Orientation Packet for New Part-time Faculty

and Teaching Associates

Fall 2006
Welcome to the Human Communication Studies Department for the Fall 2006 semester at CSUF. This orientation packet has been designed to give helpful information you will need regarding the department and procedures to make this semester a great experience for everyone.

The Human Communication Studies Department (CP-420-1) includes two majors:  Speech Communication (Communication Theory and Process or CTP) and Communicative Disorders (CD). There are 25 full-time faculty and over 50 part-time faculty for the Fall 2006 semester. Dr. Kurt Kitselman is the Department Chair.  The current department office staff consists of our administrative support coordinator, Annette Bow, one administrative assistant, Ramona Rose, and one student assistant, Hiromi Motozuka. The department also maintains the Speech, Language, and Hearing Clinic (CP-150) with a part-time Clinic secretary, Kiyo Young, and a CD graduate assistant.

Information has been put in alphabetical order under these categories:

	Adds and Drops
	Copying
	Oversized Mail

	Andersen Research Center
	Department Workroom
	Parking

	Audiovisual Equipment
	Disabled Student Services
	Paychecks

	Changes for Classes
	Faculty Lounge
	Posting Student Grades

	Check-In Procedures
	Final Grade Sheets
	Receiving/Returning Papers

	Check-Out Procedures
	Keys
	SRIs (Student Rating of Instructor)

	Class Lists
	Lost and Found
	Technology Cabinet Training

	Class Syllabi
	Mailboxes
	Textbook Copies

	Classrooms
	Office Hours
	Whiteboards

	Computers/Printers
	Office Supplies
	

	Confidentiality
	Outgoing Mail
	


ADDS AND DROPS.  
Adding Open Sections: All admitted students will be required to use the TITAN telephone system and TITAN online for ADDING during the first week of classes.  
Adding Closed Sections: The “Permission to Add HCOM Course” form must be completed for every student that you are granting permission to add your class. You can get these forms from Ramona’s front counter, or instruct your students to do so.
Dropping: All students will be required to use the TITAN telephone system and TITAN online for DROPPING during the first two weeks of classes.  

If the student does not attend the first day of class, it is the student’s responsibility to notify the instructor or departmental office within 24 hours. If not, the student may be dropped administratively by the instructor. Instructors may DROP students by following the instructions included with your class list. However, it is ultimately the student’s responsibility to formally DROP through TITAN Registration. Please stress to students that they should never rely on an instructor to drop them for not attending class.

UNIVERSITY EXTENDED EDUCATION (UEE): “Open University students” are non-CSUF students taking classes during fall and spring semesters. These students must ADD and DROP by paper ADD forms for the entire ADD and DROP process. We do not do permits for these students. If you have room in your class and wish to allow students to add, please “permit” (with the form) the regularly matriculated students first. If you still have room and can handle the additional students, sign the UEE students’ add forms and send them to the department office for Dr. Kitselman’s approval and the department stamp.
ANDERSEN RESEARCH CENTER (ARC). The ARC is located in CP-420-12. The ARC is currently being renovated. We hope to have the ARC open for use some time during the Fall 2006 semester.
AUDIOVISUAL EQUIPMENT. The department has several camcorders with tripods and one VCR/monitor system on a cart (located in CP-460A). To reserve a piece of equipment, sign up on the calendar in the workroom, CP-410. You must pick up and return the equipment to CP-460A the same day. Check with Annette or Ramona for further instructions.
CHANGES FOR CLASSES. For ANY change you have planned in advance (such as another person covering for you, meeting at a different location, etc.), fill out a NOTICE OF CLASS CHANGE form in the department office and return it to Annette or Ramona. In the event any students or other person may have been misinformed or uninformed about the change, the department will be able to give the correct information. The instructor should also post a note on the classroom door for these students.
If you are ill and are unable to teach your class or hold office hours, please call the department (714-278-3617) so a cancellation notice can be posted on your classroom door/office door. Please do not leave a message on Annette’s or Ramona’s private extension. The main extension is checked by whoever is in the office that day. A message left on a private extension may not get retrieved the same day.
CHECK-IN PROCEDURES. For new TAs and part-time faculty, a CSU-1 (application) form must be filled out and returned to Annette before contracts can be signed. Completed contracts will be placed in your mailbox, so you are encouraged to check your mailbox frequently. When you receive your contract, read it carefully, verifying that all information is correct, including your social security and address information. If there are any discrepancies, please report them to Annette. If the contract is accurate, take it to the Dean’s office (CP-450). Contracts are to be signed in the Dean’s office.
After the contract is signed, you will need to take your copy to Human Resources (CP-700) to sign in. You will be asked to show your social security card and driver’s license (or passport) in Human Resources. You must complete the paperwork in Human Resources (CP-700) if you wish to receive your paychecks! 
CHECK-OUT PROCEDURES. All part-time faculty will need to process a Property Clearance form at the end of the semester. This form is available in the department office. Signatures must be obtained at each of the offices listed. Your last stop should be the Library, which will forward the form to Human Resources you’re your instructions about how you want your final paycheck handled. This form should be filled out at least two weeks in advance of the final paycheck or the paycheck may be delayed in Payroll.

