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INTRODUCTION

Purpose of this guide
This guide is designated to give new faculty be a helpful reference for everyday questions from new faculty who are teaching, advising, conducting research, and participating in the community on and beyond this campus. It is intended to provide answers to those frequently asked questions we receive from new faculty members. You will use this guide to become acquainted with the campus, as you prepare and teach your classes, meet with students, and consider the various facets of your professional life. If you are using this information to make a crucial decision, be sure to check with the official sources listed in this guide.  

This guide will also help you with your everyday concerns as a university employee. We have included information on areas such as instructional resources, salary and benefits, personnel policies including sabbaticals and other leaves and also “nuts and bolts” topics, such as parking and photocopying. 

The guide is intended to inform you of your roles and responsibilities as a faculty member in the CSU system and on the Fresno campus. In writing this guide, consideration was given to the significance of professional duties on a campus that values teaching within a diverse society. We provide strategies for successful planning and teaching a class, and for advising students on academic issues and areas outside the classroom. We summarize rules for dealing with sticky issues such as academic dishonesty, confidentiality, and grade disputes. And we conclude several of the chapters with pertinent questions and tips to help readers focus on key areas.

This New Faculty Survival Guide is not meant to supersede the established rules and regulations that govern the system, and the university, including the Collective Bargaining Agreement.  In case of any conflict between the contents of this guide and the provisions of the primary sources, the primary sources prevail. New faculty should be aware that the official statement of university policy and procedures with regard to faculty can be found on the website of Academic Personnel Services. To connect to the website, click here. 

In short, the New Faculty Survival Guide should be a useful tool in becoming acquainted with this campus.

Web Resources

Academic Personnel:  www.csufresno.edu/aps
PART I
TOP TEN THINGS ABOUT FRESNO STATE
Overview
The university is an outstanding institution of higher learning and seeks to project what it has to offer to its faculty and students as well as to the community at large.

Commitment to the Community

We’re a campus community that treasures scholarship and creative thinking. Our Smittcamp Family Honors College offers the best students from California’s high schools a scholarship that pays for academic and living expenses along with a rigorous program of study and community service. It is a model, too, for the new Husband-Boeing Honors Scholars Program in Engineering, funded by the aircraft company in memory of space shuttle commander Col. Rick Husband, a Fresno State alumnus. Community service is a cornerstone of the Fresno State experience. The Richter Center for Community Engagement and Service-Learning program promotes the value of community service to students, faculty, and staff. Central California represents opportunity for the people of California, and Fresno State is sparking innovation and positive change for the region.
World Class Agriculture

Fresno State operates the first commercially bonded winery on any U.S. university campus, where student-produced wines have won hundreds of awards in tasting competitions against some of the world’s best-known vintages. Grape and wine production, key industries in Central California, are among the highlights of our nationally acclaimed Jordan College of Agricultural Sciences and Technology. We also are pioneering water development and water-saving irrigation techniques and equipment with worldwide application. The campus is home to a 1,000-acre student-staffed farm that is home to numerous livestock and permanent and annual crops.

Entertainment and Leisure

The 16,000-seat Save Mart Center on campus is one of the world’s best-attended concert venues and home to Bulldog men’s and women’s basketball and volleyball. It has featured everything from nationally televised professional bull riding and NCAA basketball playoffs, religious convocations and commencement ceremonies to performances by the Rolling Stones, Madonna, Andrea Bocelli and George Strait. Best of all, it was paid for through donations and sponsorships – not state funds. Next to the Save Mart Center is the state-of-the-art Student Recreation Center, which also is home to the Lyles Center for Innovation and Entrepreneurship and the Leon S. and Pete P. Peters Education Center.
Bulldog Pride!

Fresno State boasts some of the best collegiate sports programs in California for our men and women student-athletes, with all major sports facilities paid for entirely with private gifts. Bulldog teams appear regularly in NCAA postseason tournaments and bowls and frequently air on national television. In 2008, our Bulldogs baseball team won the College World Series, and Fresno State athletes have won Olympic gold medals and competed in professional sports. Our booster group, the vaunted Red Wave, is one of the largest and most loyal in the country, and our Bulldog Foundation has been one of the nation’s top volunteer fundraising units for two decades.
Emphasis on Academics

The complete spectrum of education is represented on campus, from an acclaimed preschool program and one of the nation’s top-ranked charter high schools to a rigorous, diverse college curriculum and doctoral programs. In 1911, Fresno State got its start as a teachers college and it is still the region’s biggest producer of teachers and administrators and also its top research institute and community education partner. Each year, the California State University Summer Arts program brings students from throughout California to the campus to learn from world-renowned performers and artists who also give public performances during their stay. This multidisciplinary systemwide program offers academic credit plus a festival in the visual, performing, and literary arts. The academic component offers two-week residency courses for undergraduates, graduates, and professionals in creative writing, dance, music, film, video, theatre, performance, visual arts, design, arts education, and new technology.
Centrally Located in California 

Fresno State is the California campus most associated with the Sierra Nevada. Students can leave the campus and in one hour be skiing or hiking at 7,000 feet in the Sierra National Forest or visiting world-class Kings Canyon or Sequoia national parks. Kings Canyon National Park gives easy access to the Sierra Nevada backcountry, and at its deepest point is thousands of feet deeper than the Grand Canyon. Yosemite National Park is a little over two hours away. State Route 168, which adjoins the campus, links directly to Sierra Summit Ski Resort and numerous quaint mountain communities. The campus conducts research in Sierra and rangeland conservation, alpine biology, ecology, anthropology and numerous other disciplines. Our Department of Earth and Environmental Science classes have explored the Sierra Nevada, and our environmental sciences students have participated in a wide variety of research projects throughout the region. Fresno State has the only university experimental range to research commercial livestock production and patterns and processes working in the ecosystem of the Sierra Nevada.
Excellence in Academic Research

Research is booming at Fresno State, where faculty are attracting a growing amount of support for studies ranging from how to use new technologies to improve the skills of K-12 teachers to groundbreaking experiments in cell genetics and vulcanology. Fresno State has 13 endowed chairs that support top-flight research and teaching. The range of funded projects makes Fresno State's Office of Research and Sponsored Programs one of the largest in California. Another example of practical research: our professors teamed up with one of the leading international software companies to help develop a computer-based system to identify criminals. Faculty and student researchers study a broad range of topics of vital concern to the community, including the environment, education, agriculture, business, water, criminology and health. As a center for research, the newly remodeled and expanded Henry Madden Library is the academic and architectural heart of the campus.
Environmental Sustainability

The university has undertaken numerous environment-friendly initiatives designed to develop good “green” habits throughout the community and to develop, efficiently use and preserve resources. Fresno State and Chevron Energy Solutions teamed on the nation’s largest solar-energy, shaded-parking installation on a college campus. The Water and Energy Technology Center (WET Center, for short) on campus nurtures good ideas in those two areas into businesses. Recycling, energy conservation, alternative fuels, encouraging public transportation, pedestrian-friendly paths, sustainable farming practices and a campus that is an arboretum are part of the landscape at Fresno State. And a new campus master plan will add to that commitment.
Distinguished Alumni

Fresno State alumni are setting the pace in education, agriculture, industry and government from our local communities to the state and national levels and, even into space. Our alumni include winners of Oscars, Emmys and Golden Globes in entertainment; space explorers; a U.S. ambassador; a cabinet secretary; university presidents; best-selling authors; top executives for influential corporations; elected officials and well-known coaches and athletes in collegiate and professional sports. 
Richness in Culture, Creativity and Diversity

Our students truly make Fresno State unique. Central California is one of the most culturally diverse regions in the world. In the past, farming drew people from throughout the world to the San Joaquin Valley - from Armenia, Mexico, Germany, Cambodia, Sweden and Japan. As the region has grown larger and more cosmopolitan than its original farming roots, that cultural richness has remained. Now more than 120 different languages are spoken by our residents. Some of the largest cultural events in the world are held here. And there's a richness of artistic expression in writing, poetry, the visual arts, music and dance that matches any of California's largest cities. Diversity at Fresno State is not only appreciated but promoted and celebrated through the First Generation Web site, a place where students and faculty who are the first in their family to go to college are encouraged to write and share their stories.
As a new faculty member, you should be proud of your affiliation with California State University, Fresno.
PART II 
GOVERNANCE

Overview
It is important to understand the governance structure of the university since it influences your daily routines. The university is a complex organizational structure, governed by legislative, administrative and collective bargaining mandates imposed from outside the campus, as well as internal regulation formulated with the consultation of the Academic Senate.  Additionally, the university consists of a plethora of offices and programs designed to support administrators, faculty, staff and students in achieving the educational and institutional mission of the university.  This section is meant only to provide a broad framework to this structure.
Public Higher Education in California

Public higher education in California is organized and governed in three segments: the community colleges, the California State University and the University of California. The community colleges offer instruction in standard collegiate courses for transfer to higher institutions, pre-employment vocational and technical training, and general or liberal art courses leading to an Associate of Arts Degree. The CSU draws from the top one-third of high school and community college transfers. It instructs undergraduate and graduate students through the master’s degree in liberal arts and sciences, in applied fields, and in professions, including teaching. In certain fields, the university also awards doctoral degrees. The University of California draws from the top 10 percent of high school graduates and instructs in liberal arts, sciences and the professions; has exclusive jurisdiction in law; provides graduate instruction in medicine, dentistry, veterinary medicine, and architecture; and is the state’s primary institution for doctoral programs and research.

The California State University
Primary Information Resource:  The California State University 

California State University, Fresno is a charter institution of The California State University.  The California State University (CSU) is the largest system of public higher education in the United States. The California State University currently comprises twenty-three (23) member institutions. 
The California State University was established by the Legislature through the Donahoe Higher Education Act of 1960. The University is governed primarily by state statutes contained in the Government Code and the Education Code. The Government Code establishes a Board of Trustees that is empowered to enact administrative rules and regulations governing the CSU. The administrative regulations of the Board of Trustees are found in Title 5 Division 5 of the California Code of Regulations. Copies of legislative enactments and administrative rules and regulations may be found in the Reference Department of the Madden Library.
Fifteen trustees are distinguished individuals from around the state appointed by the Governor with the advice and consent of the State Senate for a term of eight years.  A CSU faculty member, a CSU student, and a CSU alumnus are selected for two-year terms.  There are five ex-officio voting members.  These are the Governor, the Lieutenant Governor, the Speaker of the State Assembly, the Superintendent of Public Instruction, and the Chancellor of the California State University.  A complete list of the Trustees is located in the front of the General Catalog. The Board of Trustees appoints the chancellor, the chief executive officer of the system, and the presidents, the chief executive officers of the respective campuses.
The University 

California State University, Fresno has a long history as the preeminent institution of higher learning in the San Joaquin Valley of California. The university began with the establishment of the first junior college in California in 1910 and opened for classes as Fresno State Normal School on September 11, 1911.  The first graduating class was in 1912. In 1921, the name was changed to Fresno State Teachers College.  The name became Fresno State College in 1935.  The present name, California State University, Fresno, was adopted in 1972. Prior to the establishment of The California State University system in 1961, Fresno State College was an autonomous state college. The University operates on a semester system.
Like the other institutions in the CSU, the university has been built on the principle of a strong faculty voice. On this campus, you have the opportunity to participate in the consultative process affecting planning and decision making that takes place at every level - in your department and college/school as well as throughout the university and the CSU. Although teaching and research may be your primary focus, your colleagues and the university as a whole can benefit from your interest and participation in the governance process. 

Mission Statement
Primary Information Resource:  University Mission Statement (APM 102)

The Mission Statement emphasizes four key points:

1. The university offers a high-quality educational opportunity to qualified students

2. The university encourages and protects free inquiry and expression, ensuring a forum for the generation, discussion and critical examination of ideas

3. The university fosters an environment in which students learn to live in a culturally diverse and changing society

4. The university serves the San Joaquin Valley while interacting with the state, nation, and world.

Administrative Structure

The general administrative organization of California State University, Fresno assumes: 
· The President is ultimately responsible for the administration of the university; 
· An Academic Senate that provides advice and consultation to the President; 
· Academic Affairs which is divided into the instructional component of the university (i.e. colleges/schools) and, academically related units (Library), each headed by a dean who reports to the Provost and Vice President for Academic Affairs (Provost) 
· Colleges/schools are composed of instructional units of faculty headed by Department Chairs/Program Coordinators reporting to the dean and 
· Library composed of faculty reporting to the Dean of Library Services. 

The President is the chief executive officer of the University. The seventh and current President is Dr. John D. Welty. 

The University administration is divided into four major administrative divisions, the largest being Academic Affairs. 

· Academic Affairs, 
· Administrative Services, 

· Student Affairs, 

· University Advancement. 
Academic Affairs

The Provost is the chief academic officer of the university and is designated as the first officer of the university after the President. The Provost may approve, modify, or reject any or all personnel recommendation(s) made. The Provost, as the chief academic officer, is principally responsible for the planning, development, coordination, quality, administration, and evaluation of the instructional and academically related units of the university and their faculties. 
The eight college/school deans, Dean of Graduate Studies, Dean of Continuing and Global Education, and the Dean of Library Services report directly to the Provost in a line authority capacity. The Provost has an administrative staff composed of the Associate Provost and other administrators who may or may not have line authority capacity.

The dean is the chief academic/administrative officer of the college/school who reports directly 
to the Provost and serves at the pleasure of the President. The dean as the chief academic administrative officer of the college/school is principally responsible for the planning, development, quality, coordination, administration, and evaluation of the instructional program of the college/school.

The department chair is the designated administrator of the department and the academic leader of the departmental faculty.

Administrative Services

The Division of Administrative Services is responsible for the stewardship of the university’s finances, physical plant and many aspects of its human resources. This division handles such areas as Auxiliary Services, the Campus Information Systems (CIS), Facilities Management, Financial Services, Information Technology Services and Public Safety. Human Resources which includes Payroll Services and the Benefits Office is under the umbrella of Administrative Services. 
Student Affairs

Student Affairs focuses on the importance of promoting student learning and providing an out of classroom learning environment that helps each student develop a sense of belonging, identify opportunities to get involved on the campus and make positive contributions to our Fresno State community. The division offers a wide selection of programs designed to help students progress toward a degree while dealing with the many problems that students encounter in a collegiate environment. Included in these services are the Learning Center, Equal Opportunity Center, Services for Students with Disabilities, Outreach Services, and Judicial Affairs.

University Advancement

The University Advancement division generates the external recognition, support and financial resources the university needs to carry out its mission and to achieve its goals. The university has four endowed colleges/schools, nearly a dozen endowed professorships, and many centers and other operations that have been endowed through the generosity of the community. 

Working with alumni, parents, donors and the community, University Advancement broadens the resources available the university to enhance academic quality and strengthen the region. This division includes the public relations services for the university community. The University Advancement division represents an institution with the highest standards of excellence and accountability to its constituencies.
Athletics 
Primary Information Resource: Athletics Website
Athletics is an important component of university life. The athletics program is a Division I (FBS) school. The university is currently a member of the Western Athletic Conference. In Fall, 2012, the university will move to the Mountain West Conference.

Athletics participates in the following sports:


MEN
WOMEN


Baseball
Basketball

Basketball
Cross Country


Cross Country
Equestrian


Football
Golf


Golf
Lacrosse


Tennis
Soccer


Track & Field
Softball



Swimming and Diving



Tennis



Track & Field 



Volleyball

In 1998, the Softball Team won the NCAA National Championship. In 2008, the Baseball Team won the NCAA National Championship.

California State University Fresno Foundation

The foundation, which operates as an auxiliary of the university, supplements services and funding provided by the state with private support to provide students, faculty and our community with a margin of excellence. The Foundation is governed by the Board of Trustees whose members include the region’s top business, civic, and community leaders. The Foundation’s topmost priority is to achieve excellence through philanthropy and external support. 

Faculty Governance
Primary Information Resource:    Academic Senate website
Collegiality

The CSU Board of Trustees and CSU Statewide Academic Senate jointly prepared a CSU Statement of Collegiality that affirms,

 “Collegiality consists of a shared decision-making process and a set of values which regard the members of the various university constituencies as essential for the success of the academic enterprise. It incorporates mutual respect for the similarities and for differences - in the background, expertise, judgments and assigned responsibilities; and involves mutual trust based on experience”

“Collegial governance allows the academic community to work together to find the best answers to issues facing the university. Collegial governance, sometimes called shared governance, assigns, primary responsibility to the faculty for the educational functions of the institution in accordance with basic policy as determined by the board of trustees. This includes admission and degree requirements, the curriculum and methods of teaching, academic and professional standards, and the conduct of creative and scholarly activities. Collegiality rests on the network of interlinked procedures jointly devised, the aim of which is to assure the opportunity for timely advice pertinent to decisions about curricular and academic personnel matters.”

“Central collegiality and shared decision making is respect for differing opinions and points of view, welcoming diversity and actively sponsoring its opinions. The collegium must be a public bastion of respect for individuals, whether they are members of the faculty, students, staff, alumni, administrators, or members of the board of trustees.”

Academic Assembly

The Constitution of the Academic Assembly establishes strong faculty consultation on issues related to curriculum, instruction, planning, research, and other key areas, and ensures effective communication between faculty and administration in policy matters outside the scope of collective bargaining The document also provides that an academic senate be elected as the representative body of the faculty and that regular meetings should be held to identify and represent faculty viewpoints in the formulation of policy. The constitution establishes an Academic Senate as the is the primary governance instrumentality of the Academic Assembly.

