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At Southern, we value our mathematics adjuncts very highly. In order to assist you, we have created this handbook.  Most topics are arranged alphabetically for easy reference. The handbook should answer most of your questions, but there may be some items we have overlooked.  Please feel free to contact the Adjunct Coordinator regarding any questions or issues you have.  The Adjunct Coordinator will contact you often during the semester with memos and reminders.  Welcome to Southern!
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AAUP

You may wish to join the American Association of University Professors (AAUP).  Invitations are usually sent out early in the academic year.  Copies of the Collective Bargaining Agreement may be obtained from the AAUP Office at Southern.  The Agreement provides information on pay scales, as well as privileges for our adjuncts (travel funds available, tuition waivers, etc.)
ADD/DROP

The Add/Drop class period usually extends into the first week of the semester, so your initial rosters may not be complete.  Students who wish to add a closed section of a class must obtain permission from the Department Chair, not the instructor.  Permission is not automatic.  Under no circumstances are you to allow students to remain in class if they have not registered for it.

AUDIO-VISUAL EQUIPMENT

Overhead projectors are currently in most classrooms. However projectors, TVs, VCRs, etc, may be reserved by contacting the Audio-Visual (AV)  Department through the MySCSU account.  Please allow the AV Department 24-hour notice if you wish to reserve equipment for your class.  

BANNER WEB
The Banner system provides important information for you.  Your class rosters are available online through the Banner system.  You also will report your grades through the Banner system.  You may access the Banner system by going to the Southern homepage (www.southernct.edu) and clicking on Web Services.  Your ID is your social security number, and your PIN is your birthday (MMDDYY).  If you have any difficulty using the system, please contact the Adjunct Coordinator for assistance, or call the Computer Help Desk (see phone numbers, page 8).

BOOKSTORE

All faculty receive a 10% on most items in the Campus Bookstore.  You must have a valid Southern ID “Hoot Loot” card to take advantage of this discount.  Refer to the section “Identification Card.”

CHANGE OF GRADES
Grades may be changed for compelling reasons, but this should be regarded as an exception to the rule.  Instructors should consult with the Adjunct Coordinator or Department Chair if they are considering a change of grade.

CLASS CANCELLATIONS

If you need to cancel class for any reason, please contact the Adjunct Coordinator, Department Chair, or Department Secretary (in that order), and we will do what we can to cover your class or cancel it.  If you wish to make your own arrangements for a colleague to cover your class, please inform the Adjunct Coordinator so he/she will know who is teaching that day.  In the case of inclement weather or some natural disaster, call the Southern Weather Check (392-snow) line to determine if classes are being held, delayed, or cancelled.

CLASS VISITATIONS

The Adjunct Coordinator is responsible for visiting classes taught by adjuncts.  Often, the coordinator tries to visit several classes over the course of the academic year.  If the coordinator wishes to visit your class, he/she will notify you a few weeks in advance to set up a visitation.  

CLASSROOM

Your classroom has been assigned to you for the entire semester.  Please do not change rooms.  If the room is unsuitable for any reason, contact the Adjunct Coordinator and he/she will assist you in finding another room if available.

CLASSROOMS AVAILABLE FOR ADJUNCT USE

A limited number of classrooms are available each semester for mathematics adjuncts to use, in holding office hours, giving make-up exams, or for other reasons.  The Adjunct Coordinator will distribute a list of available classrooms a few weeks into each semester.
COMPUTER USE

The adjunct office has a computer reserved for adjuncts only.  In addition, the department’s computer lab in EN D 124 is be available to all mathematics faculty.  The library has computer labs available for faculty and students.  You will need a Southern ID card to use the library labs.  Additional computer labs are available in Morrill Hall and Jennings Hall.

COURSE OUTLINES AND SYLLABI

The department has course outlines for each mathematics course.  Ask the Department Secretary or Adjunct Coordinator for copies pertaining to your courses.  In addition, you are expected to hand out your own syllabus for each class you teach.  Please see the end of this handbook for requirements and suggestions to include in your syllabi.  You are required to give one copy of your syllabus to the Adjunct Coordinator, and one copy to the Department Secretary.