Teaching Associates who are Forensics Assistants and will not be returning for the following semester will need to fill out the form at the end of the semester to make sure the fifth and final paycheck will be available.

CLASS LISTS. First day class lists will be distributed (check your mailbox) as soon as they arrive in the department office. Mini-census class lists and Census class lists will follow. Please be sure to read the memo that will accompany each class list for instructions. Please check carefully to be certain that all of your students are listed on your class list(s), especially the final class list—Census. Since students will be adding (first week) and dropping (first 2 weeks) through TITAN, the series of 3 class lists you will receive may not reflect the current enrollment in your class. All adds/drops after the first 2 weeks will require your signature. 
CLASS SYLLABI. A black and white copy of your class syllabi must be on record in the department office.  Please give copies of all class syllabi to Ramona by the end of the first week of class. You may drop a copy in the “SYLLABI” tray on the table in the workroom. 
CLASSROOMS. Classrooms should be unlocked when you arrive and you should leave them unlocked when you leave. Any classrooms that have more valuable equipment or electronic systems should be locked (i.e., CP-470). Get the key from one of the secretaries to open the door. 
COMPUTERS/PRINTERS. Each part-time office is equipped with a computer and a printer. If this equipment is not functioning, please call the Help Desk (ext. 7777). Also alert the department office staff that you have called for service. If you need a new printer cartridge, check with the staff to see if we have that cartridge in stock. 
Storing documents on the hard drive: The Help Desk has requested that part-time instructors not store their files on the hard drive as the Help Desk will not be responsible for those files when CPUs are upgraded. If you do choose to leave any documents on the hard drive, please make certain you have a back-up copy.
CONFIDENTIALITY.  Any paperwork with student identification numbers must be handled with confidentiality and placed inside a regular or manila envelope. No student should be able to look at another student’s work or identification number. Used manila envelopes are available in the workroom in the large mailbox, bottom row, second from left. Students will not have access to the workroom, so please make arrangements with Annette or Ramona to leave any materials for students in the main office. There is a student pick-up tray on the top of the file cabinet on the left just inside the main department office (CP-420-1) door. Please use this for envelopes addressed to one or two students. If you have an entire class of materials that individual students will be instructed to pick up, please place these in a box or tray and leave them on the file cabinet. Please make certain that the box or tray is marked with the course number, section number, and instructor’s name (“HCOM 100, section 36, Khurana”). Please inform Annette and Ramona if you are leaving materials for student pick-up.