Academic Senate and Executive Committee

The Academic Senate, the official representative body of the general faculty, has delegated authority to formulate, review, revise, and adopt for recommendation to the President all University policies, including matters directly affecting the instructional budget, which relate to the educational mission. The faculty has the primary responsibility for such fundamental areas as curriculum, subject matter and methods of instruction, research and creative/scholarly activity,  and those aspects of student life which relate to the educational process. The Senate is composed of faculty elected from each instructional department, the Library, Student Affairs, and athletics.

The primary committee of the Academic Senate is the Executive Committee of the Academic Senate. It is the body with which the President consults in order to provide an effective channel of communication between the President and the Academic Assembly and Senate with respect to their joint and several responsibilities in the immediate governance of the University. The primary function of the Executive Committee is to assist the Academic Senate in the discharge of its duties. 
Senate Standing Committees

Under the authority of the Bylaws of the Academic Senate, a number of elected standing committees prepare initial policy recommendations for consideration by the Senate. 

These committees and their areas of concern are;
· Academic Policy and Planning Committee – undergraduate curricular policy

· Faculty Equity and Diversity --- equal opportunity, diversity, 

· General Education Committee --- general education requirements

· Graduate Committee --- graduate education

· Personnel Committee --- personal policy development
· Student Affair Committee --- student matters except curricular items

· University Budget Committee – fiscal affairs

 A faculty member does not have to be a Senator or tenured to be on any of these committees.

In addition to the standing committees, there are numerous subcommittees which prepare recommendations to parent committees. For a complete list of committees, their responsibilities, and opportunities to serve or for other information related to the academic governance contact the Senate Office at Ext. 8-2743 or check out the Senate website. 

Colleges / School / Department Governance

Each college / school and department has its own governance structure to advance the consultative process. Each college / school has a constitution, an executive committee as well as committees dealing with curriculum, budget and personnel to advise the dean. 

Departments have regular faculty meetings as well as committees on curriculum, budget and personnel to advise the chair. You are expected to attend the regular faculty meetings in the department. 
Collective Bargaining
Primary Information Resources:

Unit 3 Collective Bargaining Agreement



 HYPERLINK "http://www.calfac.org" 

California Faculty Association

The California Faculty Association (CFA) is the exclusive bargaining agent for the faculty. The Higher Education Employer Employee Relations Act (HEERA)  provides that wages, working hours, and terms and conditions of employment are to be negotiated between the CSU Board of Trustees and the California Faculty Association. Negotiations between the Trustees and the CFA are conducted at the statewide level. All instructional faculty, full or part time, as well as coaches, counselors, and librarians are members of Unit 3 (Faculty) and are subject to the terms and conditions of the Collective Bargaining Agreement (CBA). Membership in the CFA is entirely voluntary but non-members are required to pay a monthly agency fee. The Associate Vice President for Academic Personnel is designated to handle all matters related to Unit 3. 
The International Union, United Automobile, Aerospace and Agricultural Implement Workers Of America, AFL-CIO and Its Local Union 4123 is the exclusive bargaining agent for Teaching Associates and Graduate Assistants. Negotiations between the Trustees and this union are also conducted at the statewide level. The Associate Vice President for Academic Personnel is designated to handle all matters related to Unit 11.
Sources for Official Information
A number of official documents govern faculty life on campus. New faculty are encouraged to familiarize themselves with these documents and consult with them whenever questions arise. Make sure that you are acting on the basis of factual information rather than surmise or memory. In addition, Academic Personnel Services at Ext. 8-3027 (email twendt@csufresno.edu) is available for consultation and support on a range of policy, professional and ethical issues.

Web Resources

University Mission Statement
Academic Policy Manual
Constitution for the Academic Assembly  

General Catalog
Tips 

· Attend regular departmental faculty meetings

· Keep informed about departmental issues / procedures

· Contact the Academic Senate Office at Ext. 8-2743 for committee openings.

· Read Academic Senate minutes and attend its meetings to discover what is happening in faculty governance.

· Keep a list of departmental, college / school and Senate committees and their meeting times in an accessible place.

· Talk to faculty leaders to solicit their ideas and support; provide your thoughts
· Service on Senate committees helps you meet faculty from other parts of the campus creating interdisciplinary links. Remember that governance extends beyond your department or college.

· Keep in mind that collegiality and civility are watchwords of the faculty governance process at CSU Stanislaus.

· As all aspects of the consultative process, informed voting counts. Listen, read, and VOTE.
PART III
FACULTY RESPONSIBILITIES
Overview
This section deals with your responsibilities as a faculty member. These obligations derive as so much else in the CSU from legislative enactments, administrative regulations, collective bargaining and expectations set forth in campus policies. This section provides a general discussion of those responsibilities but is not meant to be all inclusive. 
GENERAL OBLIGATIONS

Each faculty member is expected to observe the stated policies, procedures and regulations of the CSU and the university, and to fulfill all contractual and legal obligations.   

Each faculty member is expected to maintain and improve their instructional / professional and scholarly competence by remaining current in their discipline including participating in appropriate professional development activities. 
Each faculty member is expected to maintain a high standard of professional conduct in their interactions with all members of the university community and in their pursuit of knowledge.
WORKLOAD

Primary Information Resource:  CBA Article 20
Instructional Faculty Responsibilities
The primary professional responsibilities of instructional faculty members are teaching, research, scholarship or creative activity, and service to the university, profession, and community.

Faculty members have additional professional responsibilities such as advising students, participating in department meetings and activities, campus and system-wide committees, maintaining office hours, working collaboratively and reproductively with colleagues, and participating in traditional academic functions.

The performance of instructional responsibilities extends beyond duties in the classroom and includes such activities as preparation for class, evaluation of students’ performance, syllabus preparation and revision, and review of current literature and research, including instructional methodology in the subject areas. Research, scholarship, and creative activity in the faculty member’s field of expertise are essential to effective teaching. Mentoring students and colleagues is another responsibility that faculty members are frequently expected to perform.

The professional responsibilities of faculty members include research, scholarship and creative activities that contribute to their currency and allow them to make contributions within the classroom and to their professions. The professional responsibilities of faculty members are fulfilled by participation in conferences and seminars, through academic leaves and sabbaticals that provide additional opportunities for scholarship and preparation, and through a variety of other professional development activities. It is understood that instructional faculty members may not normally participate in all activities identified above during each academic term or year. 

The composition of professional duties and responsibilities for individual faculty cannot be restricted to a fixed amount of time and will be determined by the appropriate administrator after consultation with the department and/or the individual faculty member.

The normal full-time faculty workload per semester is fifteen (15) weighted-teaching units (WTU) – twelve (12) for instruction and three (3) for instructionally related responsibilities. 
The exact workload is determined in consultation with the department chair and is based on a variety of factors, including department and student needs, class size, advising obligations, course units, graduate teaching, as well as past practices in the department, released and assigned time. 
Assignment of Classes

The assignments of classroom, laboratory, or studio schedules will be determined by the department chair. The department or other appropriate unit's overall instructional or course assignments will be consistent with department and student needs.
Faculty members are expected to meet with their students at the assigned time and place listed in the Schedule of Classes.
Obligation to meet Class

As a faculty member, you are responsible for meeting with your assigned classes and being present for your office hours both during the semester and the final examination period. It is very important that you notify your department chair whenever you have to be absent from class. If you have to miss office hours, notify your department administrative assistant and ask to have a notice posted on your door.

From time to time you may decide that particular classes should be adjourned to enable students to participate in appropriate guest lectures, academic convocations, or special seminars. Be certain that such activity furthers the academic goals of the students in that particular class. Check with your department chair before adjourning a class.

If you need to be absent for class due to professional travel or other anticipated event, please try and schedule either a guest lecturer or a library assignment or other learning exercise for the students. If you need to be absent due to an emergency or illness, please contact the department chair or administrative assistant as soon as possible.

Office Hours: Availability to students

Part of an instructional faculty member’s responsibility is to be available to students outside the classroom environment for individual consultation. All full-time instructional faculty are expected to schedule and maintain at least five office hours per week in their assigned offices. Ideally, this should be a minimum amount of time. Office hours are to be posted and should be available in the syllabus so that students know when the faculty member is available. The posted office hours should ensure that they are reasonably accommodating to student needs within the context of the faculty member’s schedule. . The five-hour per week minimum requirement for office hours cannot be met, entirely or in part, by stipulating “by appointment only.”
Academic Advising

Some faculty are assigned formal advising. Please consult with the department chair. If assigned academic advising responsibilities, it is the responsibility of the faculty member to be prepared to provide students with accurate and consistent advice.

Consultation Days
Two days are set aside between the end of instruction and the commencement of final exams. These days are academic work days and faculty are expected to be on campus to meet with students during this period.

Final Exams

Final examination periods are officially part of the academic year and, as such, a component of required faculty obligations. Final examinations or final class meetings are required in all courses and shall be held at the time and place identified in the Schedule of Courses. No final examination may be scheduled prior to the time specified in the Schedule of Courses. Any exceptions must receive written approval of the department chair and dean.
The general nature of the examination or final class meeting should be described in the course syllabus. Illness, accident, or other contingencies may prevent a student from taking the final examination at the scheduled time. In such cases, the instructor should assign a make-up examination or, if appropriate, a grade of incomplete.

Grade Reporting

Final grades are due to the Registrar’s Office at the time specified in the academic calendar. Faculty members are expected to post grades electronically on or before the due date. Students depend on prompt reporting of their grades for grants, scholarships and other forms of financial, employment, and other needs. 

Library Faculty Responsibilities
The assignment of a library faculty members may include, but shall not be limited to, library services, reference services, circulation services, technical services, on-line reference services, providing instruction in library subject matter, service on systemwide and campus committees and task forces, and activities that foster professional growth, including creative activity and research. The nature of such assignments shall correlate closely with activities expected of library faculty to qualify for retention, tenure, and promotion and, following tenure, activities expected of library faculty in order to maintain their role as contributing members of the university community. 
Library faculty members work an average of forty (40) hours per week and, unless assigned otherwise, perform their assignments on campus. Such assignments shall be made by the appropriate administrator after consultation with the library faculty members.

Counselor Faculty Responsibilities
The assignment of a counselor faculty member may include but shall not be limited to individual counseling, group counseling, consultation and referral, intern training and supervision, teaching, service on systemwide and campus committees and task forces, and activities that foster professional growth including creative activity and research. The nature of such assignments shall correlate closely with activities expected of counselor faculty in order to qualify for retention, tenure/ permanency, and promotion, and after tenure/ permanency, activities expected of counselor employees in order to maintain their roles as contributing members of the campus community. Such assignments shall be made by the appropriate administrator after consultation with the counselor faculty member.

Collegial Working Relationships 

As members of the university community, all faculty members are expected to
a. accept their share of responsibilities for the governance of the institution through service on department, college/school and university committees, boards, or the Academic Senate

b. maintain the right to criticize policies and procedures as well as other regulations and seek their revision through recognized consultative processes

c. show respect for and due consideration of the role and contributions that each member of the university community, whether faculty, staff, student or administrator, makes toward the mission of the university.

Commencement

Commencement is the concluding event of the academic year. Held in May, it recognizes graduating students’ academic achievement. In addition to the general commencement, each college/school holds its own convocation on the day prior to the general commencement. Wearing their academic regalia symbolic of their role as teachers and mentors of the graduating students, all full-time instructional faculty members are expected to attend one of the two ceremonies. Library faculty and SSP-AR faculty are expected to attend the general commencement. Faculty may rent or purchase academic regalia from The Kennel Bookstore as needed.

CAUTION: It can be quite warm in Fresno in May and while the General Commencement is held inside the Save Mart Center, some of the convocations are held outdoors or in crowded facilities. Lightweight clothing is recommended for both occasions.

InCompatible Activities

Conflicts of Interest

Primary Information Resource  Policy on Incompatible Activities and Conflicts of Interest (APM 345)

Acceptance of a full-time faculty position with California State University, Fresno implies the faculty member accepts the responsibilities of such a position as both a faculty member and as an employee of the State of California. As both a faculty member and state employee, you may not engage in any outside employment or activity that is in conflict with your responsibilities as a university employee or use state resources including equipment, stationary, offices or other university resources for personal business.

While you may engage in political activity, you must do it on your own time, not on state time or state expense. When you speak or act in your capacity as private citizen or enter into private business arrangements, you must distinguish these activities from your university obligations and make clear that you are acting outside your university employment. 

If you have a question about whether your research may conflict with the mission and goals of the university discuss the matter with the Office of Research and Sponsored Programs Ext. 8-0840 or Academic Personnel Services at Ext. 8-3027
Faculty-Student Consensual Relationships
Primary Information Resource:  Policy on Faculty-Student Consensual Relationships (APM 346)

The university normally has no interest in private romantic or sexual relationships between individuals. However, the university does have a responsibility to protect the integrity of the learning environment and evaluation processes. 

It constitutes unprofessional conduct for a faculty member to engage in romantic or sexual relationships with a student when the faculty member either currently has or foreseeably will be given responsibility for the evaluation (including recommendations for jobs, advancements, etc.) or supervision of the student. In the event the romantic or sexual relationship existed prior to the beginning of the faculty-student relationship, the faculty member shall immediately discuss the relationship with the dean with a view towards seeking alternative classes, advisors, etc., for the student. If no alternative classes, advisors, etc. can be identified the romantic or sexual relationship must be terminated. University response will vary as appropriate to the facts of each case.
Misconduct in Research
Primary Information Resource:   Policy on Investigating Scientific Misconduct (APM 510)
California State University, Fresno endorses the belief that honesty and integrity in the pursuit and dissemination of knowledge are two of the most important values of the academy. As scholars and researchers, all faculty members are expected to practice and foster honest academic conduct appropriate to the highest standards of academe and their discipline. Faculty members are expected to acknowledge the contributions of others, including their students, to their academic work.
Accordingly, faculty, staff, students and research managers shall maintain high standards of ethical behavior in the conduct of scientific research. Accuracy, validity and reliability should be the hallmarks of research results generated in the scientific enterprise. To this end, the university requires that all researchers be aware of and abide by the code of ethics established by their professions or disciplines.
Misconduct in research is defined as fabrication, plagiarism, or other practices that seriously deviate from those that are commonly accepted within the academic community for proposing, conduct in, or reporting research and creative activity. Misconduct does not include honest error or honest differences in interpretation of data.

For more information, contact the Office of Research and Sponsored Programs at Ext. 8-0840.
Tips 

· Understand your obligations appropriate to your faculty appointment

· Make sure you are prepared and on time for class lectures, office hours or other 

· scheduled events

· Be collegial in your relationships with colleagues, other faculty, administrators, staff 

· and students

· Act professionally, and be conscious of the appearance of a conflict of interest as well as an actual conflict

· Conduct yourself around students as their role-model

· Maintain the highest professional standards in conducting and publishing research

PART IV
ENROLLMENT MANAGEMENT 

Overview
Instructors have responsibility for maintaining a complete and accurate class roster
Class Rosters

Once registration begins, student enrollment in course sections may be verified online using the MyFresnoState.edu Faculty Center or Blackboard. Generally, department secretaries can look up any student information you may need.

Students on the wait list are NOT officially enrolled. They will get enrolled automatically, assuming they meet the requisites, whenever an opening is made in the class.  Instructors do not have authority to allow a non-registered student to remain in the course, although it is understood that faculty will want students who are adding the course to attend class sessions. An instructor should assume that all non-roster and wait-listed students are not yet officially registered in the course. Please refer them to MyFresnoState.edu Faculty Center or Blackboard to verify their enrollment, or to submit a permission number. 

Course Section Adds

Students may add a course section without a signature or Permission Number through the 10th day of instruction via the web. The 11th day through the 20th day of instruction requires a Permission Number. Adding a name to your class roster does not register the student. Students still must register online with a Permission Number.

Course Section Drops

Students may drop from the course through Census Day.  Census Day is the 20th day of instruction for the Fall and Spring. It varies. See the Schedule of Courses for specific dates. A student can drop a course via the Web. Instructors can drop students for non attendance from the Class Roster. Non-payment of fees will automatically cancel a student’s course enrollment.

Permission Numbers

Permission Numbers are a set of codes unique to each class section which the instructor may give to individual students to allow the students to add the class via the MyFresnoState.edu web registration system. Permission Numbers will appear on the Class Rosters available to instructors on the MyFresnoState.edu Faculty Center. Each Permission Number can be given to students at any point in the registration period until the last day to add, and will override the following  registration restrictions; any course that has "Instructor Consent Required" any course for which the student does not meet the prerequisite, and class enrollment caps.
Waiting Lists

Students may waitlist a course, provided that the department has allowed that option for the course section. Waitlisted students are not enrolled in the section for which they are waitlisted. The wait list information is available on the Class Rosters on the MyFresnoState.edu for faculty review. Check with the department secretary to learn how to access this information. Waitlisted students are not officially in a course until they have registered.
Open University Enrollment

Students who are not interested in seeking a degree, or who have not been admitted as regular students, may enroll on a space-available basis with the permission of the instructor in any regularly scheduled course offered by the university. This type of enrollment, through Continuing and Global Education, is then recorded on the student’s transcript. If a student later wishes to have Open University credit applied toward a degree, a maximum of 24 units is allowed for a baccalaureate degree and nine units for a graduate degree. Permission of the major department is required.

