School of World Studies (SWS)

Virginia Commonwealth University

Instructor Handbook (1/08)

SWS Quick Facts

· Web site:  http://www.worldstudies.vcu.edu

· Location:  Lafayette Hall, 312 N. Shafer Street.  Administrative offices and the Advising Office are located in the basement of Franklin Gym, 817 W. Franklin 

· Phone:  827-1111, Fax: 827-3479

· Main Office and Advising Office hours:  8:30 - 4:30 Monday through Friday

· Current undergraduate majors:  Anthropology, French, German, International Studies, Religious Studies, Spanish

· Most information from the School will be conveyed by email to your VCU email address – make sure to check it regularly.

· Mail boxes are located on the second floor of Lafayette Hall

· School meetings held every 3-6 weeks during the academic year.  Attendance by adjunct faculty is optional but regular attendance keeps you informed of developments and allows you full voting rights in the school.

· The program in which you teach will also hold regular meetings, which you are invited to attend; your Program Coordinator will provide more information.

· Office, phone, and computer.  For adjunct faculty, these will be shared resources, contact Lee or other members of the administrative staff for information.

· Copier usage:  You will be given an individual copier code to use for the copiers in Lafayette Hall and the Annex (last 4 digits of your SSN).  You have a quota of 500 copies per semester; see the Appendix for more information.

· The World Studies Media Center is located on the fourth floor of Hibbs Hall (424) and provides a variety of media and technology services, including a state-of-the-art Language Lab, high-end video editing capabilities, access to world-wide televisions stations, a film collection, and a variety of software.
School Administration
R. McKenna Brown, Director

Franklin Gym, Suite B-16, mbrown@vcu.edu, 827-1113

R. Godwin-Jones, Associate Director

Franklin Gym Suite B-16, rgjones@vcu.edu, 827-3403

Osama Alami, Assistant Director for Operations

Franklin Gym, Suite B-16, oalami@vcu.edu,  827-3422

Jessica Lonnes, Advising Coordinator


Franklin Gym, Suite B-16, jmlonnes@vcu.edu, 827-3431

Lee Wasiluk, Administrative Assistant 

Franklin Gym, Suite B-16, lwasiluk@vcu.edu, 827-3410

Wanda Hewlett, Administrative Specialist

Franklin Gym, Suite B-16, whwewlett@vcu.edu, 827-1112

Tony Brinckwirth, Director, World Studies Media Center


Hibbs Hall, room 423, abrinckwirth@vcu.edu, 827-1149

Virginia Casanova, Events Coordinator and Internship Coordinator


Franklin Gym, Suite B-16, casanovavi@vcu.edu, 827-3429

Tatyana Thweatt, Director, Office for Language and Cultural Competence


Lafayette Hall, room 101, tsthweatt@vcu.edu, 827-3435
Program Coordinators

Anthropology


Anders Linde-Laursen, Lafayette Hall, room 317, alindela@vcu.edu, 827-3425

French


Angelina Overvold, Lafayette Hall, room 305, aovervol@vcu.edu, 827-3416

Geography


Weiping Wu, Lafayette Hall, room 302, wwu@vcu.edu. 827-3413

German


Paul Dvorak, Lafayette Hall, room 207, pfdvorak@vcu.edu. 827-3418

International Studies


Lynn Nelson, Lafayette Hall, room 106, lnelson@vcu.edu, 827-0160

Religious Studies


Mark Wood, Lafayette Hall, room 301, mdwood@vcu.edu, 827-0156

Spanish


Eugenia Muñoz, Lafayette Hall, room 114, emunoz@vcu.edu, 827-0959

Other Languages


Robert Godwin-Jones, World Studies Annex, room 203, rgjones@vcu.edu, 827-3403

Getting Started at VCU

Hiring Forms
Lee Wasiluk will provide you with the necessary forms to be completed in order for you to be employed by VCU. Lee will enter you into the VCU system through the "Express Hire" process, which will allow you to obtain a VCU id card.

Getting a VCU id card

Go to the lobby of the Technology Administration Building at 701 West Broad Street and bring a picture id (driver's license, passport, etc.).  More information at http://www.vcucard.com/for_faculty_staff.jsp 

VCU email and Blackboard access


You will be assigned an "eID" for VCU by Technology Services once you have been entered into the VCU system; see http://beech.vcu.edu/das/vmawebhome.nsf/webcontent/gettingstarted
Getting and signing your contract


You will be sent notification once contracts are ready to be signed.  Contracts can be picked up from Lee and a signed copy returned to her.

Orientation
An orientation session for all faculty is given at the beginning of the Fall and Spring semesters.

Teaching Guidelines and Information

Questions on teaching

If you have questions concerning course content and scheduling, you should contact your Program Coordinator.  For other questions or concerns, contact the Associate Director or other members of the school administration.

