Colleagues - I’m writing to ensure you have what you need to have a successful teaching experience in the MPA program this year.

You can find updated information on the schedule (including classroom assignments) 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.  If you have a question, come to me and we’ll get you to the right place.  If you contact the Assistant Directors, they are likely to forward your questions to me.  Our Office Assistant, Jan Hays (haysj@evergreen.edu; x5939) can connect you with me if you are having trouble reaching me.

I think all of our new adjunct faculty members have already met 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.

I’m sure the following list is not complete; let me know if you have any other questions or if I can be of any assistance

We are looking forward to working with you all.

Cheryl Simrell King, PhD / Director and Member of the Faculty / Master of Public Administration Program / visit our website: www.evergreen.edu/mpa 



What MPA Adjunct Faculty Need to Know

"A" Number
 

This is the all-important personal identification number assigned to you by Evergreen.  If you know your "A" number, great - you are half-way there.  If not, get in touch with Jan Sharkey in the Faculty Hiring office (sharkeyj@evergreen.edu – x6861) it's what you need to navigate most of our systems here (library, access to library databases via the web, ID card, etc.)
 

I-9 Employment Eligibility Verification Form and W-4 Form and Benefits Eligibility
 

If you've not filled out these forms, you need to do so (to ensure you get paid!).  The person to contact about these is Jan Sharkey in the Faculty Hiring office (sharkeyj@evergreen.edu – x6861)
 

Faculty I.D. Card
 

Essential for library check-out privileges and for other purposes.  Go to Registration and Records (Library, Ground Floor) to get card made.

Parking

You’ll need to decide if you want to pay as you go for parking or if you want a parking pass.  If you want a parking pass, visit the Parking Services office in the Seminar 1 building (co-located with Police Services).

Book Orders
 

Submit your book order to the bookstore early in the process as possible.  You’ll need access to Gateway to submit book orders which means choosing to not have an Evergreen email address is probably no longer a viable option.  I can also help you with book orders, if need be.   You can also request desk copies but know that new bookstore policies have delayed the delivery of desk copies.  If you need a desk copy or an examination copy of the book, please contact the program secretaries (Pam and Ruth) for assistance.
 

Virtual or Physical Copies of Readings (from the Library staff)

Beginning in winter quarter 2008, the Ares system is available to all classes for all faculty.  Ares is a fairly simple program to use, all that is required is that you visit the website at https://evergreen.ares.atlas-sys.com/ares/ , click on the ‘create account here’ link, and follow the simple steps.  Ares gives you the option of uploading files yourself, having someone place them on reserve, or simply bringing the items in for us to scan and upload for you (THE PROGRAM SECRETARIES CAN HELP WITH SCANNING JOBS!).  If you don’t want to make use of Ares, you can still place items on Open and Closed Reserve just like you always could.  Please make sure you are familiar and following copyright laws when copying assigned readings: http://library.evergreen.edu/copyright.html 

Computer Access/Gateway Access
 

We recommend that you have an Evergreen email account which includes access to the programs that allows you to get class lists, contact information for your students, place book orders, etc.  Jan Sharkey (sharkeyj@evergreen.edu – x6861) is the contact person to help you get your email account and access to your my.evergreen.edu account.

Course Webpage

Many of us use a course webpage to contact students, post readings and assignments, etc.  If you’d like to do so, please contact Frank Barber (barberf@evergreen.edu; x6064) before the quarter you teach to set up a Moodle website for your course.  Frank, the MPA liaison from Computer Services, will provide training; all of our students are familiar with using Moodle.

Mailbox

You will be assigned a mailbox, for the quarter(s) you are teaching.  The mailboxes are located in the Graduate Student Lounge, in the Graduate Program Office on the 3rd Floor of Lab I (across from Randee Gibbons’ office).  You and students can access these mailboxes weekdays, from morning until 10pm.  Let us know (Jan Hays – haysj@evergreen.edu) if you would rather us snail mail any printed materials to you.

What students expect the first day of class
 

Our students know that they are expected to do a reading or another assignment before the first day of class.  Syllabi are posted to the Web, in advance, and we recommend you make email contact with your students before the first class. You can get an email list from your my.evergreen.edu account or I can provide that to you.
Course Descriptions/Syllabi
 

As many of you already know, the one paragraph course descriptions that we use for promoting courses are due about Week 5 of the quarter prior to the quarter you are teaching.  You’ll also be asked to post a syllabus to the web.  Jan Hays will be in direct contact with you about these. The outline or draft syllabi are also posted to the web so that students can access book lists to order books in advance.  Example syllabi can be found on our website at MPA Course and Scheduling Information
Evaluations

More information will be sent to you about evaluations after the quarter begins, but for those of you new to teaching at Evergreen know it’s helpful to have some language in the syllabus about evaluations (again, you can find sample syllabi here: MPA Course and Scheduling Information.  You will write, and submit (to the program secretaries), a narrative evaluation of the student’s performance.  It’s best to say in the syllabus that partial credit and/or incompletes are not an option.  Also, students are required to write a narrative self-evaluation that must be submitted to you (many of us like these along with the final assignment).  In addition, students evaluate you (the faculty) and submit this to you; you keep copies of all evaluations (student self eval, student eval of you; your eval of student) for your portfolio which will be reviewed before rehiring.  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 their registration status in subsequent quarters).

Program Secretaries
 

Our program secretaries are the wonderful (!) Ruth Joynes (joynesr@evergreen.edu)  and Pat Kolstad (Kolstadp@evergreen.edu).  They can help with myriad class-support things - they are located in Lab II, 2250, (360) 867.6102.  Ruth and Pat will be issuing copy cards (see below)
 

Copy Cards
 

If you'd like a copy card, Ruth or Pat can issue one for you.  Copy machines are located in various places throughout campus.  Ruth and Pat can help you with locations and also help you with large copy jobs. 

Supplies
 

If you need something in particular for your course (minimal purchases do not require Director approval), Pat/Ruth can help you out or purchase it yourself and we'll reimburse you.  For reimbursement, go to Pat or Ruth.
 

Classroom
 

Your classroom locations can be found her (posted a few weeks before the quarter begins):  MPA Course and Scheduling Information. Most, if not all, of our classes are taught in the new Seminar II building.  You shouldn't have any trouble accessing your classroom on evenings and weekends although, sometimes, it happens that the wing is locked.  If so, call campus police and they'll open it (here, your photo ID comes in handy).  Dial "0" on a campus phone or 866.6000 ("0") to get access to the operator/police.

 

Access to media in your classroom
 

All of Seminar II classrooms are fully outfitted to accommodate most media needs.  Jan Sharkey can assist you in getting a media key issued for the quarter(s) you are teaching and can also give you information on how to get training.
 

Phone/Office Space
 

Office space for visitors and adjunct is severely limited (especially given all the renovation on campus).  We have one, shared office that adjunct faculty can use (Lab 1, 3016) but no dedicated phone line.  The graduate writing assistant also uses this office.  If you'd like to list a campus phone, use the Program Secretary's phone number as your contact phone and Ruth/Pat can screen calls and inform you of callbacks.  If you’d like to use the shared office, let Cheryl know

Cheryl Simrell King, PhD / Director, Master of Public Administration Program & Member of the Faculty / The Evergreen State College / visit our website: www.evergreen.edu/mpa 