Auditing
With the instructor's permission, admitted students may register in courses as auditors without credit. Auditors are not authorized in a full course. Enrollment will be permitted only after priority registration. To add a class for audit, a registered student must file an instructor approved Add/Drop form.
Instructor Withdrawal Responsibilities

Faculty may drop a student for (1) failure to meet a course prerequisite, or (2) failure to attend the first class meeting and failure to notify the department within 24 hours of his/her intent to remain in the course. Instructors should drop each registered student who has failed to attend class meetings from the online Class Roster available from the Faculty Center within the first week of instruction Class Rosters are available on the MyFresnoState.edu Faculty Center.
Census Date

The enrollment closure Census Day is the 20th day of instruction for the Fall and Spring semesters, and it varies for Summer Term. See the Online Schedule Informational Guide for specific dates. Instructors should assign an Instructor Withdraw (IW) on a roster prior to the Census Date. Faculty must sign the roster and return this to Enrollment Services on or before the Census Date.  It is important that the print and enrollment as of the Census Date be accurate because this is the information the university uses to report class enrollment to the Chancellor’s office.
Faculty members are not authorized to allow any non-registered student to continue class attendance.

Withdraw After Census Date

After the Census Date, withdrawals from a course are only permitted for serious and compelling reasons, i.e. for reasons clearly beyond the student’s control. See the University Catalog for details.

Canceled Course Section

Once enrollment begins, the department has the responsibility of notifying students should the section be changed or canceled. The department may contact the formerly enrolled students by emailing them from the Class Roster in MyFresnoState.edu Faculty Center.

Tips
· Do I have my class roster when I go to the first lecture?

· Have I reviewed the roster?

· How do I get Permission Numbers for this class? 

· How many students can I add to roster?

· Do I know my department’s policy regarding waiting lists?

· Am I able to deny students enrolled in Open Enrollment or auditors to my class?

· When is the Census date?

PART V
INSTRUCTIONAL SUPPORT RESOURCES

Overview
The importance of teaching excellence at Fresno State is reflected in the campus mission statement and in the services and programs available to faculty in support of their instructional mission. You have access to a range of services and resources to help support your teaching and research.

Classroom Technology

All scheduled classrooms are "smart" rooms and have projectors, sound systems, DVD and VHS players.  Laptop computers or other digital devices can be connected to the systems via the "Smart Box" located in the front of the classrooms. The Music/Media Collection (Ext. 8-2158) on the third floor of the Madden Library has an extensive collection of DVD and VHS for loan for instructional use.  Requests for or for assistance in using equipment, please contact the ITS Help Desk at Ext. 8-5000. 

Televised Distance Learning

The university has several classrooms reserved for courses transmitted by video over the internet. Lectures and presentations can be archived and made available for student review over the internet via streaming video.
Faculty offer many general education courses as well as courses in a variety of majors via distance learning. Staff are available to assist instructors with the pedagogical and technological transition to teaching both televised and web-based courses. These offerings extend higher education opportunities to students in our region at distant locations such as Lemoore or Visalia, other CSU campuses, or are otherwise unable to attend classes on campus.
Center for the Scholarly Advancement of Teaching and Learning

Primary Information Resource    CSALT
With scholarship at the forefront, CSALT provides faculty development programs and initiatives to enhance teaching and learning. Among these initiatives are 



--- ISWI Improving Student Writing Initiative 



--- ESCT Enhancing Student Critical Thinking



--- Brown Bag Series 



--- Partners in Excellence (PIE) Peer Coaching Program



---  SoLT Scholarship of Learning and Teaching 



--- ISSSI Improving Student Study Skills Initiative



--- ESILI Enhancing Student Information Literacy Initiative 



--- Assessing Program Learning Outcomes



--- FLC Faculty Learning Communities

Each of these programs is designed to enhance the total learning experience. Facultyare encourage to participate in these programs and initiatives to not only make the instructional process more beneficial to your students but also to develop even greater enjoyment of the classroom experience yourself.  CSALT is located in the Haak Administrative Center, Madden Library, Rm. 4143, Ext. 8-2842
Technology Innovations in Learning and Teaching

Primary Information Resource:     TILT
Technology Innovations in Learning, and Teaching (TILT), provides  faculty with tools to help improve teaching and learning through technology. TILT provides faculty professional development, technology training, support and development of academic uses of technology. 

TILT is located on the first floor of the Henry Madden Library, Rooms 1110 and 1106 (behind the circulation desk), Ext. 8-6892
Blackboard: Web-Based Learning Management System
Primary Information Resource:    Blackboard 

Blackboard is the web-based learning management system adopted by the campus. It is a powerful, secure, and easy-to-use method of enhancing teaching and learning by giving instructors the ability to post course content, communicate with students, administer tests and surveys, and manage grades online.
Blackboard is effective both as a supplement for classroom and televised courses, hybrid courses, and for the complete delivery of a fully online courses. For information about designing a web-based course the TILT office.  
Institutional Research, Assessment and Planning

Primary Information Resource:    IRAP
The purpose of the Institutional Research, Assessment and Planning is to provide leadership in developing a comprehensive, integrated program of planning, assessment and institutional research that assists the University in achieving its mission and goals.   IRAP encourages and supports:
· evidence-based planning and decision-making

· improvements in student learning, student services, and administrative processes

· collaboration and coordination in order to make the best use of limited resources and achieve maximum effectiveness

· communicating institutional and educational effectiveness efforts to internal and external audiences
To achieve these goals, IRAP:
· Provides commonly used data in an easily accessible form 

· Collects and disseminates focused resources intended to enrich our collective understanding of effectiveness processes and methods    

· Facilitates our new direction; i.e., supporting evidence-based planning, decision-making and improvement through a comprehensive, integrated program of institutional research, assessment and planning.

· compiles campus-wide data to be used in accreditation reports, grant proposals

· initiates surveys and conducts studies for a better understanding of academic life 

· develops information and resources to help make assessing learning in     programs easier to do and the results more useful to faculty

· assists in academic program review

The IRAP office is located in the Haak Administrative Center, Madden Library Rm. 4140, Ext. 8-3906

Information Technology Services

Primary Information Resource:   ITS
ITS provides centralized technical support for university owned computer equipment, computer labs, classroom and media equipment, and related services. ITS handles email, phones, internet access, software support for all campus-wide programs, as well as support for Blackboard and MyFresnoState.edu., academic, instructional and administrative technologies and their associated supporting infrastructure and services. The office assists faculty, students and staff by offering multiple channels of support in cooperation with TILT and a Help Desk (Ext. 8-5000) to assist in troubleshooting and scheduling technicians. 

Student Assistants & Graders

Funding may be available for students to help you with grading papers or handling certain types of activities or assignments. If you have very large classes or have special need for assistance for instructionally related tasks, check with your department chair for the types of help available. 
Faculty members who hire students with their own funds should work with the department. All such payments must be made through the Foundation to assure appropriate compensation levels and that all deductions required by law are properly made.
Library
Primary Information Resource:   Library Homepage
The Henry Madden Library is located adjacent to the Free Speech Area and across from the Student Union. The library has comprehensive collections in all areas of instruction on campus with holdings of over one million volumes. The library is the largest such facility between the Bay Area and Los Angeles. 

In addition to a comprehensive monograph collection, including many e-books, the library holds substantial periodical holdings and subscribes to many electronic databases for twenty-four hour access to materials. The library also is a depository of U. S. and California documents, has an extensive Music / Video Library containing a large collection of DVD and VHS for instructional use; one of the largest map collections in the state; the Teacher’s Resource Center, and the Arne Nixon Center for Children’s Literature, an internationally recognized collection of children’s literature. 
You have access to the holdings of LINK+, a consortium of nearly fifty academic and public libraries in California and Nevada, supplements the extensive holdings of the Madden Library. 

For materials not held locally or obtainable in LINK+, the Library maintains an active Interlibrary Loan Department (ILL).  This department obtains materials from an international partnership of libraries.  When possible, ILL provides electronic delivery of articles.  Students, faculty, and staff can make interlibrary loan requests from the Library’s website. 

The library makes available desktop computers, laptops for check-out, the availability of a variety of e-book devices, study spaces including group study areas, and wireless network access.  
Borrowing Privileges 

Most library books circulate to faculty until the end of the semester with convenient on-line renewal. . For undergraduate students, faculty spouses and immediate family the circulation period is 28 days. 
Reference Services 

To assist faculty and students in identifying, accessing and evaluating  varied information resources, librarians are available for consultation in person at the Reference Desk, via online chat, by phone  (8-2174) or email, and by appointment.

Research Skills Instruction 

Research skills instruction is available for all courses.  To make an appointment for class instruction, call Ext. 8-5770.

Reserve Materials

At the request of the course instructor, the library will place materials on electronic reserve for students’ use. Call ext. 3234 for more information. At the beginning of a term, at least two to three days notice is needed to place materials on reserve. 
Ordering Materials 

Faculty members may request the purchase of individual book titles through the Library’s website. For more complicated purchases, you should contact the Collection Development librarian at Ext. 8-4578.
University Archives & Special Collections 

The University Archives is a repository for materials concerning the history of California State University Stanislaus and includes documentation in the form of press releases, newsletters, catalogs, photographs, the student newspaper The Collegian, campus yearbooks, local newspaper articles, and other ephemera from the various campus entities.  The Library also houses a Special Collections unit that contains a variety of collections of local and regional interest.  Notable collections include the Woodward Collection of California history, the Colver Collection, a collection on World Fairs, as well as rare books. 

The Central Valley Political Archives, including the papers of many local congressional representatives and other political luminaries, is housed in Special Collections. 
Library contact numbers:

Office of the Dean

8-2403 

Instruction & Outreach Services
8-5770

Arne Nixon Center

8-8116 

Music / Media Library

8-2158

Circulation


8-2551 

Reference


8-2174

Collection Development

8-4578

Special Collections

8-2595

Government Documents / Maps
8-2405

Teacher Resource Center
8-2054

In addition, reference has a toll free number 1-888-850-4030.

Computer Labs

Computer labs are available throughout the campus for the convenience of students in which no classes are scheduled.
Kennel Bookstore

Primary Information Resource:   Kennel Bookstore
Located next to the Student Union by the fountain, the Kennel Bookstore strives to meet the academic needs of students, faculty, and staff by providing textbooks, reference books, personal computers, software, college-spirit apparel, photocopying, school supplies, and other retail convenience items.  Macintosh and Windows software are available at an educational discount. Most software titles not in stock can be special ordered.  The General Catalog and Schedule of Courses are available for purchase.

The Faculty Services Center allows you to 


--- order textbooks through the Faculty Center Network on line


--- obtain copyright permissions for replication of material for course packets


--- order desk copies 
Kennel Bookstore is required to be self-supporting and to have adequate reserves to meet future capital repair needs. Any annual net surplus generated by Kennel Bookstore is transferred to a Board designated restricted reserve for future reinvestment back into the commercial operations that serve the campus community. The Association has a Board of Directors, of which three (3) of the voting members are Fresno State students, including the Associated Students President. 

Tips

· Before the semester begins, visit and become familiar with the classrooms assigned to you; make sure that the equipment you need is available 

· Involve yourself in appropriate programs offered by CSALT
· Attend workshops and other programs sponsored by TILT to maximize student involvement through technology 
· Familiarize yourself with Blackboard.

· Contact the reference specialist for your area in the Madden Library to learn about library resources and programs that will benefit your research and that of your students

· Schedule a bibliographic instruction session in the library for specific courses

· Go to the Kennel Bookstore website and order textbooks for your courses.
PART VI
CLASSROOM MANAGEMENT
Overview
Primary Information Resource:  Academic Policy Manual Section 200
The General Catalog, the Class Schedule, past syllabi in the department, are useful documents to consult as you construct your class. They will help you understand how the university and department view the class and its role in the university’s curriculum, as well as what basic content, and often teaching strategies, are the norm for the course. The university also has a Syllabus Template that is designed to assist you in covering all the required information for a syllabus.

The 200 Section of the Academic Policy Manual deals with academic and curricular matters. Especially of interest to a new faculty member are the sections dealing with academic standards, including the Honor Code, and grading.

General Catalog

Primary Information Resource:  General Catalog
The General Catalog is prepared under the supervision of the Office of the Provost and Vice President for Academic Affairs and the Office of the Dean of Undergraduate Studies. It contains all the course offerings and descriptions; and academic regulations pertaining to the curriculum. A copy is provided new faculty members on their arrival. 
Schedule of Classes
Primary Information Resource:  Class Schedule
The Class Schedule has a wealth of information. In it you will find information about class offerings, as well as meeting days and times, rooms, instructors’ names, grading options, and final examination schedule. To facilitate academic advising for registration, the Online Class Schedule is generally available to students three weeks prior to the Priority Registration Period.  Students should always be directed to this web site for course offerings.

The Schedule also includes registration and fee payment deadlines and procedures, contact names and numbers for each department, important dates, fees, registration information, information about remote sites, how to register on the Web, a summary of math, English and writing proficiency requirements and options. 

Syllabus

Faculty should fully inform students of all course requirements and make such requirements available to them with a comprehensive course syllabus at the beginning of the semester but no later than the last day to drop classes without a serious and compelling reason. For web-based courses see Policy on Technology Mediated Instruction. Course syllabi shall be distributed in a format that meets the accessibility requirements for students with disabilities. The course syllabus together with any amendments shall be kept on file in the department office for two years. These documents will constitute the official syllabus of the course. The syllabus serves as the defining document in clarifying the nature of the course and its delivery and the basis upon which an instructor evaluates student performance and assigns the appropriate grade.
The website of the Dean of Undergraduate Studies has a syllabus template which will be helpful in getting your syllabi started. Click here. 

The faculty should include in the syllabus at least the following information pertaining to the 
course 
1) name of instructor, office location, telephone number, office hours, and e-mail address (if available)

2) course number and title, number of units, prerequisites and a brief course description, and fees, if any

3) summary outline of course and tentative schedule of topics covered

4) required text books and other supplemental materials together with a schedule of assigned readings

5) student supplied equipment and materials necessary for course activities

6) course calendar including projected dates, deadlines, and/or periods of time for readings, field trips, projects, exams, etc.

7) brief description of and instructions for significant course assignments (e.g., papers, field trips, and projects)

8) instructor course goals and student learning outcomes 

9) grading policy, which includes the weighting of assignments and examinations as well as the criteria for assigning grades, and the grading scale, identification of all requirements and due dates for course completion and eligibility for a final passing grade

10) course attendance and make-up work policies (including final exam meeting), and any implications for grading

11) instructor’s policies regarding administration of the course (e.g., late paper penalties, tape recording lectures, and guidelines on the use of electronic devices)

12) reminder directed to students with disabilities about their responsibility in identifying themselves to the university and the instructor so reasonable accommodation for learning and evaluation within the course can be made

13) statement referring to the university’s policies regarding adding and dropping courses, the honor code, including cheating and plagiarism, copyright, and computer usage; these may be satisfied by a statement that the university policies are located in the Catalog and the Class Schedule
14) safety issues where appropriate.

Faculty may also wish to include statements on instructional philosophy and pedagogical methods, non-enrolled visitors or guests, General Education requirements met by the course, and other information of importance and concern to the instructor.

Remember that your students will regard the syllabus as a contract. 
Syllabus Assistance

Primary Information Resource:  Dean of Undergraduate Studies
This website provides the following information


--- Required syllabus statements


--- Instructions on creating and uploading your syllabus to Blackboard


--- Template for syllabus development


--- Date calculator that can be copied and pasted into your syllabus


--- Link for asking questions and seeking assistance

Class Meetings

All classes are to be held at the time and place listed in the official Class Schedule unless you follow procedures for changes of classroom and meeting times established by the university. If the room to which you have been assigned is too small, too large, or inappropriate for your pedagogical style, the person to contact about room availability is the department administrative assistant. 
If you need to reschedule, cancel, or move a class, you should talk to your department chair. Of course, you may use your judgment when scheduling special sessions such as trips to the labs, the library, the art gallery, etc. If you schedule a field trip off campus, see the section on field trips.

Accommodating Student with Disabilities

By university commitment and by law, students with disabilities are entitled to participate in academic activities and to be tested in a manner that accurately assesses their knowledge and skills. Faculty members play a critical role in helping students who may have disabilities. Once a student’s disability has been verified, faculty can work with the student and staff in Services for Students with Disabilities to develop academic adjustments that permit the student to fully access lecture and course materials. You are encouraged to contact Services for Students with Disabilities, located in the Madden Library, First Floor South, at Ext. 8-2811 for  information about making accommodations immediately upon learning that you have students with disabilities in your class.

Textbooks

One of your primary responsibilities in preparing to teach a course is selecting textbooks, including required and recommended books for students. Check with the department chair regarding department procedures for ordering textbooks. All textbook ordering is coordinated through the campus bookstore. Faculty receives ordering information in the middle of each previous semester. If you know that you will be using the same required and recommended books the next semester please notify the bookstore prior to the end of the semester. This will assist students financially. 

Custom Texts and Readers

The preparation of course materials and the selection of assigned readings to be used in a course are integral parts of a faculty member's regular duties.  Faculty members may not charge or collect money from students unless specifically authorized to do so. Therefore, course materials, including textbooks and other assigned readings, may not be sold by faculty members directly to students. All fees charged in connection with a course, such as miscellaneous course fees, must follow established procedures and be collected by the University's accounting office. 

