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Welcome to the Department of Nursing at Southern Connecticut State University. The purpose of this manual is to provide you with some of the resources and information that may assist you during your employment with the Department.

AAUP

All adjunct faculty members are eligible to join the American Association of University Professors (AAUP). Membership invitations are sent to adjunct faculty by the AAUP office. Adjunct faculty members should refer to the Collective Bargaining Agreement (CBA) available at http://www.southernct.edu/departments/aaup/thecontract.pdf . This document provides information about pay scales and adjunct faculty benefits such as available travel funds, tuition waivers, and health insurance options. The AAUP office is located Engleman Hall C111. The telephone number is 392-5975.
Audiovisual Equipment

Specific AV equipment can be reserved by faculty for use in campus classrooms (computers with LCD projector, DVD players, VHS players, overhead projectors, etc). In order to make reservations, go to the following website - http://www.southernct.edu/oit/instructionalresources/   

BannerWeb

Class rosters are available to you through Banner. Faculty can access the Banner system from the Southern homepage at http://www.southernct.edu by clicking the BannerWeb link on the left side of the page. Your ID is your employee number and your PIN is your birthday (MMDDYY). Midterm and final course grades are also entered via BannerWeb. Adjunct faculty should plan to meet with the Program Coordinator, Department Chairperson, or the Department Secretary for assistance in using BannerWeb.

Bookstore

The campus bookstore is located on the lower level of the Adanti Student Center. Faculty with an ID Hoot Loot Card receive a 10% discount on books and other purchases from the bookstores at any CSU campus. Adjunct faculty who need to order textbooks for their course(s) can place textbook orders online at http://southern-ct.bncollege.com/webapp/wcs/stores/servlet/BNCBHomePage?storeId=19076&catalogId=10001&langId=-1
Campus Telephone Directory
You may need to phone certain offices on campus. To access the telephone directory online, go to http://www.southernct.edu/search/directories/telephonedirectory/
Class Cancellations

If you need to cancel a class for any reason, please contact the Department of Nursing Secretaries at (203)392-6475 or (203)392-6494 or the Department Chairperson at (203)392-6485. If possible, an email message should be sent to the students in your class and/or clinical group. In case of inclement weather, faculty can call the Southern Weather Check number which is (203)392-SNOW. 

Class Delays

If a class is cancelled or delayed by the University, the student will be responsible for the information that would have been covered in class. Delayed starts mean that activities beginning before the announced start time are delayed in terms of when the activity will begin, it does not mean that the activity is cancelled, but rather that the activity will begin at the announced start time (ie. 9am) and conclude at the time it would normally end. For example a class scheduled to begin at 8:00 a.m. and run to 11:00 a.m. would begin at 9:00 a.m. and conclude at 11:00 a.m. With early closings, activities that would normally run past the early closing time will cease at the set early closing time, and activities that would normally begin after that time are cancelled, for example if the early closing was set for 3:00 p.m. a class normally running from 2 p.m. to 5 p.m. would cease meeting at 3:00 p.m., a class scheduled to begin at 4 p.m. and run to 7 p.m. would be cancelled.
Computer Use

A laptop computer in the Department of Nursing is available for adjunct faculty teaching on campus. Please contact the Department Secretary at (203)392-6475 to arrange for the use of the laptop. Adjunct faculty have access to computer lab facilities on campus (computers, printers, scanners, etc). There is a large computer lab in Jennings Hall across the hall from the Nursing Lab. Additionally, there are computers and printers available for adjunct use in the Jennings Nursing Library and in the New Nursing Building foyer.

Disability Resource Center

The Department of Nursing is committed to providing reasonable accommodations for students with documented disabilities on an individualized and flexible basis. The University Disability Resource Center (DRC) determines appropriate accommodations through consultation with the student. The DRC is located in 
EN C-105A. 
Duplicating Services

The Department offices in the New Nursing Building and Jennings Hall have a full service copy machine. If you need copies made, please leave for the Department Secretary with directions. When possible, please duplicate on both sides of paper to conserve.

Email Account

Your email account can be set up through MySCSU. Go to the Southern website at http://www.southernct.edu and click on MySCSU and follow directions. For most users, the user name is your last name, first initial, and the number 1 in 
lowercase. To find out your user name, follow the instructions on the Web page 
www.southernct.edu/departments/oit/myscsu/index.htm. Your password is the same as 
your Banner PIN, initially set as your birthday (MMDDYY).       
Please contact the HelpDesk at (203)392-5123 if you have any difficulty.

Faculty Mailboxes

Each adjunct faculty member will have a faculty mailbox located in Jennings Hall Room 135. Faculty can instruct students to leave materials for you in your mailbox. Campus mail will also be delivered into your mailbox. If you would like your campus mail to be sent to your home, please contact the Department Secretary in Jennings Hall at (203)392-6494 to request.

Fax Machine

The Department offices in the New Nursing Building and Jennings Hall have fax machines. The fax number in the NNB is (203)392-6493 and the fax number in Jennings Hall is (203)392-8958.
ID/Hoot Loot Card

You will need a Hoot Loot card to utilize Buley Library and the campus computer labs. Your Hoot Loot card can also function as a debit card for on-campus vendors and vending machines. You can obtain your Hoot Loot card at the University Card office located in the Wintergreen Building. You will need to bring a copy of your employment contract and/or letter from the Department requesting that your ID card be issued. For more information, visit http://hootloot.southernct.edu/
Office Supplies

A variety of office supplies are available from each of the Department Secretaries. Please let the secretaries know what you need so that these can be provided to you.
Office Space
Office space for adjunct faculty to meet with students is available in Jennings Hall Room lab. Please see the Nursing Department Secretary in Jennings Hall for access to the office.
Paychecks

All faculty and staff on campus are paid every other week. To determine actual dates for paychecks visit http://www.southernct.edu/payroll/payrollcaendar/ . Direct deposit is available. You must fill out a direct deposit form and attach a voided check from the account to be deposited into. You can obtain a direct deposit form in the Payroll Dept in Wintergreen building or online at http://www.southernct.edu/payroll/payrollforms/ .
Phone Numbers

Please note the following phone numbers in the Department and University that may be of use to you:


Jennings Hall Secretary (Denise Marks) 


(203)392-6494


NNB Secretary (Sherryl Chin)



(203)392-6475


Department Chair (Lisa Rebeschi) 


             
(203)392-6485

Undergraduate Program Coord (Barbara Aronson)
(203)392-6496


Graduate Program Coord (Leslie Neal-Boylan)

(203)392-6480

ACE and RN Program Coord
 (Mary Ann Glendon)

(203)392-6481

Nursing Lab Coordinator 




(203)392-6490

Weather Line






(203)392-SNOW


HelpDesk






(203)392-5123
Recreational Facilities
As an adjunct faculty member, you are able to utilize the recreational facilities on campus. The SCSU Fitness Center is located on the 2nd floor of the Adanti Student Center (check with Fitness Center for pricing). The swimming pools at Moore Field House and Pelz are open during scheduled hours during the semester. 

SCSU Alert System

The SCSU Alert system is an emergency notification system used to convey important information to the campus community. Emergencies, weather-related closing/delay, or other hazardous situations are announced via this system. Each adjunct faculty needs to register for this service. To access the registration page, go to the following website - http://www.southernct.edu/universitypolice/scsualert/ . Notifications will then be sent to your home phone, cell phone, and/or email account.