COPYING.  Your photocopying privileges will be for the Lanier LD151 and LD160 (the two copiers on the east and south walls of the workroom—CP-410). Your code will be the last four digits of your social security number. After the schedule of instructors is set, Ramona will input the codes and place a memo in your box notifying you when your code is activated. If you need to make copies prior to that, ask one of the office staff and they will put in the department code. The other two machines in the workroom belong to Radio-TV-Film and Communications departments. Your codes will not work in those machines.
Please restrict your use of this machine to photocopying for the classes you are teaching, NOT the classes you are enrolled in. Because of budget constraints, the Department needs to reduce copying and paper costs, so it is recommended that every instructor use Blackboard to disseminate classroom materials whenever possible.
Any copying for classes done outside the Department of Human Communication Studies will not be reimbursed.  

DEPARTMENT WORKROOM. Our workroom (CP-410) houses the departmental copiers, as well as faculty mailboxes and paper supplies. We share this workroom with the Communications Department, so please be considerate and clean up after using the copier or checking your mailbox. The departmental machines are on the south and east walls. As noted earlier, the copier available for your use will be on the south wall. Copy paper is located in the bottom cabinets on the side of the workroom or under the work tables. This paper is for use by both departments. If you need assistance with the equipment, please ask a staff person. Please ask non-departmental persons to wait outside the workroom.
DISABILITY RESOURCE SERVICES (DRS). You will be receiving a memo about Disability Resource Services in your mailboxes. Students who are planning to use the DRS must go to that office to identify themselves and will need to give their instructors an accommodation letter for each accommodation needed. For each test to be taken at DRS, the student must first bring the instructor a letter for signature.  Instructors may leave tests in the department office for pick up by DRS or take the tests directly to DRS (UH-101, ext. 3117).

FACULTY-STUDENT INTERACTION LOUNGE. The Faculty-Student Interaction Lounge is located in CP-462. Please use this area rather than socializing in the workroom (CP-410), or the department office (CP-420-1). There is a refrigerator, microwave, table, chairs and a sofa in the lounge. If you want to use the refrigerator/freezer, please sign up on the list attached to the front of the unit. Everyone using the refrigerator/freezer will be expected to take a turn cleaning it. You will be notified when it is your turn. If you choose to sign up, we request that you not leave your food in past its edible date. Be warned that your food, including container, will be tossed if it begins to smell or grows fur.
FINAL GRADE SHEETS. Final Grade Sheets will be distributed in your mailboxes before the Final Exam. They must be returned according to the deadline in the instructions that are enclosed with the grade sheets. If you return them by the deadline to the department office, the grade sheets will be taken over to the Admissions & Records office (LH-114). If you do not meet the department deadline, you must take them to LH-114 yourself, but please inform Ramona (or Annette) that you have turned them in.  
After you have filled in the grades (letter grade or CR/NC), bubbled in the grade, and signed your name at the bottom, separate the white, yellow and pink sheets. Return the white and yellow copies (in the envelope provided) to Ramona and keep the pink copy for your records. You must also complete the white form for recording WUs (unauthorized withdrawals). Please follow the instructions on the form (making certain to sign at the bottom) and place the form in the envelope with the white and yellow grade sheets. Please make certain to remove the entire perforated strip on the sides of the forms. 
If the department office is closed, please place the grade sheet envelope in the “SRI/Grades Drop-off Box” located at the bottom, left-hand side of the mailboxes.
KEYS. Ramona will be assigning offices after she has received all of the office hours.  Please see her the first week of class to pick up your key. You will receive one key that will open your office, the workroom, and the faculty lounge. You are expected to turn in the key at the end of the semester.
LOST AND FOUND. If anything (purse, glasses, etc.) is left in the classroom, please bring the item(s) to the department office and indicate what classroom it was left in.  The custodians usually do not remove any items that are left in the classrooms.