Course packs prepared by a faculty member may be sold through the Kennel Bookstore or through an off-campus copy center, but no royalties or other financial consideration may be received by the faculty member for preparing or editing the course pack. The faculty member is responsible for providing proper attribution on each document, and when using an off-campus vendor, is personally responsible for securing copyright permission and paying copyright fees, for each item submitted for inclusion in the course pack. The Kennel Bookstore will assist in obtaining permission to use copyrighted materials for all course packs sold through them and will incorporate the cost of the copyrighted fees in the selling prices. For course packs distributed through an off-campus copy center, faculty members will personally assume the full legal responsibility for compliance with the copyright law. 
Exam Scoring
Student answer forms and faculty key forms are available for purchase in the bookstore. Item analysis forms for faculty are provided by ITT. For additional forms please contact the Help Desk at Ext. 8- 5000.

Student Attendance

As a faculty member, you have a right to expect students to be punctual and to attend class regularly.  A clear statement of your expectations in the course syllabus is recommended. Students who have stopped attending a class should be withdrawn by the instructor prior to the Census Date.
Guest Speakers

A faculty member may wish to invite guest speakers to the classroom. Guest speakers can enliven a course and provide valuable expertise and outside experience to stimulate student’s learning. Invited speakers can also enhance and complement the professional expertise of the faculty. Instructors intending to invite guest speakers to campus should discuss with the department chair such details as courtesy parking permits.

Student Guests

Individuals, including friends of your students, who are not enrolled in your class, may want to observe or visit your class, but they should get your permission ahead of time. A clear statement in your syllabus concerning such guests is recommended.

Tape recording and Videotaping Classes

Students may use tape recorders in a classroom with the instructor’s permission. If you have concerns about the future use of the recording, you should provide permission in written form, indicating limitations on the future use and including your signature. You should consider including a statement in your syllabus regarding tape recording or videotaping in class.

Some students with disabilities are eligible to record class lectures and/or discussions even when this is not standard practice in the class. You may request that these students provide you with verification of eligibility from Services for Students with Disabilities..

Tobacco Products or Eating in Class

Smoking is prohibited in campus buildings; smoking is permitted in designated outdoor areas only. Some students do use smokeless tobacco. The university has no general regulations about eating in classrooms. However, signs have been posted outside some rooms where eating and drinking are prohibited because of carpeting or equipment. For instance, eating and drinking are not permitted in computer labs. Remind students that several classes meet daily in most classrooms and that trash, debris, and smokeless tobacco residue should be properly disposed.

You may also set your own policy prohibiting eating, drinking or smokeless tobacco in class. If you do, state the policy in your syllabus. 

Scheduling Final Exams

Final examinations or final class meetings are required in all courses and are to be held at the time and place identified in the Class Schedule. No final examination may be scheduled prior to the time specified in the Class Schedule. Any exceptions must receive written approval of the department chair and dean.

The general nature of the examination or final class meeting should be described in the course syllabus. Illness, accident, or other contingencies may prevent a student from taking the final examination at the scheduled time. In such cases, the instructor should assign a make-up examination or, if appropriate, a grade of incomplete.

Illness or an accident may prevent a student from taking the final exam at the scheduled time. In such cases, you should assign a makeup exam, or, if appropriate, a grade of Incomplete. If you become ill or have an emergency during exam week, contact your department to arrange for someone to proctor your exams or collect final papers.

Assessment for Student Learning 

Assessment is the continuous process that faculty members engage in to understand and improve student achievement. Assessment of student learning is based on clear and explicit goals reflected in the course syllabus, and the results of student assessment are used by faculty in the planning and improving in their courses. The Center for the Scholarly Enhancement of Teaching and Learning is available to assist faculty with the development of student learning objectives, and to provide resources for the implementation and evaluation of student assessment techniques in the classroom. 

Service Learning

The principal goal of Service Learning is the promotion of student learning through active participation in meaningful service directly related to course content. The Jan and Bud Richter Center for Community Engagement and Service Learning is a resource office for faculty.  Staff are available to discuss any aspect of experiential education that faculty might be considering and can assist in developing community partnerships, syllabus generation, exploring funding opportunities and connecting faculty on campus that use this as a pedagogy.  Staff will assist with project site coordination and student volunteer orientations.  The office can also assist with building project driven collaborative and inter-disciplinary partnerships revolving around service projects that meet community needs. Currently, in the CSU system over 2500 courses are offered with a service component and more than 51,000 students have participated in service learning courses. The Fresno campus provides over one million hours of service learning projects each year.. Please contact Ext. 8-7079 for assistance.

Field Experience Under Conditions of Risk

Faculty members are responsible for safeguarding the right and welfare of individuals involved in activities related to instruction and research. The dean is responsible for prohibiting instructional activities that involve substantial risk. 

If you supervise a field activity, you must ensure students and faculty are not subjected to any substantial risk. Be sure to check with your department chair or dean to determine whether there is any liability or insurance issues prior to the field experience. 

In a situation in which timely action requires a decision to be made in the field, faculty members are required to suspend their own and their students' activities if in the faculty member's judgment substantial risk is present. This action must be immediately reported to the dean. If the faculty member does not take action to suspend the activity and if in the judgment of the student continuation in the instructional activity will involve substantial risk, the student must withdraw and immediately inform the dean.

Human Subjects Research

All graduate and undergraduate courses dealing with research procedures are required include an appropriate discussion of the ethics and procedures for the protection of human subjects. All research which involves human subjects must be reviewed according to the provision of current Policy and Procedures for Research with Human Subjects at California State University, Fresno. 

You must obtain approval before initiating your project.  Faculty may request a copy by calling the office of the Vice President for Administrative Services  Ext. 8-2083.

Animal Care

The use of animals in research and instruction is governed by federal regulations under two different statutes: Health Research Extension Act of 1984 and Public Law 99-158, and two different agencies. These regulations cover most research or instructional use of warm-blooded and vertebrate animals. If you will be using animal subjects in research, then you must obtain approval to conduct the research from the university’s Institutional Animal Use and Care Committee. As with human subject research, you must obtain approval before initiating your project. 

Responding to Emergencies in Class

Students look to faculty members for instructions and support during an emergency. You 

should familiarize yourself with your classroom, with the building and its emergency exits, and with the location of emergency phone in the classrooms in which you teach. In case of an emergency such as fire, direct the students to remain calm, review the situation, and communicate the appropriate escape route from the classroom. Be sure that all students have evacuated before you leave the classroom.

Medical Emergencies

Whenever a medical emergency occurs, immediately contact Public Safety by dialing 911 from a classroom emergency phone, and any department office phone. Do NOT use your cell phone since dialing 911 will contact you with an off-campus location. Provide a description of the nature of the medical emergency, the location, and whether an ambulance may be needed. Stay on the line with the police until emergency personnel arrive.

Earthquakes

Familiarize yourself in advance with all classrooms you occupy. Make a mental note of the potential hazards, such as broken window glass. In the event of an earthquake, advise all classroom occupants to duck under their desks, grab hold of the desk legs and cover their heads. Remain in your classroom until the fire alarms sound to evacuate, you are comfortable with having the students leave the building, or you have received further instructions from a building marshal/monitor, public safety representatives, or public address announcement. Be certain all room occupants have left the room before you. Close the door, if possible, as you leave.

Ask Yourself before the Teaching Begins

If my class has been taught by other instructors, have I discussed the approaches they took and examined copies of their syllabi?
Have I reviewed options for course materials? Would customized texts or reader options be more useful than standards texts? Have I checked to see when textbooks orders are due?
Have I reviewed the syllabus template provided by Undergraduate Studies?

Have I considered ways in which audiovisual materials or computers might be usefully incorporated into my class?
As I designed my class, did I consider a variety of teaching strategies and activities that could enhance students learning to the material?
Have I scheduled laboratory sessions , including computer labs with the appropriate person?
Does my syllabus summarize course objectives, grading criteria, reading and writing assignments, classroom conduct, and due dates for papers? 

As I designed my course, did I build in methods for students to evaluate their grades and progress throughout the semester?
Did I provide for ways in which students can let me know what they are learning and what problems they are encountering throughout the course?
Have I developed class assignments and activities that will truly help students explore and master material? 

Have I thought about incorporating Service Learning into my course?

Am I familiar with the department’s policies on grading, add-drop, and attendance?
Have I visited the classroom to make sure it has the necessary equipment and number of seats?
Am I familiar with campus policies regarding human subjects, animal care and field trips?

Am I familiar with emergency routes and white campus phone locations in the building where I will be teaching?
Am I familiar with my department’s policies on waiting lists?
If I have disabled students in my class, do I know how to best accommodate their needs? Do I know the contact information for Services for Students with Disabilities?
If I have planned for a guest speaker, have I discussed the plans with the department chair?

If an emergency occurs, do I know what to do?

Additional Suggestions from Counseling Services

The following suggestions are valuable for all students. 

Encourage students to make an appointment during office hours to facilitate self-disclosure. Ask students how you, as a faculty member, can assist in facilitating course material.

Provide a detailed course syllabus the first class session. Include complete bibliographic information on reading assignments to facilitate obtaining textbooks on tape. Announce additional reading or writing assignments at least four weeks in advance. Provide a calendar detailing dates for assignments, quizzes, and/or exams

Clearly spell out expectations before the course begins (e.g., grading, material to be covered and due dates).

Start each lecture with an outline of material to be covered during that class period. At the conclusion of the lecture, briefly summarize key points.

Speak directly to students and use gestures and natural facial expressions to convey further meaning.

Present new technical vocabulary on the blackboard, use an overhead projector, or handout. Terms should be used in context to convey greater meaning.

Give assignments both orally and written form to avoid confusion.

If possible, select a textbook with the accompanying study guide for optional student use.

Provide adequate opportunities for question and answers, including review sessions.

Allow students to tape-record lectures to facilitate their note taking.

Provide, in advance, study questions for exams that illustrate the format, as well as the content of the test. Explain what constitutes a good answer and why.

If necessary allow students with disabilities to demonstrate mastery of course material using alternative methods (e.g., extended time on exams, exams in a separate room, providing responses by tape recording their answers) in cooperation with Services for Students with Disabilities.

Permit use of computers, simple calculators, scratch paper, electronics spellers, and dictionaries during exams.

Encourage students to use campus support services (e.g., Learning Resource Center, Library, as well as assistance in ordering taped textbooks, alternative-testing arrangements, specialized study aids, peer support groups, study skills workshops, developmental skill courses, or academic tutorial assistance).
Infamous questions:


Will it be on the test?


Will you / Did you cover anything important today?

PART VII
CLASSROOM ENVIRONMENT
Overview
In order to participate successfully in the campus community, faculty should understand the norms and policies that bear on teaching, research, and day-to-day interaction with colleagues, staff, and students. The university promotes a set of values that incorporate mutual respect for all members of the community and for the differences among various campus constituencies.

Since the university has a very structured system of policies in place, the faculty member should review the Academic Policy Manual for relevant policies. 

All university employees must comply with the federal, state, and local laws. However, faculty, staff, and students also share responsibility for maintaining an atmosphere that enhances learning and creating a climate that affirms everyone’s rights to study, work, and learn in harassment-free, non-discriminatory environment.

Nature of Student Body

Teaching is exciting, rewarding, and challenging. Our student body, one of the most diverse in the nation, reflects the population of the Central Valley of California. The university serves a region with over ninety separate and identifiable ethnic and racial groups. Our students come with a variety of backgrounds, expectations, and levels of preparation. Many are first-generation college students.  Many students work either full or part-time in addition to attending the university.
Some students have learned English as a second language, and a cluster are international students. Because most students work at jobs on and off campus, the average class load of a student is lower than on traditional campuses, and the resulting degree time is slightly longer. The University draws most of its students from the metropolitan area and the surrounding communities in Fresno, Madera, Mariposa, Kings and Tulare counties. In order to serve the needs of this large region, classes are also held at off-campus locations such as the College of the Sequoias  in Visalia and West Hills College in Lemoore. To accommodate student needs classes are also taught either partially or fully online. 
Our students range in age from eighteen year olds to seniors. Remember that individuals who are either our age or older are still students. It is important to maintain a professional teacher – student relationship with all our students regardless of age.
Student Study Load

Students vary in the number of units for which they register in a semester. One unit is equivalent to one hour of classroom work per week in most classes; the campus definition of a full-time course load for undergraduates is 12 or more units. Enrollment for more than 16 units in Fall or Spring is permitted after the early registration period ends.  
 Each student should spend two hours of outside preparation for every hour spent in class.

Academic Freedom
Primary Information Resource:    University Statement on Academic Freedom (APM 103)
The primary purpose of a university is to promote the exploration of ideas and the discovery and dissemination of knowledge and understanding. The university is to be an open forum for ideas and issues to be raised, challenged, and tested. Academic freedom is the cornerstone of a university. Intellectual ferment is absolutely dependent upon academic and intellectual freedom. Freedom in teaching is fundamental for the protection of both faculty and students in teaching and learning. Freedom in research is fundamental to the advancement of truth. The 1940 Statement of Principles on Academic Freedom and Tenure with 1970 Interpretative Notes from the American Association of University Professors provides a nationally recognized definition of academic freedom, its protections and its responsibilities. 

In the Collective Bargaining Agreement Between the California State University and the California Faculty Association the parties recognize explicitly the role that academic freedom and academic responsibility play in the academy.

It is the policy of California State University, Fresno that all faculty members, regardless of their employment status, should enjoy the privileges and exercise the responsibilities inherent in academic freedom as defined by the AAUP statement. Librarians, counselors, coaches, teaching assistants and graduate assistants who are involved in the teaching and learning processes also enjoy the same protection and responsibilities within the context of their obligations. 

Classroom Conduct
Primary Information Resources:   
Policy on Disruptive Classroom Behavior (APM 419)  
Form:  Report of Disruptive Classroom Incident  (APM)
The classroom is a special environment in which students and faculty come together to promote learning and growth. It is essential to this learning environment that respect for the rights of others seeking to learn, respect for the professionalism of the instructor, and the general goals of academic freedom are maintained. All members of the academic community should demonstrate respect for the classroom environment. Differences of viewpoint or concerns should be expressed in terms which are supportive of the learning process, creating an environment in which students and faculty may learn to reason with clarity and compassion, to share of themselves without losing their identities, and to develop an understanding of the community in which they live.

Faculty have a responsibility in the classroom to respect student diversity and diversity of viewpoint, but they also have the primary responsibility to maintain the orderliness and integrity of the learning environment 

Students have the right to express ideas unpopular with the class or contrary to those of the instructor. However, students also have a responsibility to respect the learning environment and the integrity of others in the classroom setting. Student conduct which disrupts the learning process shall not be tolerated and may lead to disciplinary action and/or removal from class.

Use your discretion in assessing a disruptive situation. Often, you can speak with the student privately, outside of class, and resolve the problem. You also may ask a student to leave that particular class session. However, removal of a student from class, either voluntarily or involuntarily, is a serious step and not one to be taken lightly. You do not have the authority to ask students not to attend another class or to drop a student from your class altogether. If problems continue you should meet with both the student and your chair and inform your dean. Make sure to keep a record of dates, times, and details of disruptive incidents.

If there is any threat of harm or disruption of the educational process call the University Police at Ext. 8-8400. Faculty members also can request that the University Police be present for private meetings with a disruptive student. The Office of Judicial Affairs can also provide assistance with difficult students. Through the Judicial Office a faculty member can report the student for misconduct, with consequences ranging from filing a report to initiating a formal student discipline investigation resulting in suspension, expulsion or other educational sanctions. 
In serious situations, when students are charged with misconduct, student disciplinary procedures follow system-wide guidelines established by the California State University Office of the Chancellor. If you have a question about a student problem, speak to your chair, dean or the Judicial Officer.

Academic Integrity

Primary Information Resources:

Academic Honor Code (APM 236)
Policy and Procedures on Cheating and Plagiarism (APM 235) 

Cheating/Plagiarism reporting guide 
As we transmit the values of the academic community, we should make clear to students what does and does not constitute academic dishonesty within our university culture. Such definitions are not always clear-cut. They may vary, for instance, in classes, workshops, or labs where students work together and share ideas, where they co-author or co-present reports, or where they are asked to reflect on other people’s ideas or work. You should make the norms for your class very clear in your syllabi, especially with regard to group work, in order to avoid difficult situations.

Honor Code

The university is committed to maintaining a culture of academic integrity where all members are expected to adhere to fundamental values in both academic and non-academic endeavors. To this end the university has adopted an honor code for all members of the university community. The code defines academic integrity as “a commitment, even in the face of adversity, to five fundamental values: honesty, trust, fairness, respect, and responsibility. From these values flow principles of behavior that enable academic communities to translate ideals to action” All faculty members are expected to familiarize themselves with the code and its expectations.

Plagiarism

Plagiarism is a complex, problematic issue for students, faculty, and even skilled researchers. Faculty can help students foster good research skills and methods, and reduce plagiarizing by providing examples of primary and secondary sources and by offering practice activities to summarize, paraphrase, and cite works correctly. Most references, such as the MLA Handbook, provide detailed analyses of appropriate and inappropriate uses of source material. Requiring a bibliography, notes, and several drafts before submitting the final version also helps reduce the possibilities of plagiarism. In addition, the campus uses Safe Assign, a Blackboard-based system for assisting faculty in identifying plagiarism from sources both on the Internet and in their growing database. For more information about TII, creating an account, and using it, contact the Office of Technology Innovations for Learning and Teaching (TILT) at 8-6892.
Also see

http://plagiarism.org
http://turnitin.com
Cheating

A few simple strategies can help reduce incidents of cheating in the classroom: proctoring exams, providing official exam books, creating more than one version of an exam, making sure students sit at least one desk away from others when they take an exam, and requiring students to hand in notes and multiple drafts of papers.

