Liberal Arts Department

ADJUNCT FACULTY UPDATE

Spring 2006
Deadlines
Please be conscientious about meeting departmental deadlines for reporting information or 

submitting materials, including signing your contract, submitting important information (your

syllabus, schedule, professional development packet, student perceptions, and grades) and
reporting attendance.  In general, music faculty should submit materials to Jackie Ingram.

All others should submit information to Kathy King.  You are expected to do a good job in the
classroom and to meet the deadlines for ALL minor bureaucratic hassles.  Failure to do so
threatens the sanity of your supervisor and your future employment.
Important Dates

January 9, 2006


Faculty Report; Final Registration Pellissippi Campus
January 10, 2006


Final Registration Magnolia Avenue & Blount County






Adjunct In-service
January 11, 2006


Final Registration Division Street & Pellissippi Campus

January 13, 2006 @ 11:30 AM

Covered-Dish Luncheon

January 16, 2006


Martin Luther King, Jr. Holiday
January 17, 2006


First Day of Classes
January 25, 2006 @ 4:30 PM

Deadline for Attendance Reporting
January 28, 2006


Signed contracts, syllabi and schedules due to Kathy King and Jackie Ingram. (Please return contracts immediately to ensure that you will be paid in February.)

January 30, 2006
Profession Development Notebooks due to Anthony Wise

March 1, 2006



Deadline for Attendance Reporting (Veterans)

March 2, 2006 @ 2:00 PM

Pellissippi Invitational Choral Festival
March 5 – March 12, 2006

Spring Break

March 21, 2006 @ 8:00 PM

Student Honors Recital
March 30 – April 13, 2006

Student Art Exhibit (Rotunda, Goins Building)
March 31, 2006


Deadline for Attendance Reporting (Veterans)

April 3 - 13, 2006


Priority Advising Period for Spring and Summer
April 11, 2006 @ 8:00 PM

Jazz Band/Guitar Ensemble
April 14, 2006



Holiday

April 25, 2006 @ 8:00 PM

Spring Choral Concert
May 1, 2006



Deadline for Attendance Reporting (Veterans)
May 1 - 4, 2006



Exam Period
May 5, 2006 @ 4:30 PM

Grades due

May 5, 2006 @ 7:00 PM

Commencement

Administrative Matters / Bureaucratic Hassles
Attendance Reporting
It is imperative that you keep an accurate record of student attendance because of the college, department, and Developmental Studies Program attendance policies and because of reports required by the Financial Aid and Veterans’ Affairs Office. Attendance reporting is done through Web for Faculty. During the first week of classes you will be assigned a username and PIN for accessing the system. You must report all students who have attended class by 4:30 PM on Wednesday January 25.  For veterans, you must report attendance on March 1, April 1, and May 1.  You should keep accurate attendance records throughout the semester in case they are needed later. Detailed information regarding this semester’s attendance reporting can be found at the end of this packet.

Class Rolls/Grade Sheets

The Records office does not provide copies of class rolls; you must check and print your class rolls on Web for Faculty.  (Choose “class list.”)  This list also shows student e-mail addresses and phone numbers.  Check the web roll after the drop deadline (January 24) and periodically throughout the semester against your list of students who are actually attending your classes, and note any discrepancies.  Do not add a student’s name to your roll simply because he or she is attending the class.  Send the student to Records to be officially registered.  If a student’s name is not on the roll after the withdrawal deadline (March 30), he or she will not receive credit for the course and should not be allowed to continue attending class.  Final grades must be submitted by 4:30 PM on May 5 via Web for Faculty.  Be certain the name of every student for whom you are reporting a grade is actually listed on the roll.  If a student’s name is missing from the roll, check with the Records Office; do not ignore this discrepancy and do not simply write in the student’s name. 

Final Exams

Classes will end on Saturday, April 29.  A final exam time is scheduled for each class period between May 1 and May 4.  All classes will meet as scheduled until the exam period and at the exam period.  It is not necessary in all courses to give a comprehensive final exam, but you must meet the class at the exam period and conduct and a meaningful educational activity.  
Instructor Absences
If at any time you are unable to attend a scheduled class, notify the program coordinator or department head as far in advance as possible so that other arrangements may be made.  In an emergency, notify Kathy King for Pellissippi campus classes or the main office at Division Street, Blount County, or Magnolia as early as possible; then notify the department head or program coordinator.  You may arrange with another qualified teacher who is also employed by Pellissippi State to cover classes, but please inform the department head or program coordinator if you do this.  

Mail and E-mail

You will have a mailbox on the Pellissippi campus or in a designated area at Division Street, Blount County, or Magnolia.  Be sure to check your mail each time you are on campus.  Evaluation packets, important announcements, and messages from students and other instructors will come to you via your campus mailbox.

All adjuncts are assigned computer accounts for e-mail, word processing, and Internet access.  If you need instructions and other information about your account, check with Information Services (694-6537, e-mail: helpdesk).  Be certain to check your e-mail regularly. 
Office Hours/Space

Adjuncts are paid $10 per hour to hold one office hour per week for each course; this amounts to an extra $150 per course.  If you are teaching only an evening class, you might plan to come 30 minutes early and stay 30 minutes after class or make some other arrangement that will be convenient for you and for your students.  If it is impossible for you to hold an office hour, you must notify the department head in writing.  The office hour pay will be calculated in your contract.  When you sign your contract, fill in the accompanying schedule sheet with your teaching/office hour schedule.  You will not be paid until a schedule is on file in the department office. Check with Kathy King (MC240) or the main office at the other campuses for adjunct faculty office locations.

Syllabus

All instructors are expected to adhere to departmental syllabi and guidelines for each course.  Master departmental syllabi for all PSTCC courses are now available on the PSTCCC website: 

http://www.pstcc.cc.tn.us/departments/curriculum_and_instruction/currinfo/c-menu.htm
 (Or navigate your way there from the Employees page; choose Advising and Curriculum). You and your students may peruse the master syllabus here (or Kathy will provide a hard copy at your request).  The syllabus you give your students is a shortened version to which you will add your own schedule of assignments and activities for the course.  These sections of the full syllabus must be on the syllabus you give your students:  Course Description, Entry Level Standards, Prerequisite, Textbooks, Course Objectives, Evaluation, and Policies on attendance, late papers and make-up assignments.  You should also include a statement about Student Disability Services on your syllabus.
Your syllabus should also include your name, location on campus, and a phone number where you can be reached.  If you do not have a campus phone and do not want to list your home phone, include the departmental office phone number – 694-6475- so students can leave messages for you.