DISABILITY RESOURCE OFFICE

The Disability Resource Office (DRO) is located in EN 15. If any of your students ask for special accommodations due to a disability, they MUST supply you with the appropriate documentation from the DRO.  It is strongly recommended that you put a statement to this effect in your syllabus (see the sample syllabus at back of handbook for a suggestion).

DISPOSITION OF FINAL EXAMS

All adjuncts are required to hand in their final exams, along with a brief description of how final grades were computed, for each of their courses.  This is necessary only in the event there is a grade dispute and you cannot be contacted.  You are required to give one copy of your final exam to the Adjunct Coordinator, unless you are giving a common final.  Students must contact you and only you if they wish to find out their final grade.  The department will not give out grades.
DUPLICATING

The department has a full-service copy machine. This machine is for department-related work only. If possible, please duplicate items back to back to conserve paper.  For special duplicating needs, you may use the Duplicating Office, located in Engleman Hall, Rm EN 114C, and a) leave an order with them, or b) duplicate the material yourself.  If you choose to duplicate material in the Duplicating Office, you will need the department’s code, available from the Department Secretary.

E-MAIL ACCOUNTS

Adjunct professors are assigned a user ID when hired. If you go onto Banner through the Southern web page, www.southernct.edu, you should be able to log into Banner using your social security number or employee number and your 6-digit date of birth as your initial password. Under personal information you will see your Southern email address, which is your last name and first initial, followed by a number from 1 on, plus the Southern suffix, southernct.edu. If you have any questions, contact the computer help desk at 2-5123 or the adjunct coordinator.
FAX MACHINE

All mathematics faculty are welcome to use the department’s fax machine, for department-related use only. The number is 392-6808.

FINAL EXAM SCHEDULE
All faculty are required to give final exams during the times specified on the final exam schedule.  If for some reason a final examination is not appropriate for your course, you must hold a class during the time allotted for the exam. Please consult with the Adjunct Coordinator or the Department Chair as soon as possible, if such a situation arises.  While a tentative schedule is listed in each semester’s class schedule, the definitive schedule is distributed a few weeks before finals.  Note that the room of your final may change, particularly if you are giving a common final.
GRAPHING CALCULATORS

The department has several types of graphing calculators (TI-83, TI-85, etc.), along with viewscreens, for faculty use in EN D 134.  Ask the Department Secretary or Adjunct Coordinator for assistance if you would like to borrow this equipment for your classes.

IDENTIFICATION CARD (Hoot loot)

You may obtain a photo identification card in the Wintergreen Building.  This card, known as the “Hoot-Loot card,” also serves as your library card.

INCOMPLETES
Incompletes are given at the discretion of the instructor, provided the instructor believes the student can make up missed work in a reasonable amount of time (usually within 30 days of the start of the next semester).

LATE WITHDRAWALS

Once the withdrawal date has passed (see the semester bulletin for that date), the instructor may grant a late withdrawal to a student for extenuating circumstances. Late withdrawals must be approved by the Department Chair. The instructor gives the student either a WP (withdraw passing) or WF (withdraw failing).  These forms are available from the Department Secretary.  No late withdrawals are allowed after the last scheduled class period or during the final exam period. 

LIBRARY PRIVILEGES

You are welcome to use the SCSU Library. To check out books, you will need the “Hoot-Loot card.”  Also, if you wish to use the computer labs on the third floor, you will need this ID card to enter the labs.  If you wish to order books/journals through Interlibrary Loan, those forms are available in the library.  You may duplicate materials in the library, by entering a code in the photocopy machine located in the room behind the circulation desk.  Since the code changes on occasion, it is best to ask the Department Secretary for the code.  You also may print out copies from microfilm/microfiche at no charge.  Please see the librarian on duty in the Periodical Room.
MAILBOXES

Each adjunct has his/her own mailbox in the mathematics office.  Please check it each time you are on campus for important announcements.
MID-TERM GRADES

All faculty are required to give mid-term grades.  There is no university-wide form for use;  however, the mathematics department has its own form which you may use.  You may also create your own form, or some other means, to distribute mid-term grades.  Check each bulletin for the mid-term date.
OFFICE USE

The Adjunct Mathematics Faculty Office is located in EN B110.  You will be given a key to this office, which is also the key to the Mathematics Department Office in EN D 115A.  This key also opens the Seminar Room, the Computer Center, and the Library, but it does not open the Eureka Center in EN D 125.  A key for the Eureka Center can be found in EN D 115A, or ask the Department Secretary to borrow it. 