However, it is also important to provide students with a list of clear examples of academic dishonesty and a statement in your syllabus, so there is no question about your expectations. Your list might include the following:

· Using unauthorized notes or books during an exam;

· Copying another student’s work during an exam;

· Taking an exam or writing a paper for another student;

· Submitting material written by someone else;

· Submitting the same paper for different classes without getting permission from the instructors;

· Inventing data for a paper or report.

Students should know that academic honesty is an essential value in the university, and they should understand exactly what you mean by the term in the context of your class. Students also need to be aware of the consequences of cheating and plagiarism. A statement on your course syllabus can be useful.

If you encounter an instance of academic dishonesty in your class, do not ignore it. Your response should be in keeping with the individual situation and with any information you have already provided your students on the topic. However, faculty are encouraged to report all such incidents.  In dealing with an individual incident, you may wish to take one of the following actions:

· Issue a warning;

· Request that work be resubmitted or an exam retaken under qualified conditions (and with a possible grade penalty);

· Adjust the grade given for the assignment;

· Adjust the grade for the course (this could include giving an F).

Only the instructor can assign a grade penalty. However, you should know that if the final grade earned by the student is less than a C and this grade results from cheating or plagiarism, you must report the incident. Students whose grades are the result of cheating or plagiarism may not retake the course for grade substitution.  A faculty member cannot impose administrative sanctions, such as probation or suspension. However, if you believe an incident is serious enough to warrant administrative as well as academic sanctions, you should notify the Office of Judicial Affairs in the Student Affairs area at Ext. 8 - 2541. 
Non-Grade Disputes

Disputes sometimes occur between faculty and students over non-grade issues. The University Catalog and the “Rights and Responsibilities” section of the Students Handbook provide information on student’s fundamental academic freedoms and responsibilities. Both documents can be resources for preventing and resolving conflict with students.

Once again, you often can resolve such disputes yourself. Go to your department chair only when you and the student cannot reach an arrangement. If problems continue, the dean or the Dean of Students may be called in to help resolve the matter.

Threat Assessment

In order to protect your own safety and that of others, take threats seriously. The campus has a process to evaluate situations through a case management team.  Please contact the Vice President for Student Affairs (Ext 8-2541), or Chief of Police (8-8400).Let these individuals assess the situation since they may have additional insights into the student’s conduct.
Computer Etiquette

The rules of student discipline apply consistently. This includes the use of computers. Hacking and other misuses of computers should not be tolerated. For confidential advice on how to deal with the misuse of computers, contact Judicial Affairs, Ext. 8-2541.
Privacy Laws (FERPA)
Current federal and state laws and policies provide for confidentiality and student access to education records. The Federal Family Educational Rights and Privacy Act (FERPA) provides specifically for students’ rights to privacy. The university is committed to securing and protecting information security as required by law. For information on privacy rights and responsibilities contact Student Affairs at 8–2541.
Confidentiality-Privacy Rights of Students (FERPA)
Federal laws and campus policies ensure that students have right to inspect their educational records and to challenge their accuracy. These records include files, documents, and any other materials relating directly to the students that are maintained by the university. If a student requests permission to inspect a file or record, the inspection should take place under appropriate supervision. 
An important federal law with regarding student rights is the Federal Right to Privacy Act of 1974 (FERPA). Students also have rights concerning the privacy of their grades and campus records, as stipulated in FERPA. Your grade books and notes evaluating student work are private records not subject to review by any students. The only official record of grade is the grade roster submitted at the end of each semester.
You will post final grades to the Registrar electronically. These will be immediately posted on the students MyFresnoState.edu account. If you choose to post grades at the end of the semester, the best way to do it is to use the Blackboard Grade Center.  Privacy regulations forbid posting grades by name or any other means (e.g., Social Security numbers) that will allow students to be identified personally. You may use the last four digits of the student ID number as long as you are able to avoid duplication.

You may wish to encourage students to provide you with a stamped, self-addressed envelope for reporting end-of-semester grades. Some restrictions apply to sending grades over e-mail. Check with your department chair to clarify the policy.
You should not share information regarding individual student grades. Be careful, also not to give out information about a student over the telephone. Items such as address, telephone numbers, grades, major, and class level may be protected confidential information. If you have computer printouts containing information about students, be sure to keep them in a secure location. Similarly, you should not share your computer or email account passwords with anyone except the department administrative assistant or department chair since you will be very likely be giving the individual(s) access to confidential student information.
Unlawful Harassment and Discrimination

The California State University does not discriminate on the basis of race, color, national origin, sex, age, veteran status, marital status, religion, sexual orientation, or disability. The university supports an academic and work environment that protects the dignity and promotes the mutual respect of faculty, staff, and students.

Sexual harassment includes such unsolicited and unwelcome behavior as sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature directed toward students, staff, or colleagues. See the “Affirmative Action-Equal Opportunity Discrimination-Non-discrimination Sexual Harassment and Sexual Assault Policies, Procedures and Guidelines” flier for additional information along with Appendix K, “Sexual Harassment Policy and Procedures,” in the General Catalog. Faculty should also familiarize themselves with the guidelines on Faculty-Student Consensual Relations found under Faculty Responsibilities in this Survival Guide.
If students or faculty have complaints or questions regarding harassment issues, they should be directed to Human Resources, Ext. 8-8026.

Tips

· Review the Academic Policy Manual and the General Catalog so that you have a clear understanding of university policies and procedures.
· Remember that freedom of speech is a right of all members of the university community.
· Make sure that your speech and your conduct respect the rights and protect the dignity of colleagues, staff, and students.
· Make sure that the speech and conduct of your students in your classroom respect the rights and protect the dignity of other students.

· Be clear in your syllabus regarding what constitutes plagiarism or cheating in your classes and what the consequences will be.
· When incidents of plagiarism or cheating occur, you can assign a grade penalty, but you cannot issue administrative sanction such as probation or suspension.
· Retain what you believe to be evidence of plagiarism or cheating

· Try to resolve any student problems with the individual student before referring problems to your chair or dean.
· Call the Judicial Affairs Office, at Ext. 8-2541for confidential advice on handling disruptive student behavior and/or suspected academic dishonesty.
· Treat colleagues, staff, and students as you would have then to treat you; practice collegiality and civility.
· Maintain a professional teacher – student relationship at all times

· Avoid jokes, asides or other miscellaneous comments that might be considered inappropriate or offensive to individuals; in short stick to the subject matter of the lecture.

· Refrain from telling personal stories not related to the subject matter of the class

· Refrain from commenting, positively or negatively, on student attire, physical attributes or general appearance

· Call Academic Personnel Services Ext 8-3027, for assistance and confidential advice on harassment and conduct issues.
· Maintain the confidentiality of student records.
PART VIII
GRADING AND GRADE APPEALS

Overview
Evaluating student performance in a course is a central part of an instructor’s responsibility. Fair, consistent, and clear grading standards and practices are important to students. The syllabus is the place where you should make your performance expectations and grading standards clear. Be aware that students will also be watching and comparing how consistent and fair you are in your actual practice. 

Grading Policies

Each course at the university is approved for one of the three following grading options:

Courses graded exclusively Credit-No Credit.

Courses graded by the letter with the student option to receive Credit-No Credit.

Courses graded exclusively by letter grade.

The campus does not use the plus-minus grading option: 

Academic Grades: Letter

A - Excellent. Performance of the student has demonstrated the highest level of competence, showing sustained superiority in meeting all stated course objectives and responsibilities and exhibiting a very high degree of intellectual initiative. (4 grade points per unit.) 
B - Very Good. (1) Performance of the student has demonstrated a high level of competence, showing sustained superiority in meeting all stated course objectives and responsibilities and exhibiting a high degree of intellectual initiative. (3 grade points per unit.) 
C - Satisfactory. (2) Performance of the student has demonstrated a satisfactory level of competence, showing an adequate level of understanding of course objectives, responsibilities, and comprehension of course intent. (2 grade points per unit.) 
D - Unsatisfactory. (2,3) Performance of the student has been unsatisfactory, showing inadequacy in meeting basic course objectives, responsibilities, and comprehension of course content. (1 grade point per unit.) 
F - Failure. Fails to meet course objectives. Work at this level does not meet requirements for credit toward a degree. (0 grade points per unit.) 
WU - Failure Withdrawal Unauthorized. (4) The symbol WU indicates that an enrolled student did not complete course requirements and did not properly withdraw from the course. It is assigned when, in the opinion of the instructor, completed assignments or course activities, or both were insufficient to make normal evaluation of academic performance possible. (0 grade points per unit.) 
Academic Grades: Credit-No Credit

CR - Credit for units allowed, work of A, B, or C quality in undergraduate courses and A or B quality in 200-level courses. (0 grade points per unit; units allowed for the degree.) 
NC - No credit for units registered for, work of D or F quality in undergraduate courses and C, D, or F quality in 200-level courses. Replaces I grade in courses where CR/NC grading is used if required work is not completed within required time. (0 grade points per unit; no units allowed.) 
Administrative Symbols

W - Withdrawal after the fourth week of instruction. (Not used in grade point calculation.) 
Student did not withdraw from the course and failed to complete course requirements. The WU is used for courses graded A-F when assignments and/or course activities are insufficient to make an evaluation of academic performance. This symbol is not for use with the courses graded exclusively Credit-No Credit. The WU is calculated as an F for the purposes of grade point average.

I (Incomplete Course):
I - Incomplete Authorized. Required coursework has not been completed and evaluated yet. (Not used in grade point calculation.) 

IC - Incomplete Charged. Student who received an authorized Incomplete (I) has not completed the required coursework within the allowed time limit (0 grade points per unit).

Student has not completed the course requirements because of reasons beyond his/her control. Course must be completed within a time limit set by the instructor (no more than one calendar year following the end of the term in which the grade was assigned). Note that an incomplete grade is only appropriate when requested by the students and when the student has met course requirements to a significant extent.  A student may not enroll in a course for which they have an I grade. Incompletes will convert to an IC (equivalent to an F) or an NC if the instructor does not submit a grade for the student within one calendar year after the end of the term in which the course was taken.

RD - Report delayed. Grade must be cleared before a degree is awarded. (Not used in grade point calculation.) No grade reported by the instructor. RD grades may not be assigned by the instructor, and will convert to a NC or WU one semester after assignment

RP - Report in Progress. Continuing work in progress. (No units allowed and not included in grade point calculation until grade is assigned.) 

Indicates that work is in progress and has been evaluated and found to be satisfactory, but that a precise grade must await completion of additional work, which normally requires more than one term to complete (e.g. master’s thesis).

AU - Audit. Grade indicates student's status as auditor and does not earn degree credit. 

The recorded grade if a student enrolls as an Auditor in a class and fulfills attendance requirements but is not receiving credit.  Students may only register as an auditor in an open class, with the instructor's permission, after Priority Registration. 

Credit by Exam

The university grants credit to those students who pass examinations that have been approved for credit system-wide. These include Advanced Placement Examination, International Baccalaureate Examinations, and College Level Examinations Program (CLEP) examinations. 

A currently or formerly enrolled student who has special preparation may challenge courses only as determined and approved by the department. In some cases it may fall on the instructor of record to construct a challenge examination. For more information, see the University Catalog sections on course challenge examinations and credit by examination.

Grade Reporting

Final grades are due to the Registrar’s Office at the time specified in the academic calendar. Faculty members are expected to post grades electronically on or before the due date on MyFresnoState.edu. Students depend on prompt reporting of their grades for grants, scholarships and financial and employment needs.

Grade Disputes

Primary Information Resource: 

Policy and Procedures on the Assignment of Grades (APM 242)

Policy and Procedures for Student Academic Petitions Committee (APM 243)

While students are obligated to adhere to high standards of academic honesty, faculty members are obligated to maintain high standards of objectivity, fairness, and accuracy in evaluating student’s work. You can help prevent grade disputes by establishing clear grading criteria on your syllabus, setting up a grading system for your class that is fair and easily understood, and writing responses that summarize clearly the strengths and weaknesses of each student’s work that are in accordance with the criteria you have established. When dealing with a group project, it is particularly important to have clear guidance in your syllabus about grading and your expectations with regard to group process

If students question the grade they received for an assignment or for your class, they should discuss it with you first. If the dispute remains unsettled, students can go to the department chair and then to the dean. The Academic Petitions Committee provides final resolution of grade disputes that have not been resolved through the department or college. For specific questions regarding grade-appeal procedures, contact the Dean of Undergraduate Studies at Ext. 8 - 4468, or see the University Catalog.

TIPS

· You can help avoid grade disputes by making your grading system clear to students in your syllabus

· It is important that you are able to articulate clearly why each assignment has received the grade you have given it.

· Maintain complete grade records for at least two years

Infamous Question: 

Shouldn’t I be graded on my effort rather than my performance outcome?
PART IX
STUDENT SUPPORT SERVICES

Overview
It is the goal of the university that every student be successful. It is important that you, as teacher and mentor, be aware of and sensitive to the reality that the demands and stresses on students, particularly new students can be overwhelming. 
Student involvement in the many facets of life at the university, as well as participation in other extracurricular activities, is a key factor impacting student success, we seek as educators. It is the university’s goal to enhance every student's educational experience with well- developed opportunities for success. To this end, the university provides students with an array of support services so that they might succeed. It is your responsibility, as teacher and mentor, to be able to direct students to the primary campus resources that are provided to support them. 
Advising

Advising normally takes place at the department level except for undeclared majors. Advising is normally part of your regular faculty assignment. Knowledge of the use of PeopleSoft, Blackboard and MyFresnoState.edu will assist you in this responsibility. It is your responsibility to be familiar with GE requirements, requirements for the major and prerequisites. Your ability to assist students in their choices of a course of instruction will go a long way in their progress toward a degree. 

Health and Psychological Services

Health and Psychological Services provides counseling, health promotion and wellness services as well as medical services to students. Health and Psychological Services is located in the Student Health Center near the corner of Barton and Shaw avenues, due south of the library, Ext.  8–2734.

Psychological Services offers students free and confidential counseling and consultation. There are professional staff and interns/trainees to assist students in dealing with stress, anxiety, depression, relationship issues, challenges in academic performance and any other concerns. A psychiatrist is also available for medication management if the need arises. Services are available on a walk-in basis. 

Faculty members are advised not to offer counseling to students outside the scope of academically related issues but should refer students dealing with personal or psychological problems to Psychological Services. 
The Health Promotion and Wellness Services Department promotes knowledgeable decision making for good health and disease prevention.

Services & programs provided include, but are not limited to: 

· One-on-one nutritional counseling by a Registered Dietitian and Peer Nutrition Counselors

· One-on-one sexual health counseling/education by trained Peer Health Educators as part of the Family PACT program

· Fall & spring wellness fairs

· Innovative activities promoting responsibility and safety in honor of National Collegiate Alcohol Awareness Week and spring break

· Medical services for students in the Student Health Center include; walk-in care visits with physicians and nurse practitioners, an on-site pharmacy, laboratory and x-ray department
Learning Center

In recognizing that the learning process is vital to the academic, professional, and personal success of students, the Learning Center provides a collaborative, student-centered learning environment within the University in which students are challenged to develop the knowledge and skills that assist them to grow intellectually as critical thinkers and life-long independent learners. With the goals of promoting student academic success, the center provides tutoring, classes, workshops and consultation to the students, faculty. The center is located in the Basement Level of the Library and can be contacted by calling Ext. 8-3052.
Services for Students with Disabilities

Located on the first floor South, Henry Madden Library, Services for Students with Disabilities (SSD) coordinates academic support services for students with disabilities. The SSD office also provides counseling, registration assistance, blue curb parking, orientation, and advocates with off-campus agencies. 
SSD provides qualified students with 

---  academic accommodations for students including assistive technology 

---  computers and software, 

---  testing accommodations, 

---  reading and note taking services   

---  interpretative services for hearing impaired students.

---  assistance with learning strategies

---  disability management counseling

---  tutoring

Faculty members are encouraged to visit the office and familiarize themselves with their obligation to reasonably accommodate students with disabilities. By working directly with this office, your responsibilities in this area and the best strategies for handling them will be more readily understood.

Student Involvement

The campus community offers students a wide range of student clubs, fraternities, sororities, intramural sports, the Student Recreation Center, homecoming and other student—oriented events throughout the year to provide students with a well-rounded, health-oriented environment to use their time in the university both beneficial and memorable.  Students should be encouraged to belong to and participate in departmental clubs as part of a normal campus life.
Associated Students

Associated Students, Inc. (ASI) is the recognized student body government organization at California State University, Fresno. Through ASI, you are able to participate in the governance of California State University, Fresno, foster awareness of student opinions on campus issues, assist in the protection of student rights, and take advantage of programs and services that meet your needs as students.
Women’s Resource Center

The Women’s Resource Center seeks to enhance the learning, work, and life experiences of women in the university community and to educate the campus on women’s issues. The Women’s Resource Center is a compassionate, inclusive, feminist place that provides a sense of belonging, advocacy, and resources for the campus community.  It promotes success and nurtures holistic growth and development through various opportunities, activities, and events that focus on women with an eye toward gender, founded in a framework that is fully inclusive of diversity.

The Center offers 


---  Peer counseling and advocacy


---  Discussion / support groups


---  referrals


---  resource packets


---  study space

The Center is located in Room 110, Thomas Building, Ext. 8-4435.   

