Things new faculty need to know:

Moodle

Field trips

Keys – Martha has to email Key Requests to get a key for the adjunct office.  It’s only available for the quarter in which they teach.  Email must include faculty name, A#, time needed, and that they are teaching for MES.  When it’s ready, faculty must have Photo ID in order to pick up.
AV – Faculty can get key directly from media loan for short-term needs.  
For all quarter, faculty sends email to Kathryn Ford and she has to send email to Key Requests.  Faculty needs ID to pick up key.
Go through Kathryn Ford to get AV training, fordk@evergreen.edu, x5517
Motor Pool: work with Katie Frank, frankk@evergreen.edu.

You should get a message from the Help Desk who can square you away with all your account/email issues and questions.  My role here is in the learning technology side of things and would be glad to help you with your Moodle questions.  For that stuff, I would highly recommend getting in touch with Jan Sharkey again and see if there's room to attend our one-day technology fair for faculty next Wednesday (sept 12) where you can get one-on-one help with staff, learn some Moodle and deal with any other tech questions you might have.  Feel free to contact me directly if you can't make this event and want to setup something separate.

I've included links to the website of the tech fair as well as the signup sheet from Jan's office.

http://blogs.evergreen.edu/techfair/
http://murrayn.wufoo.com/forms/2012-summer-institute-registration-form/

Student fees

· You can charge student fees for your course if the amount from MES is not enough.  Fees need to be approved by budget dean and decided before students register so it can be charged to their student account.  Any usage of the fees has to be done through Tina Pearson.  When using the account, charge to “student fees.”

Room reservations

Booking speakers

Parking for speakers
Understanding content and expectations for eval (know while you’re designing class)

How to deal with problem students

What is protocol for classroom issues?

How to deal with waitlisted, special and/or undergraduate students

Evergreen teaching & learning practices:

http://www.evergreen.edu/deans/teachandlearn.htm
Eval Process:

http://www.evergreen.edu/evaluations/evaluationprocess.htm
· Make sure to turn into lab 1 support

· Due 2 Fridays after eval week

Miscellaneous info:

http://www.evergreen.edu/deans/miscellaneousfacultyinfo.htm
How to use my.evergreen.edu to see student lists

http://wikis.evergreen.edu/computing/index.php/Banner_for_Faculty
How to use Moodle

http://wikis.evergreen.edu/computing/index.php/Faculty_Moodle_Tutorial
Any other faculty FAQ:

http://wikis.evergreen.edu/computing/index.php/Faculty_and_Staff
what MPA sends:
Welcome to the beginning of another academic year here at Evergreen.  Here is some information about support services that will help you to have a successful teaching experience in the MPA program.  Many of you may already be aware of most of this.  However, if not, I think you will find this very helpful. 

You can find updated information on the schedule (including classroom assignments a few weeks before the beginning of the quarter) here:  http://www.evergreen.edu/mpa/courseinfo.htm.  We regularly revise and post new course and scheduling information at that web address.

Printed below is the “need to know list” for MPA adjunct faculty – some of it may or may not be germane to you all but I thought I’d include as much information as possible.  Let me know if you have any questions. 

Brand new adjunct faculty should meet with Jan Sharkey, Faculty Hiring Coordinator (sharkeyj@evergreen.edu – x6861) on all the important elements to ensure you get paid.  Jan is also your contact to obtain an Evergreen email account if you don’t already have one.

The time to order books is the beginning of the quarter BEFORE your class is scheduled – folks teaching in Winter quarter will order books in October, folks teaching in the Spring quarter will order books in January. Book ordering is explained below.  Remember, you do need an Evergreen email address and you can get this from Jan Sharkey (cc’d on this email).  If you need any help navigating the book order system, let me know.  In a pinch, I can help.  

Because of the book store’s ordering policies, your desk copy may not arrive until right before class starts.  If you need a desk copy quickly, let the program secretaries know and they’ll help you out.

If you’ve not taught a course with us before and you want to get a sense of what a “typical” 2 or 4 credit course looks like (in terms of student workload, meeting times, model syllabi, etc.), I’d suggest you look at the following examples of syllabi.  You can also find other syllabi and course-related information here: 

http://www.evergreen.edu/mpa/courseinfo.htm 

            Managing Organizations
Problem Solving in Communities & Organizations
Strategic Tools for Sustainable Entrepreneurship
Successful Public Speaking for Public Service
Sustainable Leadership & Decision Making Syllabus
Public Works:  Democracy and Sustainability
You will be asked, about 6 weeks before the winter and spring quarters begin, to submit a syllabus for posting.  Our students are accustomed to doing assignments (reading, etc.) before they come to class; this is especially important in these weekend intensive classes.

What MPA sends in week 7:
We are now in week 7 of the quarter and, yes, it’s time to once again check and remind you of Evergreen’s evaluation practices.  This should be old-hat for most of you.  

In a few weeks you must write a narrative evaluation for every student in your classes; for 2 credit classes, these narratives need not be extensive.  For 4-6 credit classes, they are rarely more than one page.  Remember the page will have a header and footer in the finished document. 

Evaluation Guide:

I’ll send you an evaluation template and sample of an evaluation later in the quarter.  However as our program secretaries are very particular here is an early guide. 

· The font (Arial), font size (10 point) and formatting of the evaluations. 
· The “Course Description” section describes the course (obviously…) and the “Evaluation” section (obviously) contains your evaluation of the student. 
· “Equivalencies” are how you would parse out the credits – for most grad classes it is simply the number of credits followed by the course name or the disciplinary area (although sometimes you can assign credits different from the name).  
You submit your evaluations of students (students self-evals need not be submitted to the program secretaries), ASAP after the end of the academic term, via email, to our program secretaries Patricia Bateman and Susan DeRosa, at Lab1support@evergreen.edu. The deadline for adjuncts to submit evaluations is the Friday of evaluation week, December 16.  For those of you doing short courses, you can submit your evaluations anytime before the end of the term also.  Pat and Susan can also help you with any formatting questions you may have.  

Student Self Evaluations:

Students should also write self-evaluations and submit them to you.  You decide if you require students to submit their self-evaluations to the Registrar to be part of their permanent portfolio.  There are mixed feelings on requiring students to submit their self-evals for their portfolio: some people believe they are essential to a portfolio; others give students the options (especially as failing to submit does hold up the release of transcripts).

Your Portfolio:

Finally, do build a portfolio for yourself.  Your portfolio should include the syllabus and any related class material you’d like to keep together, a copy of each of your evaluations of the students, a copy of each of the students’ self evaluations and a copy of each students’ evaluation of you (you need to require students to write narrative faculty evaluations – they are accustomed to this), as well as a self-evaluation.  A portfolio review becomes the basis on which a Dean or Director makes re-appointment decisions for visitors and adjuncts.