Course information
To obtain your course roster, room, meeting times, go to Banner Self-Service via the myVCU portal; see instructions at http://www.eservices.vcu.edu/loginhelp.html.  Once you are at my.vcu.edu, click on ""Banner Self-Service for Employees", then click on the "Faculty Services" tab.

Class cancellation
If you need to cancel a class unexpectedly, you should follow the class cancellation policy, attached in the Appendix.

Class visitation

You should expect to be visited by your Program Coordinator, a designated faculty member from your Program, or the Associate Director during your first semester of teaching and periodically thereafter.  

Course Guidelines

· Syllabus is to be given to each student during first week of classes; typically what is included:

1) Contact information (name, office location, office hours, phone, email)

2) Course goals and outline of content to be covered

3) Student requirements for the course, set out clearly and in some detail

4) Attendance policy and grading procedures, clearly laid out

5) Reference to VCU policies: Honor code, disruptive student procedures, students with disabilities

6) Week by week assignment schedule

· Follow policies set out in syllabus relative to attendance, grading, behavior, etc.

· Provide warnings to students who are on their way to violating attendance policies

· Set up Blackboard course site

· Provide office hours for individual student visits, either in SWS office or another location

· Inform SWS Advising upon unexpected class cancellation (see attached policy)

· Provide feedback to students on class performance by mid-semester

· Follow SWS procedures in turning in grade sheets at end of semester

· Student course evaluations are to be conducted in all classes at the end of each semester – the forms will be distributed to your mailbox.

· Final exams are to be administered at the officially scheduled times as listed in the on-line Schedule of Classes.

· Instructors should retain final exams for one full semester for possible reference.  All grade and attendance records should be kept indefinitely.

Using Blackboard

Why and how to use Blackboard (http://www.blackboard.vcu.edu), the electronic course management system used at VCU.

1) Provides means of conveying important information to students (change in schedule/assignment, class cancellation, upcoming event) through announcements, group emails

2) Provides means of making documents available to students, such as handouts, bibliographies, sample tests, readings, etc without the need to make paper copies

3) Provides opportunities for collaboration through group functionality, discussion forums, on-line chat

4) Provides opportunities for students to interact with course content through assessments, practice exercises, voice tools

5) Helps management student grades and attendance through the electronic gradebook.

FAQ

What do I do if a student is disruptive in class?
You will need to follow the "disruptive student policy" [http://www.students.vcu.edu/rg/policies/conductguide.html].  In brief, he policy calls for instructors first to talk to the student about the problem, then issue a written warning.  If you are having a problem of this kind, you should inform ASAP your Program Coordinator as well as the Assistant or Associate Director.

What do I do if I feel student is not academically prepared to take my course?
Make sure that the student has taken any necessary pre-requisites; in a language course, make sure the student has been placed correctly based on previous study of the language (see http://www.has.vcu.edu/wld/placement/index.html).

Can I lower a student's grade or fail a student if he/she misses a lot of classes?
Only if that was set out in the attendance policy distributed in writing at the beginning of the semester.

Do I need to take attendance?
That depends on the class and what you have set out as your attendance policy.  However, it is good policy to have attendance records in all classes, particularly in case of a grade dispute. 

Can I get a TA to help me?

That depends on the size of your class, the SWS budget, and the availability of appropriate students.  The SWS Director authorizes all TA's.

Can I assign a student a grade of I (incomplete) if a student has not completed the course requirements by the time final grades need to be submitted?
There is a form that must be completed and signed by the student in order to assign a grade of I

Can I turn in my grades through email?
No.

What do I do if I suspect that a student is cheating or plagiarizing?

See the VCU Honor System [http://www.vcu.edu/provost/univ_policies/honor.htm]

Is it ok to post student grades?

No, privacy guidelines do not allow instructors to post student grades.

SCHOOL OF WORLD STUDIES

Class Cancellation/Instructor Absence Procedures

It is our goal to become a learning centered unit, providing exceptional instructional and educational service to all SWS students. Class cancellations are particularly disruptive to students and should be avoided as much as possible. However, under special circumstances instructors are faced with the decision of having to miss a class. The SWS has developed a procedure to address those special situations. 

1. When a SWS instructor anticipates not being able to attend class he/she is responsible for:        

a. Finding a substitute

b. Informing students

c. Informing via-email the Assistant Director of Operations, Associate Director and SWS main office of his/her absence. 