Employing Students

The university employs students for a variety of work responsibilities in the university from the bookstore to the library to departments. This employment assists the students in defraying educational costs while allowing them to conveniently combine work and class time on campus. As mentioned elsewhere, sometimes there is departmental money for graders and other student assistant work. If you wish to employ a student with your own funds or those from a grant, payment must be run through the Foundation to insure proper deductions and salary scale.
Financial Aid and Scholarships

Financial aid programs assist students in meeting the cost of education. The Office of Financial Aid and Scholarships determines eligibility for federal and state financial aid programs (grants, loans, and work-study), and administers the University’s scholarship programs. It also administers a short-term (sixty day) loan program for enrolled students.
Each year all financial aid applicants must submit a new application, and supporting documentation if requested, to confirm their continued eligibility for financial assistance. Since funds in some programs may be limited, it is extremely important that students submit their applications by the priority filing deadline and that they promptly respond to communications from the Financial Aid office.

Every year, the university awards over a thousand scholarships totaling more than 2.5 million dollars to incoming and continuing students.  Institutional scholarships range from $100 to almost $8,000 and are awarded to both undergraduate and graduate students. Regardless of accomplishments, interests, or background, all students are encouraged to apply for scholarships.

As a faculty member, it is your responsibility to turn in grades in a timely manner to assist students in qualifying for and continuing their eligibility for financial aid.

Forgivable Loan Program

You will encounter many gifted students who will want to pursue a career in higher education. The CSU Forgivable Loan Program provides financial assistance to graduate students. The purposes of the program are to increase the pool of individuals with the qualifications, motivation, and skills needed to teach a diverse student body in The California State University System, and providing financial assistance to doctoral students who show promise of becoming strong candidates for CSU instructional faculty positions. It is a competitive program directed by the California State University, but open to doctoral students across the country. For more information, contact Academic Personnel Services at Ext. 8-3027.
Career Services 

Career Services supports the vision of the University by assisting students in exploring, clarifying, and implementing realistic career goals through increased knowledge of self, programs of study, and careers. We enhance career success by encouraging job-search skill acquisition and providing various opportunities for students to connect with employers. Career Services is located in the Thomas Building, Rm 103, Ext. 8-2381.

Career Fairs 

Career Services offers career fairs during the year to give students the opportunity to meet with multiple employers and discuss potential job opportunities within their organization. Students  do not necessarily need to be searching for an internship or full-time job at the time of the fair to make attending a valuable experience. Career fairs are also great places to acquire information about the world of work and potential opportunities that will be available to students when they are ready. Making connections with employers early in their college career and keeping in touch with their network will their future job search that much smoother. Also, often we do not always know all of the opportunities associated with a given major. Talking to employers can help clarify for students what qualities they are looking for in applicants and can help students to develop those attributes. 
Computer Labs
Lists of Computer Campus Computer Labs
Computer labs are available throughout the campus as well as campus wide wi-fi capability. ITS provides lists of computer labs, both open and restricted to students in certain colleges/schools or departments. The lists may be accessed at the above link. 

PART X
PERFORMANCE REVIEWS

Overview 
Primary Information Resources

Articles 11, 12, 13, 14 and 15 of the CBA
Academic Policy Manual 322, 323, 324, 325, 327, 328 and 331

The university is committed to a fair, open personnel process that emphasizes institutional support and mentoring with the goal of developing teaching excellence, professional growth and a commitment to service in every faculty member.

Even faculty members who have taught elsewhere will need to make adjustments to our university community. Every academic community has different customs and usages; a student body with different skill levels, expectations and backgrounds; and is set in a different cultural milieu. Faculty may find that teaching in a Midwestern or Southern environment is different than teaching in California.  Success in one academic environment does not guarantee success in another.

In order to provide a supportive environment for a new faculty member, the university mandates that every new probationary faculty member be assigned faculty mentors and develop a probationary plan. A new faculty member is expected to take full advantage of the support services offered by the university including the resources of Technology Innovations for Learning and Teaching, the Center for the Scholarly Enhancement of Teaching and Learning, and the Office of Research and Sponsored Programs. 

New faculty members are encouraged to review the information resources identified above for a fuller understanding of the performance review processes and their rights and responsibilities therein. 

Service Credit

At the time of appointment, service credit may be given to an individual. Such service credit is applied to the probationary period and to sabbatical and difference in pay leave eligibility. It cannot be applied towards retirement. The criterion for service credit is outlined in the Policy and Procedures for the Appointment of Tenure Track Faculty and the Award of Service Credit (APM 301). 
Normally, service credit is given for full-time teaching experience at a four-year institution of higher learning. Normally, one year of service may be granted for each two-year period of full-time non-tenure track teaching experience. One year of service credit may be granted for each year of tenure track teaching experience.

In the probationary process, service credit can be a double-edged sword. While it shortens the probationary period, it also significantly reduces the time period in which to accomplish the goals of the probationary plan. Once granted, service credit cannot be withdrawn or voluntarily surrendered.  

Open Personnel File (OPF)

The Open Personnel File (OPF) is the local equivalent of the Personnel Action File as defined in Article 11 of the Collective Bargaining Agreement. 

The OPF is the one (1) official personnel file for employment information that may be relevant to personnel recommendations or actions regarding a faculty member. Personnel recommendations relating to retention, tenure, and / or promotion based upon work performance, or any other personnel action, shall be based on the OPF.  Should the President make a personnel decision on any basis not directly related to the professional qualifications, or on work performance of the individual faculty member in question, those reasons shall be reduced to writing and entered into the OPF.

The Provost is the custodian of all OPFs. However, the OPF for the individual faculty member is maintained in the office of the appropriate dean who is responsible for the security of the file and its contents. It is the policy of the California State University to maintain accurate and relevant personnel files.

Every faculty member is encouraged to review the contents of their OPF at least once a year and to continually update its contents so that the faculty member has a permanent record of documented achievement readily available.

Retention, Tenure and Promotion File (RTP File)

The Retention, Tenure and Promotion File (RTP File) is the local equivalent of the Working Personnel Action File as defined in Article 11 of the Collective Bargaining Agreement.

During a performance review involving retention, tenure or promotion, a RTP File is constructed and becomes the sole basis for any recommendation or decision during that review cycle. The file contains sections for documenting teaching excellence, (in the case of library faculty and counselors, performance of professional responsibilities); professional growth and scholarly activities; and service at all levels of faculty governance. 

Workshops on the construction and use of the RTP File are provided each year by Academic Personnel Services as part of a workshop on the entire retention, tenure and promotion process. 

Evaluation of Instruction

Teaching is central to the mission of the University and, therefore, its effectiveness must be assessed. The dual purpose of the assessment of teaching effectiveness is to provide the individual instructor with specific information to enhance instruction and to provide information for use in personnel actions. The assessment of teaching effectiveness addresses at least three basic components of instruction: subject matter, organization, and delivery. The primary responsibility for assessing all aspects of teaching effectiveness rests with the faculty.
There are two types of evaluation mandated by the CBA. First, there is student evaluation of instruction. Secondly, there is peer review of classroom instruction. 

For probationary faculty, student evaluations are taken in every class, every semester. For probationary faculty, peer evaluations are conducted in two classes (to include as many courses as possible) every semester.

For details and a timetable of evaluations, consult with your department chair.

Probationary Period

The normal probationary period prior to a decision related to tenure is six years. Faculty may be appointed with up to two years of service credit reducing the probationary timeline. 

Faculty may be considered for early tenure. However, early tenure is rare. Faculty members considering a request for early tenure must discuss this with the Provost prior to the beginning of the review process. Faculty members considering a request for early tenure should also discuss this with the department chair. While neither the Provost nor anyone else can guarantee an outcome for such a request, these individuals should be able to provide an assessment of the advisability of such a request. 

Probationary Plan

The probationary period should be one of professional growth and development in addition to being a period of evaluation. The purpose of probationary plans is to communicate the standards, criteria and expectations of all levels of review (the department, college/school, and university ) during the probationary process and to provide clear, consistent, supportive, accurate, and dependable communication to the probationary faculty member. The department and the probationary faculty member share responsibility for establishing clearly the goals for the probationary period through the preparation of a mandatory probationary plan. 

To provide time to develop the plan, all probationary faculty members will be appointed to a two-year initial appointment with the first performance review occurring in the second year of the initial appointment. The campus policy describes the process by which this is accomplished. Normal evaluations by students and peers as well as other normal procedures for gathering evaluative data will occur in the first year. The responsibility for working with the mentor and taking full advantage of this process rests with the probationary faculty member. 

Since all levels of review involved in the probationary review process review the plan prior to its approval by the Provost, the probationary faculty member can be confident of that the criteria for retention and tenure established in the plan will be the basis for all reviews. Therefore, the documentation in the RTP File should emphasize how the faculty member is meeting the expectations and goals set forth in the probationary plan. 

You are encouraged to read the Policy on Probationary Plans and Faculty Mentoring so that you may more fully understand the process as well as your rights and responsibilities.  

Faculty Mentors

Each new probationary faculty member is assigned up to three tenured faculty mentors, from within and /or without the department to advise the new faculty member, answer questions, and assist with the probationary process. 

Generally, the mentor is there to assist the new faculty member develop a sense of belonging to the university community, to be a resource for answering questions, solving problems, providing support and giving advice on professional matters; and to assist the new faculty member in networking across the campus. The role of the mentor is not supervisory.

Due to changing commitments, incompatibility, or where the relationship is not otherwise productive, either the probationary faculty member or the mentor should seek advice from the department chair. It is recognized that changes in mentoring relationships can and may be made without prejudice or fault for either person. Such changes can be made without rewriting the probationary plan.
In addition to the formal mentoring process, the probationary faculty member is encouraged to seek out additional mentors among the tenured faculty within and without the department. 
Retention and Tenure Review

Appointment or reappointment with tenure is the most important personnel decision made by the university regarding an individual faculty member. Tenure is not a right of a probationary faculty member or solely a reward for services and accomplishments during the probationary period. A decision in favor of tenure will be based upon evidence that indicates a high probability that the faculty member will continue to be a valuable and productive colleague throughout their academic career. The university makes this decision with great care based upon documentation gathered and analyzed during the probationary period, and provided in the faculty member’s RTP File. 

Most probationary faculty members will have a six year probationary period. The first year is dedicated to getting “your feet on the ground and running.” The probationary plan is developed and reviewed by all levels of the university review process. The Provost approves the final plan and returns it to the department and faculty member and a copy should be placed in the OPF. 

Performance reviews then occur in the second, fourth and final probationary years. In the second and fourth year reviews, documentation in the RTP File is reviewed against the expectations set forth in the probationary plan to determine if and how much progress is being made to achieve the criteria set forth in the probationary plan. In the sixth and final year, documentation in the RTP File is reviewed against the expectations set forth in the probationary plan to determine if the criteria set forth in the probationary plan have been met. Recommendations and the Provost’s decision will be the outcome of that review. 

The probationary reviews take place at the department, college/school and university levels ending with the Provost, who makes the decision regarding your future status. Prior to the Provost, all review outcomes are recommendations. 

At the department level, the RTP file is normally reviewed by a committee of tenured faculty from within the department. Sometimes, it is a committee of all tenured faculty in the department while some departments elect to have a smaller committee handle the recommendations. The department chair may sit with the other tenured faculty or make a separate recommendation. The chair cannot do both. Once the deadline arrives for the departmental (and chair, if any) reviews to be completed, you will be given a copy of their recommendation(s) before they are forward to the college/school level. 

At the college/school level, the RTP File is reviewed separately by the unit Personnel Committee composed of tenured professors and the dean. Once the deadline for the college/school reviews to be completed arrives, you will be given a copy of the separate recommendations of the college/school committee and the dean. 

At the university level, the RTP File is reviewed by the University Board on Retention and Tenure (UBORT) for fourth and sixth year probationary faculty. Only in the rare instance when a second year probationary faculty member is recommended for termination will the Board review those files. The university committee will make its recommendation and forward it with the entire RTP File and recommendations to the Provost for a decision. You will be given a copy of the board’s recommendation before it is forwarded to the Provost. The process concludes with the Provost’s decision which is mailed to your home address. 

You are encouraged to read the Policy on Retention and Tenure so that you may more fully understand the process as well as your rights and responsibilities.
Promotion Review

Most probationary faculty are appointed as Assistant or Associate Professors. Library and counselor faculty have equivalent ranks. A probationary faculty member is not normally promoted during probation. Consideration for promotion to the next rank should normally occur concurrently with the final tenure review. 

The process for promotion review is the same as it is for retention and tenure, except that there is a separate university peer review committee, the University Board on Promotion (UBOP). Also there are no “promotion plans” but successful completion of the probationary plan usually assures promotion to the next rank. 

While there is no specific time in rank for promotion to Professor, consideration for promotion to the next rank may not include evidence of achievement used for a prior promotion. Usually faculty wait about five years to develop a new portfolio of accomplishments for promotion to the highest rank. Continued teaching excellence; a record of scholarship and professional development activities; and a record of service to the university and the community. 

You are encouraged to read the Policy on Promotion so that you may more fully understand the process as well as your rights and responsibilities.  

Periodic Evaluation of Tenured Faculty

Title 5, CSU Policy and the CBA require that tenured faculty not subject to promotion review be evaluated at least every five years. Tenured faculty have earned the right under California law to continued employment by virtue of probationary and tenured service during which both competence and performance have been rigorously reviewed and found to meet high professional standards. Therefore, in light of the special nature of tenured appointments, these post-tenure reviews are formative in that the focus is upon the enhancement of instructional performance.

Periodic evaluation of tenured faculty, which only occurs five years after the last promotion, serves as a means to stimulate the on-going professional development of faculty and to assure the overall quality of instruction. The evaluation shall include assessment by the peer review committee, the department chair, and the dean of faculty responsibility including teaching effectiveness, professional development, and university and community service.

You are encouraged to read the Policy on Periodic Evaluation of Tenured Faculty so that you may more fully understand the process as well as your rights and responsibilities.  

Tips

· Check the contents of your Open Personnel File at least once a year. 

· Work cooperatively with your faculty mentors and department chair to develop a workable probationary plan that can be reasonably achieved during the probationary period

· Attend workshops on probationary plans and the RTP process given annually by Academic Personnel Services

· Discuss with your chair the schedule for student and peer evaluations.

· Ask to see the questionnaire used by the department for student evaluations.

PART XI:  
PROFESSIONAL OPPORTUNITIES AND 
                                     ADDITIONAL EMPLOYMENT

Overview
Professional development should be a life-long avocation as it strengthens the expertise of the faculty member while enhancing the classroom and laboratory experience for our students. The university supports and encourages faculty efforts in research, and professional development.
Team Teaching

The university is interested in fostering interdisciplinary and interdepartmental course work. Teaching / working with a colleague from a different discipline will often enhance your understanding of your own discipline and provide new avenues for research. If you are interested in teaching a class with another faculty member, discuss your ideas with the department chair.

Assigned Time

Assigned time refers to an assignment in lieu of teaching one or more courses for a semester. Assigned time may be for research activities such as grants or contracts or for service. You should discuss assigned time opportunities with your department chair and dean. 
Professional Organizations

Faculty members are expected to belong to and participate in national and/or international professional organizations. Given the university’s mission as a regional university, it is also appropriate and important to participate in local and regional professional societies.

Travel

Professional Travel 

Primary Information Resource:   Policy on Professional Travel (APM 362)

Professional travel should promote the professional development of the individual and enhance the interests of the university. Absence from campus for professional purposes with pay, and/or reimbursement for travel expenses are allowable only when the faculty member is absent to engage in professional activities as attending discipline-based conferences, presenting papers  / participating in poster sessions at professional meetings, attending workshops, seminars or classes, and participating in scholarly organizations. All travel and campus absence for professional purposes during the academic year (calendar year for ten and twelve-month appointees) must be approved prior to the travel or campus absence. 

Travel Funding

Funding for in-state and out-of-state professional travel may be available through your department and through the office of the dean. Contact those offices for specific instructions on applying for travel funds.
Leave Opportunities
Sabbatical Leave

Primary Information Resources:

CBA Article 27
Policy on Faculty Leaves of Absence (APM 361)
Leave Application Materials, Academic Personnel Services

Full-time instructional faculty, library faculty, and counselor faculty, including lecturers, are eligible to receive a leave with pay after completing six consecutive years of full-time service following any previous sabbatical or difference-in-pay leave. Credit towards the completion of the probationary period for service elsewhere also applies upward fulfilling the eligibility requirements for a sabbatical. 

Sabbaticals are not automatic. Each college/school and the library are allocated a certain number of sabbaticals based on the number of eligible faculty with at least one sabbatical being allocated to each area. The dean makes the final decision on the award of sabbaticals within a college/school or library.

Compensation for sabbatical leaves is as follows: one semester at full pay, or one academic year at half pay. If you receive a sabbatical, you must work an equivalent amount of time for the university after the leave is over. Also, you may not accept additional employment during your sabbatical without the approval of the Provost. Academic Personnel Services provides a workshop on developing sabbatical proposals every fall. 

If you wish to spend your sabbatical abroad, check the following web sites:

University of Michigan Handbook  U. Michigan International Travel Oversight Committee/ Registry
Other possibly useful websites:

Relocating Overseas
American Citizens Abroad
Intercultural Press
Transitions Abroad
US Department of State; Travel and Living Abroad
Expat Exchange.com
Difference-In-pay Leave

Primary Information Resources:

CBA Article 28
Policy on Faculty Leaves of Absence (APM 361)
Leave Application Materials, Academic Personnel Services

A difference-in-pay leave can be taken for one or more semesters or terms. The salary for a difference-in-pay leave for a faculty employee is the difference between the faculty’s salary and the minimum salary of the instructor rank. The salary for a difference in pay leave for a librarian is the difference between the librarian’s salary and the minimum salary of the lowest comparable time base librarian rank.  Due to the differential between the minimum salary of the instructor rank and the higher ranks, difference-pay-leaves are typically taken by those faculty holding the rank of Professor.

