MPA Adjunct Faculty Orientation

Tuesday, September 26

3-5pm

Sem II B3109

Agenda:

1. Nan Mick – Lead Program Secretary

2. Logistics (copy cards, access to resources, I.D,’s, office space (?), privileges, etc.)

3. Other questions

4. Pedagogy
Contact Information:
Russ Fox, Dean - Evening and Weekend Studies (issues contracts for adjuncts not teaching in Extended Education) – x6776
foxr@evergreen.edu
Theresa Aragon, Dean – Extended Education and Summer School (issues contracts and class lists for Extended Education faculty/classes)
aragont@evergreen.edu – x6840
Carolyn Tawes, Program Coordinator, Extended Education (supports Theresa)
tawesc@evergreen.edu – x6844

Andrea Coker-Anderson, Registrar (class lists, help with Gateway/Banner, etc.)

cokera@evergreen.edu - x6091.

Nan Mick – Lead Program Secretary, Graduate Studies – x6707 (to whom you send student evaluations)
mickn@evergreen.edu
Cheryl Simrell King, Director – x5541

kingcs@evergreen.edu
Mary McGhee, Associate Director (non-tribal) – x6554

mcgheem@evergreen.edu
Mike McCanna, Associate Director (tribal) – x6202

mccannam@evergreen.edu
GRADUATE STUDIES OFFICE IS ON THE THIRD FLOOR OF THE LAB 1 BUILDING

Important Info (from MPA faculty handbook; in revision, full version posted soon):
· The program hires adjunct faculty each year to teach MPA electives.  Adjunct faculty are formally hired by the Evening/Weekend studies office, but selected by the MPA Director and faculty team.  The Director is responsible for reviewing their teaching each year and providing them with a written assessment; adjunct faculty are expected to maintain a portfolio and arrange with the Director for a teaching observation and evaluation. 
· Adjunct faculty have access to campus resources.   Registration & Records provides Evergreen I.D.; with that I.D. adjuncts can check out items from the library, as well as media loan.  There are no expiration dates on the I.D. 
· For an Evergreen e-mail account, contact Technical Support Services, http://www.evergreen.edu/support/accounts/home.htm  email: support@evergreen.edu phone: (360-867) x6627 Hours of Operation:
Monday-Friday: 8:00am to 12:00pm and 1:00pm to 5:00pm
· For access to class lists, email addresses of matriculated students and the ability to manage your class lists, you need access to Banner.  Go to the Gateway page and follow the instructions there: http://www.evergreen.edu/gateway/ .  To get sign in privileges to Gateway, fill out the Faculty Confidentiality Agreement Form (FERPA) – you’ll find this at the bottom of the menu on the left-side of the Gateway homepage.  Posting this form sends a message to the Registrar and she will get you squared away.  Any questions?  Contact the Registrar (Andrea Coker-Anderson; cokera@evergreen.edu X6091).
· There is quite a bit of information on teaching, finding your way around Evergreen, etc. in the:

· Teaching Practices Manual: http://www.evergreen.edu/deans/docs/finalteachprac.pdf, thE

· Evergreen Faculty Handbook: http://www.evergreen.edu/policies/t-faculty.htm and 

· Evening and Weekend Studies Faculty Guide: http://www.evergreen.edu/deans/docs/EWS%20Faculty%20Guide%2005-06%20for%20PDF.pdf.  

· Additional resources can be found at:  http://www.evergreen.edu/deans/teachandlearn.htm 
· The budget for MPA academic program support may be used for faculty to obtain goods and services under $50 needed to support teaching their programs. These include: Photocopies/Duplicating (for jobs too big for use of copy cards and Lab I copiers), field trip/motor pool expenses, parking passes for guest speakers, movie rentals, and reimbursement for program items through petty cash.  Purchase of general office supplies should be avoided.  These should be obtained through the program secretary, although it is acceptable to purchase items needed immediately for course purposes (e.g., markers, easel pads needed for a class workshop).  NO food or beverage may be purchased using these funds.  Generally, purchases under $50 should be obtained through the bookstore.   Reimbursement may also be obtained through the College’s petty cash fund (better to avoid).   Faculty may spend reasonable amounts on program related needs. Other program related purchases, including paying for outside speakers, should only be completed after consulting with the Director. 
· Order books through Wendy Sorrell at the Bookstore (sorellw@evergreen.edu).  Give her plenty of time (deadlines are regularly posted).  Order your desk copies at the same time you order books by cc’ing your order to Penny Hinojosa (hinohosp@evergreen.edu) and asking her to order you a desk copy – be sure to let Penny know how to deliver the books to you as there are no regular mail stops.

· We have an office set aside on the 3rd Floor of Lab I building for the shared use of graduate assistants and adjunct faculty for both the MES and MPA programs.  There is also shared use office space in the Evening and Weekend Studies offices in the Seminar Building.