MAILBOXES. Mailboxes are assigned to all faculty on the south wall in CP-410.  Teaching Associates’ mailboxes are in semi-alphabetical order on the right side of the mailboxes. YOUR STUDENTS ARE NOT ALLOWED TO HAVE ACCESS TO YOUR MAILBOXES. There is a Student Drop-off Box inside the department office on the file cabinet to the left inside the main door. If you have papers or projects that your students are instructed to turn in to the main department office, please inform us, and provide a container with your name, course number, and section number on it.  
OFFICE HOURS. You are required to have one office hour for every 3 units of instruction. At the TA orientation, Dr. Hayes will provide an Office Hours Schedule. As soon as you know your class times and office hours, please write these on the form and return the completed form to Ramona. It is imperative that Ramona get your office hours ASAP so she can assign every TA to an office. If there are unavoidable conflicts in office hours scheduling, Ramona will contact the persons involved and see if alternative hours can be worked out. 
OFFICE SUPPLIES.  Please see Annette, Ramona, or Hiromi.

OUTGOING MAIL. Outgoing off-campus mail is to be placed INSIDE the large black zippered bag that is located on the large shelf on the far left, middle bottom (south wall) marked “Off-Campus Mail.” All personal, off-campus mail must be stamped with the appropriate amount of postage. All off-campus business related mail will be handled by the mailroom. Mail is sent “First Class” unless otherwise indicated.

Intra-campus mail should be placed in goldenrod intra-campus mail envelopes and also placed on the shelf (“Campus Mail”) to the left of the black bag. DO NOT PLACE INTRA-CAMPUS MAIL IN THE BLACK BAG!!  When using intra-campus envelopes, remember to cross out any other addresses on both sides and clearly indicate the name, department, and room number of your addressee.

OVERSIZED MAIL. If you receive something that is too large for your mailbox, a note will be placed in your mailbox to inform you it is in the large mailbox on the shelf below “Campus Mail/Off-Campus Mail,” or on the counter on the north wall if it is too large for the “Oversized Mail” shelf. The package will also be labeled with your name in large letters so you can locate it easily.

PARKING.  The following parking information is taken directly from the Parking link on the Faculty/Staff portal:

“Teaching Associate Parking Privileges - Teaching associates (classification code 2353, 2354) are eligible to purchase the Non-Restricted semester or payroll deduction faculty/staff parking permit at Parking & Transportation Office (T1400). Graduate assistants and student assistants may only purchase student permits at titan on-line during registration or at Student Financial Services (UH-180).

“Permit Sale Location - F/S semester and payroll deduction permit sales are ONLY sold at the Parking & Transportation Office, 7am – 5pm, Monday – Friday and 5pm – 7:30pm, Monday – Thursday, at the Visitor Information Center.

“Identification - to determine employment status and parking permit eligibility, a CSUF TitanCard or acceptable photo I.D. must be presented at the time an employee purchases a permit. CSUF People Directory will be used to verify employment information. F/S permits will NOT be sold if employment status cannot be verified at the time of purchase. Associated Students Inc. and University Foundation employees must present written documentation acceptable to Parking & Transportation, from ASI Human Resources or Foundation Human Resources, stating the employee is for faculty/staff parking privileges.

“For questions regarding faculty/staff parking, please call Parking & Transportation Services at 714-278-3082 or via email at parkingassistant@fullerton.edu. For questions regarding CSUF People Directory, contact IT at people@fullerton.edu.”
When parking on campus, be sure to have your parking pass visible at all times because the Parking Office will give out tickets for not having your parking pass or for parking in the wrong location.

PAYCHECKS. Paychecks or direct deposit pay vouchers will be picked up by one of the secretaries and will be ready for distribution in the mailboxes by 4:00 p.m. on payday.

Payday is once a month. Typically, if the last day of the pay period falls on Saturday, payday will be on Friday.  If it falls on Sunday, payday will be on Monday. Teaching Associates and part-time faculty and staff can use direct deposit if they have over eight hours of vacation accumulated. If you want to know if you qualify for direct deposit, or want to arrange for direct deposit, go to the Payroll office (CP-320) to get your questions answered and/or complete a “Direct Deposit Application.” (Note: it takes 30-45 days to process the application.) 
POSTING STUDENT GRADES. You may want to post student grades outside your office, however, it must be done anonymously. Please do not under any circumstances use the complete student ID number. If students wish to know their grades at the end of the semester before grades are available online, the students must provide the instructor with a stamped, self-addressed postcard or envelope.  