Professional Leave without Pay

Primary Information Resources:

CBA Article 22
Policy on Faculty Leaves of Absence (APM 361)
Leave Application Materials, Academic Personnel Services

Professional leaves of absence without pay are granted for purposes of research, advanced study, professional development, or other purposes of benefit to the university. Professional leaves may not be given teaching. Professional leaves without pay are normally granted for one (1) year with the possibility of renewal. 

During the first year of a professional leave without pay, a faculty member, when otherwise eligible, continues to accrue service credit toward sabbatical eligibility, difference in pay eligibility, service salary increase eligibility and seniority. Since opportunities for leave activities can arise at any time, there is no deadline for filing a request for a professional leave without pay.
Personal Leave of Absence Without Pay

Primary Information Resources:

CBA Article 22
Policy on Faculty Leaves of Absence (APM 361)
Leave Application Materials, Academic Personnel Services

Full-time faculty employees or part-time tenured faculty employees may be granted a full or partial personal leave of absence without pay for personal purposes. 
Additional Employment
Summer Sessions    

Primary Information Resources:

Continuing and Global Education
Unit 3 CBA Article 21
The purposes of summer session are to provide students an opportunity to accelerate program completion and to serve the increasing number of new students enrolling at the university. Summer Session is a self-supported program operated through Continuing and Global Education. 

Although summer session is typically 10 weeks and consists of two separate session (six weeks and four weeks), faculty members may choose to offer courses of varying lengths and times depending on the need of students. During summer term, faculty members are encouraged to offer a variety of regular catalog courses in all disciplines. Classes may be offered on campus, via instructional television at the university’s distance-learning sites, or through the internet.

Teaching during summer session is voluntary; faculty members who teach in the summer receive additional compensation, though such compensation is not calculated into retirement benefits. Faculty interested in teaching Summer Term should contact their department chairs. 
Additional Employment Within the CSU
Full-time faculty members are be eligible to work for pay up to 25 percent over a normal assignment. The twenty-five percent is a time limitation. These overages may be approved only when the tasks are of a substantially different nature from your primary or normal assignment, when the overage is funded from non-general fund sources such as a grant or contract through the Foundation. If you participate in university-sponsored workshops, conferences, special educational programs, research, honors programs or summer course instruction, you may be compensated for additional work up to 25 percent time-base above your full-time appointment. Additional employment is not calculated into retirement benefits. For more information, please consult the campus Policy on Incompatible Activities and Conflicts of Interest (APM 345) or contact Academic Personnel Services at Ext. 8-3027.
Outside Employment

You may work outside the university provided your activity does not interfere with your primary obligations or the employment is inconsistent, incompatible, in conflict with, or inimical to employment as a faculty member. In any non-university activity, you may not use state facilities, equipment, or supplies. Also, you should make it clear that you do not represent the university or the foundation and that the university’s name is not used in a way that implies university endorsement of your activity. You may be required to provide a written statement detailing the amount and distribution of time devoted to continuous outside employment. It is just as important to avoid an appearance of a conflict as a conflict itself. For more information, please consult the campus Policy on Incompatible Activities and Conflicts of Interest (APM 345) or contact Academic Personnel Services at Ext. 8-3027.
Additional or Outside Employment while on Paid Leave
When a faculty member is on a sabbatical leave, they are being compensated as a full-time employee of the university. Faculty members on difference-in-pay leave are also on paid leave. The leave has been granted because the faculty member has stated that the leave activity cannot be achieved without a full-time release from normal responsibilities. Any additional or outside employment including the receipt of honoria while on a sabbatical or difference in pay leave must be approved by the Provost prior to the commencement of the leave. 
Sponsored Research
Research, Grants and Contracts 

Primary Information Resource:  Office of Research and Sponsored Programs 

The Office of Research and Sponsored Programs (ORSP) assists faculty and students in seeking extramural funding for their professional development and exemplary teaching and learning. The office serves as a lead advocate for research, scholarship, and creative activities. ORSP is available to support faculty members to develop creative projects, find funding sources, and prepare highly competitive proposals and encourages faculty to meet with the Pre Award staff to discuss their research interests.  When a proposed project is funded, the ORSP Post Award staff is here to assist in the management of the funded projects.

If you are planning to pursue extramural funding to help support your scholarly interests, the staff is available to assist with proposal development, including identifying funding sources, obtaining application materials, developing proposals, and budget preparation. Once a proposal is finalized, ORSP is responsible for obtaining on-campus approvals prior to agency submission. All proposals are to be submitted officially through ORSP on behalf of the Principal Investigator (PI). and the university with the appropriate signature approvals.  
The Associate Vice President for Research and Sponsored Programs serves as the official Authorized Institutional Representative and the Nominating Official on behalf of the university for these proposals. Proposals should be submitted seven working days prior to deadline so that the necessary approvals can be obtained. Faculty who wish to submit a proposal should contact ORSP at Ext. 8-0840 well in advance so that the office staff can assist in the overall preparation.  

Once a proposed project is funded, the Post Award staff is here to assist the PI ensuring the funds are being spent in a timely manner and that reports are prepared and submitted in compliance with the award and agency.  If an award requires modifications such as a budget adjustment or a no cost extension, ORSP is your resource to address and complete such needs.  
Faculty members who hire anyone, especially students, with grant or contract funds should work closely with the Foundation. All such payments must assure appropriate compensation levels and that all deductions required by law are properly made.
Fellowships, Stipends, Scholarships

Proposals by faculty for externally funded research activities through fellowships, summer stipend programs, Fulbright Scholars, and other scholarship programs submitted to a sponsoring agency each have their unique requirements.  While these programs are made to individuals rather than the University and may vary in their requirements for institutional endorsement, these awards normally require letters of endorsement from University faculty and/or administration.   As such, faculty are strongly encouraged early in the process to consult with their department chair and dean as to the agency's requirements and type of support desired, especially if a letter of reference is required from the dean.  In addition, it is highly recommended that faculty consult with the ORSP very early in the preparation process so that the office is familiar with and advocates for the proposal most effectively.

Proposals are reviewed and approved through the university’s official process before being sent to the sponsor. Proposals in the form of fellowships, stipends, and scholarships are to be submitted officially through ORSP with signature approvals.  ORSP may require the proposal go through additional approvals dependant on the activity, especially requisite for proposals that bind the university to resource support (e.g., matching funds) or are subject to state or federal requirements (e.g., risk management, international travel).   

The Associate Vice President for Research and Sponsored Programs serves as the official Authorized Institutional Representative and the Nominating Official on behalf of the university for these proposals. Proposals shall be completed and delivered to ORSP for review at least seven working days prior to the submission deadline in order to allow sufficient time for review and approval.  

Study Abroad

The Office of Study Abroad and International Exchanges is committed to assisting Fresno State students and faculty in learning about and participating in international activities both on campus and abroad. Our goal is to equip Fresno State graduates with the knowledge, skills, and understanding that they will need to function in our increasingly diverse society and global economy. The university maintains student exchange partnerships with more than 60 universities in other countries, participates with universities across the U.S. in several study abroad consortia, and assists faculty in organizing short-term group tours of selected countries to complement on-campus instruction. The office also assists students and faculty find information on international travel scholarships, degree programs, and funding for faculty engagement.

For more details, contact the office at Ext. 8 – 6452

Awards
Provost’s Awards   Primary Information Resource:    Provost Award Letter
The Office of the Provost sponsors the annual Provost’s Awards for outstanding faculty in a number of different categories related to teaching and mentoring, scholarship, educational technology and service. 

Excellence in Teaching: This is the university's highest honor awarded to a faculty member, for those with a well-established career who demonstrate exceptional performance in the classroom. (A stipend of $5,500 accompanies this award). Criteria used will be Subject Mastery and Scholarship, Teaching Effectiveness and Creativity, and Teaching Philosophy. 

Technology in Education: Effective and innovative use of  technologies as tools in the teaching/learning process such as web related instruction, interactive audio video and new computer applications.  (A stipend of $3,000 accompanies this award.) Criteria used will be Innovation and Effectiveness. 

Graduate Teaching and Mentoring:  Excellence in graduate level teaching, with particular emphasis on the special mentoring that result in the exemplary professional development and scholarly achievement of graduate students. (A stipend of $3,000 accompanies this award.) Criteria consist of Graduate Teaching Excellence, Graduate Supervising Committees, Mentoring and Student Professional Development, and Effective Graduate Recruiting. 

Faculty Service:  Outstanding service to the university community and the community-at-large.  Service activities might include a pattern of exemplary contributions to one's discipline, faculty governance, service-learning, community activities and other similar achievements.  (A stipend of $3,000 accompanies this award.) 
Distinguished Achievement in Research, Scholarship or Creative Activities:  To recognize demonstrated achievement in research/scholarship/creative activities.  (A stipend of $3,000 accompanies this award.) Criteria will consist of Contribution, Achievement and Currency. 

Promising New Faculty Award: To recognize exemplary achievements in teaching, research, scholarship, creative activities and/or service among all non-tenured, tenure track faculty (or Assistant Professors). (A stipend of $3,000 accompanies this award.) Criteria will consist of Contribution 

Distinguished Achievement in Assessment of Learning: Designed to honor and recognize an academic program's achievements in learning outcomes assessment. The award is given to a program rather than to an individual and should be accepted by the program's Assessment Coordinator. Other program faculty may accompany the Assessment Coordinator in accepting the award if desired by the department. (A stipend of $5,000 accompanies this award and is to be used to benefit the department as a whole.) Criteria considered will be:

· Evidence of sustained learning assessment activities beyond accreditation or program review compliance

· Breadth and depth of assessment activities, including direct measures

· Use of results for improving teaching, learning, or curriculum

· Evidence of widespread faculty involvement in assessment
The student outcomes assessment plan is available from the IRAP website.
The Claude C. Laval Jr. Award for Innovative Technology and Research 

Provides up to five thousand dollars in support of innovative technology and related research at the university. The competition is open to all full-time, tenured, or probationary members of the faculty; to tenured faculty participating in the Faculty Early Retirement Program who teach on a half-time basis; and to full-time undergraduate and graduate students of the university with the sponsorship of a faculty member who is eligible for the competition. Contact the Office of Research and Sponsored Programs at Ext. 8 -8040 for details. 

Research, Scholarship, and Creative Activities Award --- CSU

The campus budget normally includes funding for faculty awards for research, scholarship, and creative activity. The funds have been allocated to each campus on a prorated FTEF basis by the CSU.

The purpose of this program is to provide time and seed funds that will help faculty remain current in their disciplines, attract external funding to expand research opportunities, pursue new ways to enrich student learning, and contribute to knowledge that will strengthen California socially, culturally, and economically. The program provides $5,000 competitive awards annually, primarily for release (assigned) time or summer pay. One of many selection criteria for these awards is the likelihood that they will lead to successful grants.

Tips
· Document everything you do. Keep a file folder handy and use it to collect information, letters, fliers, etc., that describe your activities. This will help to facilitate the compilation of your Working Personnel Action File.

· Contact the Office of Research and Sponsored Programs when you have ideas for grant proposals or research.

· Talk to colleagues inside and outside your department to gain ideas and perspectives on your teaching and research.

· Check with your department chair and dean to determine that travel funds are available for research and conferences. Be sure to ask what you must do to be eligible to receive such funds.

· Attend special lectures or performances of colleagues. You will learn more about your colleagues and perhaps generate ideas / new directions for your own work.

· If you have prepared a paper or article, seek additional comments before sending it to be reviewed. Ask a colleague to read it. (Check with the Center for the Scholarly Advancement of Learning and Teaching) if you need help in finding a colleague with similar interests.)

· Keep track of your eligibility for a sabbatical. Work with your chair and attend the workshop sponsored by Academic Personnel to prepare a competitive application for a sabbatical.

· Become familiar with the scholarly journals in your fields. Subscribe to appropriate publications.

· Respond positively when requested by a scholarly journal to referee or review manuscripts or articles, or to serve on its editorial board.

· Develop a close relationship between your teaching, research, and publication interests.

· Develop cooperative teaching, research, and publication projects. Team efforts often produce a stimulating intellectual environment.

· Expand your network. Develop a working relationship with a colleagues outside the university and the CSU.

PART XII
Salary and Benefits

Payroll Overview
Primary Information Resource: Payroll Services,  www.csufresno.edu/Payroll
Salary ranges are determined by the collective bargaining agreement. Pay vouches are issued by the State Controller’s Office which maintains a centralized payroll system for all state employees. 
Work Year and Pay Periods

The CSU has three standards forms of full-time faculty employment.

Academic year employee: This form is by far the most common faculty appointment. An academic year employee’s work year consists of not more than 180 workdays. Most instructional faculty are on academic year schedules.

Ten-month employee: The employee works the number of fiscal year workdays within the assigned 10 months. This category applies only to Library faculty.

Twelve-month employee: the employee works the number of fiscal year workdays within the assigned 12 months. This category normally applies to some department chairs, and Library faculty.

Pay vouchers for academic year and ten month employees are normally calculated and distributed over a twelve month period to assure continuation of benefits. Academic year employees are paid for the Fall Term at the end of September, October, November, December, and the following July and August. Academic year employees are paid for the Spring Term at the end of January, February, March, April, May and June. 
New faculty should be aware that their first paycheck will not arrive until the last day of the September pay period. University employees are paid on the last day of the pay period. This day is not necessarily the last calendar workday of the month but may fall a day or two before or after that date. Paychecks are available at the Cashier windows in the Joyal Lobby between 3:00 p.m. and 4:30 p.m. on pay warrant distribution day.

Salary Schedule

Salaries are negotiated through collective bargaining between the CSU Board of Trustees and the California Faculty Association. The salary ranges are the same throughout the CSU for equivalent ranks. For a copy of the current CSU salary schedule can be found at www.csufresno.edu/aps/faculty/salary_charts/index.shtml.

Payroll Deductions
The following are normal deductions from your monthly gross income:

(a) Federal and state income taxes

(b) CalPERS contribution

(c) Social Security contribution

(d) Medicare contribution

(e) Employee Health Care contribution (depending on plan)

(f) Parking (if signed up for a parking sticker)

(g) Union agency fee or union dues depending on status as union member

(h) Additionally, an employee may designate funds to be withheld and

a. deposited in a bank or credit union or

b. transferred into a personal retirement account such as a 403(b) or IRA account
Direct deposit

Electronic direct deposit is also available. This program allows for the automatic electronic deposit of pay warrants (paychecks) to participating banking or saving and loan institutions. The General information and enrollment forms are also available online (link), or in Academic Personnel or Payroll Services. Direct deposit notifications are distributed through campus mail to the faculty’s department. 

Social Security and Medicare

Social Security (OASDI) deductions are coordinated with CalPERS for retirement benefits. The contribution is approximately 7.65 percent of gross monthly salary. The Medicare tax, normally incorporated in Social Security deductions, is mandatory even if an employee does not qualify for retirement or Social Security membership. Contributions enable employees to qualify for Medicare benefits when reaching age 65.

Tax Deferred Annuity-Deferred Compensation Programs

The California State University and the state of California sponsor tax sheltered annuity and deferred compensation programs. These programs permit eligible employees to deposit an amount, through payroll deduction, to a tax-sheltered account. The tax-sheltered portion of gross income is not included as part of the gross earnings for state and federal tax purposes. Income taxes are paid at the time funds are withdrawn. Contact Human Resources at Ext. 8-2032 for more information.
W-2 Forms

W-2 Forms are mailed in mid-January of each year to the home address on file in your MyFresnoState.edu account. The last regular check of the tax year is always the November pay period, released at the end of November. December pay, released at the end of December, will be dated January and is the first payment of the new tax year.

Benefits Overview
CSU Summary of Benefits for Faculty (U03)  

http://www.calstate.edu/Benefits/carrier.materials/Benefits%20Summaries/10Faculty_Unit3.pdf

Primary Information Resource: Benefits Office, Joyal Administration Rm. 211 Ext. 8-2032

When you are appointed at half-time or more for more than six (6) months you become eligible for an array of benefits. The CSU provides comprehensive benefits including retirement, health care, vision and dental plans, life insurance, tax-sheltered annuities, fee waivers for CSU classes, and disability benefits. Call the Human Resources Department or visit the Human Resources Benefits page at http://www.csufresno.edu/hr/benefits/health/index.shtml for plan information.
Medical Plans

Several medical plans are available. You may choose to enroll in one of the health maintenance organization plans (HMO) or preferred provider plans (PPO). State contributions cover most of the premium costs. Your share of the cost varies depending upon the health plan you selected and the number of family members enrolled.

Dental Plans

Two enhanced dental plans are available for eligible faculty employees: Delta Care USA or Delta Dental PPO. There is no premium charge for either of these plans for the employee or the dependents.

Vision Care

Faculty employees eligible for medical and dental plans will be enrolled automatically in Vision Service Plan (VSP) vision care plan. There is no premium charge for employees or dependents. 

