.  Prior to your arrival, the office staff will have requested a set of keys for you.  The keys open your office and and FO 124 (mailboxes, copier, network printers). You will also be issued a key card for the Faculty Offices Building.  You will need your Tower Card to pick up your keys at the Key & Lock Shop (408-924-7100), located on Tenth Street behind the ATM’s near San Fernando St.  If you lose a key, notify the department immediately.  The building is locked every night at 10pm and is not open on the weekends (unless you have a key!).  If you lock yourself out of your office, see the office staff to let you in.  If it’s outside department hours, call the University Police for help http://www.sjsu.edu/police/


PHOTOCOPYING & MAIL
All Faculty have access to a photocopier in the mailroom.  One of your keys should unlock this door.  The door needs to remain locked. You will be allotted a certain number of photocopies each semester.  You can keep track of this number when you key in your personal code (supplied by the English Dept. office).  Use the ‘scan to email’ feature where possible.  
	
Inter-office and off-campus mail should be placed in the respective basket below the mailboxes.  To send inter-office mail, use one of the large grey envelopes.  To ensure prompt delivery, use the extended zip code.  For instance, the English Department’s extended zip code is 0090.  


COMMUTING PASS OR PARKING STICKER
You can purchase an ECO pass which gives you access to all Santa Clara Valley Transportation Authority buses and light rail.  The ECO pass is attached to the Tower ID (your faculty ID).  http://as.sjsu.edu/asts/index.jsp?val=eco_overview

If you drive, you will want to purchase a parking sticker.  There are various options (semester, yearly) http://www.sjsu.edu/parking/ 





PHONES & VOICE MAIL
When dialing a University phone number from on-campus, you only need dial 4 and then the last 4 digits of the phone number, e.g., 4-4475.

When the red light is blinking on your phone, pick up the receiver.  You will get a “voice mail” prompt.
· Press *5.  The phone will ring and prompt you for a password.
· The default password is the last four digits of your campus phone number (this can be found on the window on the phone cradle or by dialing #*113)
· You will receive a prompt asking what action you would like to take.  Below is a legend of the action prompt buttons:

· “P” to play message
· “A” to answer
· “G” to give to another user
· “K” to keep
· “D” to discard
· 
You can also check your voice mail when you are away from your office.
· Dial 408-924-1009.
· Enter your five-digit office phone extension (i.e., 4-4425).  When your automated voice message comes on, press star (*).
· The automated message will prompt you for your password (a four-digit number).
· You will receive a prompt asking what actions you would like to take.  Use the legend above as a reference.


COMPUTER EQUIPMENT
The Department supplies a computer for your use.  Staff will assist you with network login information.  Printing is done through the department network printers, which are high-speed laser jets located in the mailroom.  For any other equipment, please speak with the Chair.


EMAIL ACCOUNTS, SOFTWARE 
ITSS (http://www.sjsu.edu/itss/ ) oversees the University Help Desk as well as software licensing, Tech support for the colleges of Humanities & the Arts and Social Work, hardware/software repair for your office computer, troubleshooting printing problems, and general computer/network problems.  If you’re having problems, either call 4-2399 or send an email from the online form.

The University Help Desk (http://www.sjsu.edu/helpdesk/) offers help with frontline IT support to faculty, staff, and students, wireless/laptop internet access, freeware/Shareware technology, including SJSUOne email. Follow the instructions on the screen to finish with the application process.  You will eventually need to present your Tower Card to the University Helpdesk and create a password.

· To set up an SJSUOne account: 
· Log on to http://www.sjsu.edu/sjsuone/ 
· Under “Quick Links,” click on “Launch the SJSUOne Application”
· A new window should pop up.  Under “Quick Links,” click on “Activate My Account.”
· Enter the required information.  Your password must contain a combination of letters, numbers, and at least one symbol.  When prompted, answer five of the required questions to activate your account.
· Click “Edit” to type in your responses and “Update” to save your entered information. 