2. If an SWS instructor encounters an emergency situation and his/her class needs to be canceled less than 24 hours before class meets, the instructor should use the following procedure:

a. Notify in writing via email SWS advising office:  swsadvising@vcu.edu. CC. SWS Main Office lwasiluk@vcu.edu, Assistant Director of Operations oalami@vcu.edu , Associate Director rgjones@vcu.edu.

i. E-mail subject line should read: EMERGENCY CLASS CANCELLATION

ii. In its body instructor should include class name and number, section, class room, and time.

iii. Whether students have been notified thru Blackboard.

iv. Other pertinent information.

b. If e-mail access is not available to the instructor, he or she may call SWS front office for assistance.  (804) 827-1111

i. Front office staff receiving the call will immediately send an email to: swsadvising@vcu.edu cc. SWS Main Office, Assistant Director of Operations, Associate Director.

ii. Subject line EMERGENCY CLASS CANCELLATION

iii. In its body instructor should include class name and number, section, class room, and time.

iv. Whether students have been notified thru Blackboard.

v. Other pertinent information.

3. Instructors missing class due to illness should make sure they request appropriate sick leave. [web link to a form – for this.]

4. Copies of all cancellation notifications will be kept at the SWS advising office.

School of World Studies

Photocopying Policy

Purpose:  To allow faculty to make photocopies as needed for teaching, research, and service purposes, while trying to keep costs down through monitoring of usage and encouragement of alternative means to distribute documents and information.

Guidelines
1) Faculty will normally do their own photocopying. 

2) Individual faculty have a photocopying limit of 500 copies per month.

3) Exceptions to these guidelines will be granted by the Assoc Director or designee.

Photocopying assistance

Photocopying assistance may be requested from the main office in the following situations:

· There is particularly large copying job.

· Due to physical or scheduling issues, the instructor is not able to access the photocopier.

Requests for photocopying must be submitted at last 48 hours in advance, or at least 5 days in advance if the job is to be outsourced.  Outsourced jobs should be entered into a log indicating instructor name, nature of job, number of copies, and cost. Copying jobs for classes with enrollments over 100 students are normally outsourced. Requests for photocopying assistance should be directed to the main office and approved by Lee or the Associate Director.  When submitting photocopying jobs to be done by the main office, the faculty member should also include his/her copier access code.

Monitoring usage

At the end of each month, a tally of photocopies (from both photocopiers) will be printed and reviewed by the Associate Director.  The Associate Director is responsible for contacting faculty who are exceeding their quotas.  Note that photocopying accounts can be created for special purposes, such as major committees, projects, etc.

Paperless alternatives

Faculty are encouraged to use one or more of the following strategies to reduce photocopying usage:

· Post documents to a Blackboard course Web site or through the Blackboard content management system

· Send documents as email attachments to students

· Make use of transparencies or  a classroom computer to display documents through projection

· Shrink volume of paper used by printing documents in a smaller font (such as 10 or 11 point) & reducing margins and/or using size reducer on copier 

Information on Working with Teaching Assistants (TA’s)

Internship Coordinator:  Virginia Casanova, 827-3429, casanovavl@vcu.edu
Any instructor, full time or adjunct, may request to work with one or more TA’s for the courses they will be teaching, regardless of the level of the course.

TA Selection Procedure:

· Instructors have the freedom to choose any eligible student to work with as a TA (see eligibility requirements below).  Adjuncts may wish to consult full time faculty or contact the internship coordinator for recommendations of eligible students.

· Students must make an appointment with the internship coordinator to complete paperwork and receive an override to register for the internship.

Student Eligibility Requirements:

· Preference should be given to majors and minors in the program when considering students for a TA position.

· Students must have completed a minimum of 6 credits in the subject area with a GPA of 3.0 or above in those courses.

· Students may not be eligible to take the course they will be assisting with for credit (i.e., they have completed the course, received transfer credit for the course, or placed out of that level).
Expectations of Instructors working with TA’s:

· Sign an Internship Contract with the student (included in the intern’s application packet).

· Set job responsibilities for and coordinate scheduling with the intern.

· Help keep track of the hours worked by the intern and sign the log sheet at least weekly.

· Review the student’s final report before it is submitted to the internship coordinator and use the review as part of the basis for the grade recommendation.
· Submit in writing/email to the internship coordinator a grade recommendation for the TA by the final due date.  The recommended grade will be taken into consideration, along with the student’s completion of course requirements, in determining the final grade. 

Setting Responsibilities for TA’s:
· Grading policy:  As undergraduates, TA’s may not have access to other students’ grades, which means they may not input grades on Blackboard or grade sheets.  Nor can TA’s assign grades to another students’ work, including essays, reports, tests, exams, or projects.  Marking of objective questions (T/F, Multiple Choice, etc) or help in correcting mistakes in essays would be permissible, as long as final grading is done by the professor.
All other class-related or research-related tasks set by the instructor are permissible, including:
· Attending class, taking attendance, helping with in-class activities

· Completing research, designing class projects or activities

· Setting up general tutoring hours (times when the TA is available for assistance) or specific study sessions

· Designing quiz or test questions

· Posting assignments or class materials on Blackboard

· Developing discussion sessions on Blackboard

· Other activities required by the Instructor that would not involve grading.
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