Eligibility and Coverage

In order to qualify for medical, dental and vision care benefits, faculty employees, including librarians, counselors, and coaches, must be appointed for at least six weighted teaching units for at least one semester. New faculty employees have 60 calendar days from the date of the eligible appointment to enroll without evidence of insurability, regardless of pre-existing conditions.

Coverage may include:
(a) the eligible employee's legal spouse and unmarried children under the age of twenty-six (26). 

(b) the employee’s registered domestic partner as defined pursuant to Family Code Section 297 et. seq. and subject to the Secretary of State’s registration process.

(c) Another person’s child under the age of 26, who has never married, may be eligible for coverage if:

· The employee has been granted legal custody or joint legal custody of the child; or 
· The child resides with the employee or annuitant (generally in the absence of the natural or adoptive parent), and is economically dependent upon the employee or annuitant; or 
· The child is the natural, adopted, step or economically dependent child of the employee or annuitant’s domestic partner.

(d) A child over age 23, who has never married and who is incapable of self-support because of a mental or physical disability that existed prior to age 23.Upon attaining age twenty-three (23), to remain enrolled a request to continue enrollment must be received within 60 days of the child’s birthday. This request must be accompanied by the following:

Member Questionnaire for the CalPERS Disabled Dependent Benefit (HBD-98); and 

Medical Report for the CalPERS Disabled Dependent Benefit (HBD-34)

FlexCash Program

FlexCash is an optional benefit plan that allows employees to waive CSU medical and/or dental insurance plans in exchange for cash if there is proof of other non-CSU coverage. The FlexCash payment is treated as taxable income and is subject to payroll taxes.

Continuation of Benefits Plans

By paying the group plan total premium, plus 2 percent, faculty employees and dependents who are enrolled in a benefit plan and lose eligibility may be eligible to continue health, dental and/or vision care coverage under the Consolidated Omnibus Budget Reconciliation Act, or COBRA.

Open Enrollment

An annual open enrollment period for medical and dental plans allows employees the opportunity (1) to enroll in the plan if you failed to enroll within 60 days of your first day of employment or are not otherwise currently enrolled, (2) to add eligible family members not previously enrolled, (3) to change plans. You will be notified of open enrollment periods, which generally occur in September or October.

Life Insurance

A $50,000 employer-paid life insurance plan is provided to faculty employees appointed at half-time or more for more than six (6) months. Additional life insurances may be purchased for the employee or dependents. No medical certification is required during the first 60 days of employment.

Fee Waiver Program

Eligible faculty employees may request a fee waiver to attend CSU classes. Under this voluntary program, registration fees are reduced for a maximum of two approved CSU courses or six (6) units, whichever is greater per semester. To be approved, classes must be job-related or part of an individual career development plan.

Eligible faculty may transfer fee waiver benefits to a dependent including one (1) spouse, domestic partner or dependent child. For dependents, CSU fees are waived for a maximum of two classes or six (6) units, whichever is greater. The waiver does not apply to out of state tuition; is dependent upon space in the class; and the course(s) must be taken for credit toward a degree requirement. Dependents taking courses in addition to these pay only the difference between the part-time CSU fee and the full-time CSU fee.  For application forms and information on eligibility and due dates, check with the Human Resources at Ext. 8- 2032 or visit the Fee Waiver website.

Dependent Care Reimbursement, Health Care Reimbursement and Tax Advantage Premium Plan Program

These programs allow eligible employees to pay for certain expenses on a pre-tax basis. The expenses include dependent care if required in order for employee to work, out of pocket health care expenses and the employee’s contribution towards medical coverage.

Home Loan Program

Active members or annuitants of CalPERS are eligible to apply for home loans sponsored by CalPERS and several lending institutions.

Credit Unions

The Educational Employees Credit Union (EECU) and the Golden One Credit Union are nearby, and enable employees to establish checking and saving accounts, to borrow at low interest rates, and to repay loans through payroll deduction. 

Employee Assistance & Wellness Program

The university provides employees and their families with confidential counseling sessions for a variety of needs. Employee Assistance addresses this mission through: short-term, individual assessment and referral; solution-oriented personal issue resolution; mediation and conflict resolution services; supervisory consultation and training; and with the development and coordination of on-campus professional development. Employee Assistance and Wellness is located in Lab School 185, Ext. 8-4357. 

Retirement

Primary Information Resource:   CalPERS
Faculty employees appointed full time for a period that exceeds six months OR part time (50 percent or more) for an academic year, OR two consecutive semesters at 50 percent or more will automatically be enrolled in the California Public Employees’ Retirement System. CalPERS is a defined benefit plan with retirement benefits calculated on the basis of age at retirement, years of service, and highest pay. Eligibility for retirement is age 50 with a minimum of five years of service. If you are a member of CalPERS, your pre-tax contributions are mandatory to the rate of 5 percent of monthly earnings in excess of $513. The state also contributes to CalPERS on your behalf.

All CalPERS members are automatically covered by a $5,000 death benefit. If you separate from CalPERS employment before retirement, you may request a refund of your contributions plus interests carried, roll your contributions into a tax deferred savings plan, OR leave your contributions on deposit with CalPERS.

Part-time faculty employees who are not eligible for CalPERS membership are enrolled in the State Department of Personnel Administration retirement plan (PST.) The employee contribution is 7.5 percent of gross salary on a pre-tax basis.

Pre-Retirement Reduction in Time base

The Pre-Retirement Reduction in Time Base program (PRTB) allows faculty employees to phase into actual retirement through reduction in time base to an average of two-third, one-half, or one-third of full time while maintaining full retirement credit and other benefits for a maximum of five years. For complete details, see CBA Article 30.
Faculty Early Retirement Program

The Faculty Early Retirement Program (FERP) allows tenured faculty members, including librarians, age 55 or older, who are eligible for service retirement under the CalPERS system to retire and continue teaching up to 50 percent of the hours worked (not to exceed 940 hours)  the year preceding retirement without loss or interruption of retirement benefits. For information on this program consult CBA Article 29 or Academic Personnel Services, Ext. 8-3027.
Post-Retirement Employment

Retired faculty employees, who are not participating in FERP, with approval, may be employed by the university up to 50 percent of the hours worked (not to exceed 940 hours) the year preceding retirement without loss or interruption of retirement benefits. Any questions should be directed to Academic Personnel Services, Ext. 8-3027.
Tips

Attend New Faculty Orientation and meet with the benefits coordinator for a full explanation of the benefits program.

Take time to read the information on benefits provided by the Benefits Office.

Be aware of open enrollment opportunities for health and dental plans and of enrollment deadlines.

Check your monthly deductions to confirm that you are enrolled.

Consider whether tax-deferred annuities or deferred compensation programs will be helpful to your financial planning.

If it would be useful for you to have your paycheck deposited directly into your checking or savings account, become informed about the direct deposit program.

If you or your family members wish to take classes at CSU, find out about the Fee Waiver program.

If you have a work-related injury, report it immediately by filling out an “Employee Claim for Worker’s Compensation Benefits” form.

If you are in the market for insurance, find out about group rates for an array of CSU-sponsored insurance plans.

If you are on unpaid leave of absence to care for a family member, find out about your eligibility to continue health, dental and vision benefits under the Family Medical Leave.

Check with CalPERS to find out when you are fully vested in the retirement system.

If you suffer an injury or disability, check with Human Resources about the options available to you.

Check with the Benefits Office if you want to know how to calculate your retirement income, or what retirement benefits you will receive.

Know your rights and responsibilities in the event of injury or illness.

Remember to report change of marital status or dependent status.

Update beneficiary information annually. 

PART XIII
SICK LEAVE, HOLIDAYS, VACATION AND 
                                     AND OTHER ABSENCES
Overview
Faculty members have a number of paid holidays and/or non-work days throughout the academic year. Sometimes, however, it may be necessary for you to miss work due to illness, family medical obligations, or your responsibilities to serve in the military or on a jury. You also may wish to take a leave of absence without pay to attend to personal matters.  If you are considering any type of leave, consult with the Policy on Leaves of Absence (APM 361) or contact Academic Personnel Services, Ext. 8-3027 for the appropriate procedure.

Holidays

Faculty members are entitled to all holidays designated as such in the academic calendar. See CBA Article 33
Personal Holiday

Each faculty employee is allowed one personal holiday during each calendar year. It is presumed that, in the interest of the instructional program, instructional faculty and department chairs will exercise judgment in scheduling a personal holiday. See CBA Article 33.3. 

Vacation

Ten-month and Twelve-month faculty employees accrue vacation at the rate of two days per month. Faculty members in academic year appointments are not eligible for vacation accrual. See CBA Article 34
Absences

Absences for any time not covered by leave credits will result in a “dock.” This means a portion of the employee’s pay must be returned to CSU. Part of the salary will be deducted from the paycheck for the month in which the “dock” accrued. The rest will be deducted from the last paycheck received for that academic year or semester. 
All absences must be reported in the Absence Management System.

Sick Leave

Sick leave is accumulated for full-time faculty employees at the rate of eight hours per month. Faculty employees appointed less than full time accrue sick leave on a pro rata basis. Faculty members are responsible for reporting any work day that they are ill and unavailable to report even if there are not any scheduled classes on that day. See CBA Article 24 

Maternity, Paternity Leave

Faculty members are entitled to a maximum of thirty (30) consecutive days of maternity/paternity/adoption leave for the purpose of preparing for the arrival of a new child and the care of a new child. The CBA also states that “a tenured faculty unit employee shall be entitled to a maternity-paternity leave without pay for up to twelve months.” Be sure to contact the Benefits Office at Ext. 8-2032 to determine your options.  Check with your department chair concerning class-scheduling issues. See CBA Article 23.
Family Care and Medical Leave

In accordance with state and federal laws, Family Care and Medical Leave (FML) allows up to 12 weeks of paid medical, dental, and vision benefits during a 12-month period to an employee who is on unpaid leave of absence due to his or her own serious health condition or to care for a child, spouse, or parent. An employee, who has worked one academic year or at least 12 months, is entitled to FML. Reasons for requesting this type of leave must be for any of the following:

· To care for the employee’s child after birth, or placement with employee for adoption or foster care;

· To care for the employee’s spouse, child or parent, who has a serious health condition;

· For a serious health condition of the employee that makes him or her unable to perform his or her own job.

FML is a leave without pay unless otherwise covered by sick leave or appropriate disability benefits. During any unpaid portion of the leave, the CSU will continue to pay its normal share toward medical, dental, and vision insurance. Certification of a serious health condition from the health care provider is required. For complete information on this form of leave, faculty members should consult with the Benefits Office at Ext. 8-2032.

Military Leave

Emergency, temporary, and indefinite military leaves are provided in compliance with federal and state regulations and collective bargaining provisions. Let Academic Personnel Services at Ext. 8-3027 know your plans as soon as you receive orders.

Jury Duty

Leave with pay is granted to serve on jury duty providing that monies received as a juror are remitted to the university. Let your chair or dean know when you have been informed of jury duty. In Fresno County, jury duty is for one day or one trial. CBA Article 23.
Voting in Local, State and National Elections

The university encourages eligible employees to register and vote in elections. A faculty member who would otherwise be unable to vote outside of his/her regular working hours may be granted up to two (2) hours of work time without loss of pay to vote at a general, direct primary, or presidential primary election. A faculty member is required to request such leave time from the dean at least two (2) working days prior to the election. California law allows for permanent absentee voting and faculty members are encouraged to take advantage of this provision of state law.

Bereavement Leave 

Five days of bereavement leave is granted upon the death of an immediate family member. For a complete definition of “Immediate family” please refer to the CBA Article 23.
Leave of Absence Without Pay

Full-time faculty employees or part-time tenured faculty employees may be granted full or partial leave of absence without pay for personal or professional purposes. Consult CBA Article 22 and the Policy on Leaves of Absence (APM 361) or contact Academic Personnel Services at Ext. 8-3027 for more information. 
Reminders

If you need to miss a class or office hour for any reason, notify your department chair or departmental administrative assistant.  Whenever possible, work with your department chair to arrange coverage for your classes during an absence.

If you wish to apply for a leave without pay, check with your department chair, dean, or Academic Personnel Services regarding procedures.

If you are called away on military leave, let your department chair and dean know as soon as possible and give a copy of your orders to Academic Personnel Services. 

Remember that consultation days and examination week are considered regular workdays.

If you are ill  for over three (3) days or  have exhausted your sick leave, check with the Office of Human Resources at Ext. 8-2032 for information on assistance.

If you are an academic year faculty employee, you do not accrue vacation time.

If you have a question about your leave rights or obligations, check the appropriate sections of the Unit 3 CBA and with. Academic Personnel Services at Ext. 8-3027
PART XIV
NUTS AND BOLTS

Faculty – Staff Directory

http://directory.csufresno.edu  Link 

The campus website provides a convenient electronic faculty / staff directory. 
Parking

There are designated (Yellow) areas for faculty parking throughout the campus. Faculty may also park in student lots (Green). Curbs painted RED are no parking zones, and there are timed spaces as well. 

Faculty can purchase a daily parking pass at one of the kiosks as you enter campus or purchase a parking permit for a semester or a calendar year. Parking regulations are usually lifted after 8 p.m. and on weekends but some lots may be designated for campus events. Restricted Parking Permit Authorization forms must be obtained from Academic Personnel prior to purchasing a faculty parking permit.
Clerical Assistance

Departments vary in the amount and nature of the assistance staff can provide faculty in preparing class materials. While many departments do not provide typing or computer services, most department staff makes photocopies from camera-ready copy, order texts and instructional supplies, and handles classrooms changes.  Check with your chair for more information on how photocopying and other departmental procedures.
Office Computers 

If your office does not have the computer equipment necessary for your instruction and research, please discuss the needs with your department chair.  Please note that university-provided computing systems must be used in accordance with policies which are available for review on the OIT web site.

Phone and network connections

Most Offices on campus are cabled for a minimum of one telephone and one data/network connection. If this is not the case, or you need more services, please contact the ITT Help Desk in at Ext. 8-5000.
Photocopy Machines

Photocopy machines are generally available for your use in the departments. Check with the department chair and secretary to find out specific office policy. Coin-operated copy machines are located upstairs in the Madden Library. You will generally need a copy card to run these machines.

Testing Services

The primary mission of the Office of Testing Services is to assess student's academic skills so as to enhance their opportunity to achieve academic success. In addition to this, Testing Services makes available to students, as well as the general public, test proctoring services (paper & pencil, computerized testing and online), certification testing, testing for college credit, graduate and medical entrance testing and special accommodations services. Testing Services strives to maintain the highest standards in testing technology and delivers these services with equally high standards of trust and confidentiality while maintaining the integrity of all testing instruments and records. Testing Services can be contacted at Ext 8 – 2457.
Hosting International Guests

If you are hosting a foreign guest, please call the Office of Continuing and Global Education at Ext. 8 – 0333. This Office may be able to organize an appropriate campus welcome, news coverage, or even a campus lecture. Also contact Academic Personnel which will arrange an adjunct (volunteer) appointment which authorizes the individual to use campus facilities including the library.

Special Events

The university takes pride in bringing outstanding dignitaries, artists, educators, civic and government leaders to the campus and extended community as part of its arts and lecture series of events. As a public University, it is appropriate that we assume the responsibility to expand the educational horizons of the communities we serve. Under the leadership of the Department of University Relations, the University hosts the CSU Stanislaus Leadership Forum; Champions of the American Dream; Demergasso/Bava Lectures series; Alumni Wine, Cheese and Jazz Festival; and the Summer Arts Festival, among other events. Guests have included Colin Powell, James A. Baker III, Gen. Norman Schwarzkopf (ret.), Van Cliburn, Bill Cosby, and Merle Haggard.

Standards for Graphics and Communication

Graphic identity is an outward expression of the personality, values, and goals of an institution. As a leading university, California State University, Fresno has local, regional, national and international audiences. Our logo and related graphics express our serious commitment to quality as well as the energy and caring that each of us at the university contributes.

The University Standards for Graphics and Communications Manual is the guide to applying our image and identity to the materials through which we communicate to all of our constituencies. Through consistent application of these standards over time, California State University, Fresno will enjoy the benefits of improved communication, understanding, and competitive positioning with the publics we dedicate ourselves to serving.

This manual is designed to provide clear, consistent guidelines for using the California State University, Fresno logos, colors and type. It also contains information on electronic standards and resources regarding trademarks, licensing, stationery, publication statements and more.

These guidelines will ensure stylistic uniformity to the university's many publications and Web sites through the use of consistent graphic presentation, look, feel and message.

Any questions regarding these policies and applications of them should be directed to the Director of University Web Communications and Publications in the Office of University Communications, Ext 8 - 5029.
Fresno State News

fresnostatenews.com
The main source for campus news and updates. 
University Expert

University Communications is always looking for campus “experts’ to be available to the media for a variety of news events. If you would like to be listed on this site, please click here and complete the form. Once the form is submitted, it is held as "pending" until your details are verified by University Communications staff. Once verified, your information will be made public on the University Experts website.. For more details, please contact the News Director in University Communications.
Death of an Employee

In the event of the death of an employee, a survivor or designee should contact Human Resources at Ext. 8-2032, as soon as possible. Human resources will be available to the individual to contact the appropriate offices, assist in the retrieval of personal effects; and the completion of necessary paperwork to assure any pay or benefits due the employee’s heirs or beneficiaries.
�You may wish to add the following:  Students can add courses without permission up to 18 units (19-22 if they have a sufficiently high gpa) until the 10th day of instruction.  After the 10th day and until the 20th day of instruction, students may add courses with permission of the faculty member and the department chair.