The University has several site licenses for software.  If you need something, don’t purchase it through the Student Bookstore (where you’ll get a modest discount).  Instead, review the software that’s licensed by the University.  If it’s not there or is not freely available, ask the Department Administrator.  (Purchasing of software is also a valid use of a grant, too!)


DEPARTMENT LISTSERVS
We use three different Listservs to serve various audiences. To unsubscribe to a listserv, consult the monthly email that you receive with your password.  To post to a list, follow the directions in your welcome letter or your monthly email update.
1. EngDept-L: An announcement-only listserv for the English Department's undergraduate students (moderated). Types of announcements include events, scholarships, and department happenings. Approximately 350 students are subscribed to this list as well as some faculty. Before posting, be sure that your posting is appropriate for this audience. http://lists.sjsu.edu/mailman/listinfo/engdept)  
2. EngGrad-L: An announcement and discussion listserv for the English Department's Graduate students (MA & MFA) (not moderated). Types of announcements include events, fellowships, teaching opportunities, department happenings, calls for papers, conferences, research opportunities. Often, both faculty and graduate students are subscribed to this list so be sure that your posting is appropriate for this audience.  http://lists.sjsu.edu/mailman/listinfo/enggrad)  
3. FacultyEngDept-L: An announcement & discussion list for the English Department's Faculty only (not moderated). Types of announcements include events, student/department happenings, and general discussion among the faculty. All faculty are subscribed to this list.  http://lists.sjsu.edu/mailman/listinfo/facultyengdept)


INSTRUCTOR ABSENCE
Please notify the English Department as soon as possible if you anticipate being absent.

Sick Leave: 
Please call the department office to let us know you will be cancelling class.  Let staff know if you need a sign placed on classroom doors.  Please be sure you tell us the course title(s), section number(s), and location(s) of your classes.  You should also notify your students by email as soon as possible.  It is imperative that the office know if your class is cancelled.  In case of emergencies, the college may need to know how to locate a student.

Sick leave is accrued as if you were on campus five days per week. When you call in sick, you are considered on sick leave until you are available to return to campus.
For example, with a MW teaching pattern, if you call in sick on Monday and do not return to campus until Wednesday you are considered on sick leave for Monday and Tuesday; with a TR teaching pattern if you are sick on Thursday you are considered on sick leave Thursday, Friday and Monday, or until you are available to return to campus.  If you missed both Monday and Wednesday (or Tuesday and Thursday) you would be considered on sick leave for the week or 5 days.

The rate at which time is charged is dependent on FTE's. For example, someone teaching 2 classes for .40 FTE's would use 3.2 hours per day.

http://www.sjsu.edu/facultyaffairs/docs/FR_Guide_Full_09-11ATI.pdf
(see page 30)

http://www.calstate.edu/LaborRel/Contracts_HTML/CFA_CONTRACT/article24.shtml
(see section 24.15)

TRAVEL REIMBURSEMENT
The Department may provide travel reimbursement depending on budget conditions.   In addition there may be grants to help with travel expenses.  As soon as you know your travel schedule, you must request and receive authorization to travel regardless of funding and reimbursement.  Currently you must receive advance authorization at least 2 weeks prior to domestic and 60 days prior to international travel.
For additional policy information:
http://www.sjsu.edu/pass/docs/ap/info/travel_guide.pdf

All authorizations and expense reimbursements are requested online.  Go to my.sjsu.edu, under the Employees Heading select Apps/Databases and from there select FTS.  Contact the department administrator for assistance with department ids and chartfields.


FACULTY AFFAIRS OFFICE & RETENTION, TENURE & PROMOTION (RTP)
http://www.sjsu.edu/facultyaffairs/
This site has RTP schedules & documents (this is your review process).  


CALIFORNIA FACULTY ASSOCIATION
http://calfac.org/ 
This is the union that negotiates all contracts for faculty.  Membership in the union first and foremost means that you have a vote in union issues, especially contract negotiations.  The union is also obligated to supply an attorney if ever you need one for a dispute.  If you have more questions, talk to our department’s union representative.



