· The offices have locking metal cabinets.  You may store materials in these cabinets, and if you wish to lock them, see the Department Secretary for a key.  Please note that one key fits every cabinet in a given office, so anyone with a key can open all the cabinets.

· The adjunct office has phones. You may make in-state phone calls from this phone.  You may also give this number out as your office phone.

· Several adjuncts may be using the office simultaneously, so please show courtesy toward your colleagues who may be helping students.  Also, please refrain from giving make-up tests in these offices.

OFFICE SUPPLIES
Chalk, markers, overhead pens, exam booklets, and many other teaching supplies are available. Most of these materials are kept locked in cabinets, so you may need to ask the Department Secretary, Adjunct Coordinator, or Department Chair (in that order) for assistance.

PARKING PRIVILEGES

Parking is available for adjuncts in all faculty lots.  A parking decal is required (during your initial appointment) and may be obtained from Campus Police.  The Department Secretary will supply you with the necessary form to bring to Campus Police.

PAYCHECKS

Adjunct paychecks are on a bi-weekly basis, with the first check coming 4-6 weeks into the semester. These will be mailed to your home. If you wish to have direct deposit, you may contact the Payroll Office for the necessary forms.
PLACEMENT LEVELS
Your course rosters have been checked for placement levels. However, in the case where you think a placement level is incorrect, you should check the students transcript or placement test to see it is correct.

STUDENT EVALUATIONS

All adjuncts are required to participate in student evaluations.  These evaluations are distributed to adjuncts approximately 1-2 weeks before the end of each semester. Directions for administering the evaluations will be supplied at that time.  The compiled evaluations will be returned to adjuncts a few weeks into the succeeding semester.
TEXTBOOKS

With rare exceptions, most textbooks are selected by the department.  Contact the Department Secretary or Adjunct Coordinator if you need a text for your course, or any supplementary materials that come with the texts.  If you wish to use a different text other than the departmental selection, please discuss this with the Department Chair.

TRAVEL FUNDS

Travel funds are available to adjunct faculty through the AAUP contract. If you would like to travel to a work related conference, contact the adjunct coordinator to discuss travel options.

IMPORTANT PHONE NUMBERS (use last 5 digits if dialing from campus phone)

Please fill in any missing phone numbers during the fall adjunct meeting.

Adjunct Coordinator:



(203) 392-5595

Department Chair:



(203) 392-5579

Developmental Coordinator:


(203) 392-5582

Placement Coordinator:


(203) 392-5593

Mathematics Department:  


(203) 392-5576

Adjunct Office:



(203) 392-5594

Mathematics Department fax number:  
(203) 392-6808

WeatherCheck line:



(203) 392-7669

Audio-Visual Department:


(203) 392-5400

Campus Police:
Use any emergency phone, or dial 911 from any campus phone

Computer Help Desk



(203) 392-5123

Sample Syllabus

(Items in boldface are required, all other items are strongly recommended)

Course:  MAT 999, Mathematics for the Human Race

Required Text:  Fun with Mathematics, 10th Edition

Instructor:  Dr. Tee Cher

Office hours:  (MTWRF 8:00 a.m - 8:00 p.m, or by appointment … your choice) 

Phone:  (203-392-5594, 203-392-5577, or personal phone … your choice)

e-mail:  (southern account or personal e-mail)

Grading procedure:  (list all evaluations, such as exams, quizzes, homework, projects, participation, etc., together with their approximate weights)

Attendance policy: 

List of important dates (last day to withdraw, mid-term, vacation days, final exam, etc.):
Late withdrawal policy:

Incomplete policy:

Students with disabilities (suggested statement): As a student with a disability, before you receive course accommodations in this class, you will need to make an appointment with the Disability Resource Office located in EN 15.  However, if you have other information you would like to speak with me about, if you have emergency medical information to share with me, or if you need special arrangements in case the building must be evacuated, please make an appointment with me as soon as possible.
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