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EVERYTHING YOU NEED TO KNOW ABOUT TEACHING IN MPA 

Summer 2020
· Here you will find updated information on the schedule 


· If you haven’t taught a course with us and want to get a sense of what a "typical" 2- or 4-credit MPA course looks like, peruse the syllabi from previous quarters:  https://www.evergreen.edu/mpa/coursesyllabi.htm
· Printed below is the “need to know list” for MPA adjunct faculty. If you have additional questions, please contact the MPA Director, Mike Craw (crawm@evergreen.edu, 517-410-4175).  
· Our MPA Program Assistant, Dhara Katz (Dhara.Katz@evergreen.edu, 360-867-5939), can connect you with the Director if you have any trouble reaching him.

 SHAPE 



NEED TO KNOW LIST

"A" Number
This is the all-important personal identification number assigned to you by Evergreen. If you know your "A" number, great.  If not, get in touch with the Faculty Hiring office (facultyhiring@evergreen.edu or 360-867-6861). It is the way in which you will access most of our systems (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 haven’t filled out these forms, you need to do so (to ensure you get paid!). Again, contact Faculty Hiring.
Activate Your myevergreen and Evergreen Email

Call or visit Technical Support Services (360-867-6627) to activate your email. If you call, you will need to give them your "A" number; if you visit, you will need ID.  You need myevergreen to access class rosters, access Canvas (if used) and complete evaluations.
Faculty I.D. Card (somewhat unnecessary if you only teach one weekend a year)
Essential for library check-out privileges and other purposes. Go to Registration and Records (Library Building, Ground Floor, M-F 9am-4pm) to get your card made.  

Remote Instruction

Evergreen’s Summer 2020 courses will be offered nearly entirely in a remote learning format. This requires some changes and adaptations to how we normally manage our MPA courses in the summer:

1. Due Friday, May 1, 2020: confirmation and revised catalog copy. 
For each of your approved summer offerings, fill out this form: Evergreen Summer Remote ReVisioning Summer Offerings, which will ask you to: 

(a) confirm that confirm that you want to teach some version of your offering in a remote modality  


(b) if yes, update your catalog description and fees. 

Note: the “form” platform is a bit unstable, so compose your new catalog description elsewhere and paste to avoid losing it. 


(c) confirm that you have put entered your new schedule (tips and constraints below). 

2. Scheduling, Due Friday, May 1, 2020. You’ll need to change your schedule in Schedule Evergreen: this schedule should reflect only your synchronous meeting times.   
You can now use Schedule Evergreen to manage your remote/online events and offerings. The system has been updated so you can choose activity type “remote/online” when creating class schedules, and it will publish to campus calendars and class schedules. If you have any issues, please email spacescheduling@evergreen.edu for assistance.  

(a) As far as possible, your synchronous meeting times should fall within the schedule as it has been advertised in the catalog, as students will already have been working with that information. Even if other things change, class meetings must remain within the same “kind” of time and day (classes approved as evening options should hold meetings in the evening, weekend offerings should be on the weekend).   

(b) In general, you should reduce your synchronous meeting time, emphasize asynchronous activities, develop a work flow and pattern that is much more flexible than most of us are used to, and create a plan that anticipates and accommodates students who cannot join the synchronous work for reasons of illness, family obligations, or technical issues. 

3. Keep Teaching! If you have not, please enroll in the Keep Teaching Canvas course. There, you can review the training put in place for the move to remote teaching this spring, find remote teaching resources, and, by mid-May, find the module in development now for the transition to remote teaching this summer.   

4. Upcoming. We will ask you to submit a more comprehensive Alternate Instruction Plan before your offering begins, so stay tuned for that. There, we will ask you about your communication plans, what technologies you will use, what are your learning outcomes, any changes to these given the shift, and to describe how you have modified your assignments, activities, and assessments for remote learning.  

Book Orders
Submit your book order to the bookstore as early in the process as possible. You will need your Evergreen email address to order books and you order through your my.evergreen.edu page. If you are not using books in your course, please email the MPA Director (crawm@evergreen.edu) and the Director will inform the Bookstore. You can also request desk copies directly from the publisher (usually online), or you can obtain a copy of the books you have assigned through the Bookstore.  Contact the MPA Program Director to receive the org code to charge it to MPA.
Using Articles/Portions of Texts
Please make sure you are familiar and following copyright laws when copying/scanning assigned readings - here
Web Enhanced Classroom Management (Canvas)
Evergreen uses Canvas as its online classroom management platform.  If you would like training in how to use Canvas, please contact Curricular Support Specialist, Bridget Irish (irishb@evergreen.edu, 360-867-6105). 

Here are some Canvas resources that may be of help for new faculty:
· Self-enroll link to the Canvas Orientation for Faculty v2 (https://canvas.evergreen.edu/enroll/X9GKRT)
· Help Wiki articles (our in-house guides) related to Canvas
· Canvas Guides for Instructors
· Canvas Guides for Students
What students expect the first day of class
Our students know that they are expected to do a reading and/or another assignment before the first day of class. Syllabi are posted to the MPA web site in advance, and we recommend you set up your Canvas page and make contact with students a few weeks before the first class. You can get an email list from your my.evergreen.edu account or Dhara Katz (MPA Program Assistant – Dhara.Katz@evergreen.edu) can help.
Evaluations
For those of you new to teaching at Evergreen, please note that it is helpful to have some language in the syllabus about evaluations.  At the end of the term, you will write and submit a narrative evaluation of each student’s performance using Evergreen’s online evaluation system.  It is best to say in the syllabus that partial credit and/or incompletes are or are not an option. Also, students are required to write a narrative self-evaluation that must be submitted through the online system or handed to you if you are holding evaluation conferences.  Evaluation conferences are not required for MPA electives.  In addition, students evaluate you (the faculty) and submit this to you through the online system.  Faculty cannot require students to submit faculty evaluations via email or hard copy.  A student has the prerogative to submit faculty evaluations through the online system only, which allows a student to specify that faculty cannot access the evaluation until the student’s evaluation is processed and posted.   Keep hard copies of all evaluations not saved in the online system, which may be reviewed before rehiring. 
If you need help navigating the online evaluation system, please email the MPA Director (Mike Craw, crawm@evergreen.edu) to set up a time for a training near the end of the quarter.  You will need to be able to log in to the evaluation system (see below).
You access the online evaluation system by accessing your myevergreen.edu account, then clicking on Class Lists and Evaluations. Unless you are on campus connected via Ethernet cable, you will be taken to a new window and asked to enter a passcode.  In order to submit your evaluations, you will need to login with an additional layer of network security called 2-factor authentication.  To do this you will need to obtain a key fob or smart phone app (your choice) that will provide the necessary code.  Please contact the Faculty Staff Help Desk: 

Office: Lib 1806 

Phone: (360) 867-6627

Hours 8am-5:30pm

Although you can pick this up anytime, ideally do this before Week 1 of the quarter in which you are teaching, as this will also give you access to key student information useful to you beyond just submitting evaluations. Unless you know for certain that you will no longer be teaching at Evergreen, you have the option to keep the fob for future evaluations or return to the Help Desk.  

Emergency Need to Cancel Class
If you need to cancel class due to a last-minute emergency, please email your entire class, either through your class list in your myevergreen.edu account, or though the Canvas email function (preferably through both avenues of communication).  