RECEIVING/RETURNING PAPERS. Please encourage your students to pick up or drop off papers during your class period or see you during your office hours. If students wish to receive their papers back at the end of the semester, have them provide you with a large, self-addressed envelope with appropriate postage that can be mailed to them. You are required to keep papers up to one year.

When students turn in any papers to the “Student Pick Up Tray,” have them include the instructor’s name as well as the student name on the paper. This will ensure that papers get to the correct mailboxes. It also helps the students learn the names of their instructors! If you need to have the papers date/time stamped, please inform the department staff.

STUDENT RATING OF INSTRUCTION (SRIs). Student Rating of Instruction will be administered at or about 3 weeks before Final Exams. The SRIs must be done before Final Exam week and must be administered by another faculty person. Instructions will be included in the SRI envelope. PLEASE ASSIST THE OFFICE STAFF BY CHECKING THE COURSE NUMBER AND SCHEDULE CODE NUMBER ON THE LABELS OF YOUR SRI PACKETS. We do our best to ensure accuracy, but the sheer volume of numbers involved increase the possibility of error. When administering others’ SRIs, please encourage students to write comments. Place ALL forms inside the envelope and return to Ramona. (After hours, please use the “SRI/Grades Drop-off Box” in the workroom.) 

And please remember to pick up and return all pencils! 

All SRIs are confidential and are kept in locked file cabinets. You may look at them after your final grades are turned in, if the forms are still in the department office.  You will receive a printout with your own information. If you have any questions regarding the printout, please see Dr. Kurt Kitselman if you’re a part-time instructor or see the Basic Course Coordinator, Dr. Javette Hayes, if you are a Teaching Associate.

TECHNOLOGY CABINET TRAINING. In order to have access to the technology cabinets on campus, you must complete the Technology Cabinet Training. Call 714-278-2621 to obtain the dates/times for training sessions. Be sure to take a copy of the yellow “Key Request” (in your orientation packet envelope and on Ramona’s counter) with you to the class. Please note that each building requires a different key to open the technology cabinets. So, if you are teaching in two different buildings, you will need to request a key for each building.
TEXTBOOK COPIES. TAs:  New Teaching Associates will pick up their textbook and orientation materials from the department office (CP-420-1), or during your orientation. Dr. Hayes will let you know when those materials are ready to be picked up.
Part-time Faculty: A desk copy will be ordered for you. The book will be placed in your mailbox when it arrives. If you need another copy in the meantime, we will help you contact the full-time faculty who usually teaches the course, or you can show your Titan Card at the Titan Shops Customer Service desk and check out a book on consignment. If you get a copy from Titan Shops, DO NOT WRITE OR MARK IN IT as the book will need to be returned to Titan Shops after you have received your desk copy. If the book is not returned or is damaged, you will be charged for the book. 

WHITEBOARDS. Whiteboards have been installed in most of the instructional rooms on campus. Please see Annette or Ramona for an Expo whiteboard marker. PLEASE DO NOT LEAVE THE MARKER IN THE CLASSROOM. Keep the marker in your book bag or briefcase. If the marker dries out or if you need different colors, please contact Annette or Ramona. There is also a spray bottle with whiteboard cleaner in the department office if your whiteboard needs cleaning.

We hope this information will be helpful and answer some of the most asked questions.  If you have any other questions or concerns, do not hesitate to ask.  The department is usually open from 8:00 a.m. to 5:00 p.m. Monday through Friday, except when the campus is closed.  If you have any suggestions for additional information to be included in this packet, please write them down and give them to Annette or Ramona.  Thank you, and have a wonderful semester!
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