ACADEMIC INFORMATION



Your resource for all academic support is The Center for Faculty Development.
http://www.sjsu.edu/cfd/
 

SYLLABUS (AKA GREENSHEET)
At SJSU, we often refer to a syllabus as a “greensheet” because it was traditionally printed on green paper.  You are obligated to create and make available a syllabus to all of your students before the first day of class.  It is strongly encouraged that you make syllabi available electronically instead of distributing hard copies.  You can either post syllabi to your website or forward it to the English department to be posted on the department website.  If you post to your own website, please remember to forward an electronic copy to the department as we are required to archive a syllabus for each and every section of every course offered each semester.
Review the following for samples and for information as to what is required on every syllabus:
http://www.sjsu.edu/english/forms/greensheets/
http://www.sjsu.edu/english/community/faculty/rqrdsyllabiinfo/


ORDERING YOUR BOOKS
Spartan Bookstore (http://www.spartanbookstore.com/home.aspx) where you can order your textbooks through an online form.  You may also use online bookstores or other sources for books.  The Associated Students Print Shop can put together a course reader for student purchase.  There are other off-campus print shops as well.


STUDENT ROSTERS, ATTENDANCE, STUDENT LATE ADD OR LATE DROP
The Department does not supply your class rosters since MySJSU supplies all of this information.  Simply log into your account and print out both the roster and the add codes.  You’ll distribute these codes to students who would like to add your class during the first week of the semester.  Do not over-enroll your course.  Contact the department office if you think you need to go over your course enrollment cap.

It is University policy that grades may not be penalized for attendance (or lack thereof).  For this reason, an attendance clause on a greensheet can simply be replaced with a participation clause.  http://info.sjsu.edu/web-dbgen/narr/catalog/rec-1544.html

At a certain point prior to the start of the semester, registration for courses closes.  For this reason, you will have students requesting to add your course during the first, second and third weeks of classes.  To add a student, simply provide them with one of the add codes from your roster.  Keep track of the codes that you’ve distributed to avoid over-enrollment.  

A student who has missed one or more days of classes during the first 5 days of the semester can be subject to an Instructor Drop.  Simply print your roster, draw a line through those names to be dropped and initial each line.  Give the roster to department office staff for processing.  This is especially helpful in very popular courses where space is limited.  (Also, students sometimes forget to drop a course.)

At SJSU, students are not allowed to drop a course after 3 weeks of the semester have passed unless there are extraordinary circumstances.  In this case, students must file a formal petition by filling out a form, obtaining your assessment and submitting it to Academic Advising. See here for valid responses to drop late in the semester:  http://www.sjsu.edu/aars/policies/latedrops/policy/

OFFICE HOURS
You are expected to hold two fixed office hours per week when you are physically in your office.
That is, two hours per week TOTAL, not per class section.
Those with less than four classes can pro-rate, but must have no less than one hour available per week.


STUDENT EVALUATIONS (AKA SOTES)
You will receive a form requesting which class you would like to have students evaluate at the end of the semester.  According to our new union policy, faculty are required to perform student evaluations in 2 courses per academic year.  


STUDENT PICK-UP/DROP-OFF
Students are not allowed into the mailroom for security reasons.  Instead, they may drop off papers, etc., to the Department Office.  A staff member will date and time stamp the material and leave it in your mailbox.  For bulky end-of-the-semester portfolios (pick-up or drop-off), the English Department can create a box for your classes with advance notice.

The Department Office has a small 2 drawer file cabinet specifically for student pick-up.  


THE WRITING CENTER
The Writing Center is run by Prof. Linda Mitchell (English) and offers several types of service to help your students with any kind of writing: http://www.sjsu.edu/writingcenter/.  In-class sessions as well as individual tutoring are available.  


KING LIBRARY
http://library.sjsu.edu/
Our library is unique in that it is combined with the San Jose Public Library 

English Dept. contact: Toby Matoush (Toby.Matoush@sjsu.edu)

Your Library card is separate from faculty ID; apply for library card in the library or online, but you must pick it up in person. http://library.sjsu.edu/get-library-card/get-library-card-0.
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