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BEGINNING-OF-YEAR ANNOUNCEMENTS 
2009-2010

Women's and Gender Studies
Welcome to the start of a new year.  The following notes, drawn from other units such as English and  amended for WGS, will be helpful to new and  returning faculty, staff, and students.  If you think of points you wish had been covered, or have suggestions about changes, please let us know so that we can give as much useful information as possible to new members of WGS.  
Getting started
· I.D. cards for new faculty are issued in room 207 of the LSU Union.  Be sure to take a copy of your contract and Personnel Action Form 2 (PAF-2) with for identification.
· You can find the academic calendar for 2009-2010 at: http://appl003.lsu.edu/slas/registrar.nsf/$Content/Academic+Calendars/$file/10cal%20Incl%20Grad%20Dates-Revised2.pdf 
· Class time.  Classes begin on Monday, August 24; by a venerable if inexplicable tradition, classes start ten minutes after the announced time, e.g., 7:40 on MWF, 9:10 on TTH (except in summer school, when classes do start at the announced times).  Three-day-a-week classes run 50 minutes; two-day-a-week classes, an hour and 15 minutes.

· Classrooms.  Only essential changes can be made in classroom assignments.  Please see Rebecca Huckeba, our Administrative Coordinator about such problems.  Under no circumstances should you make changes on your own.  Please also report all problems related to cooling, heating, lighting, number of chairs, etc., to the Administrative Coordinator:  please do not report them directly to Facility Services.  
· Keys.  You will be given a key to your office.  If you are the first one in or out of the office, or if you regularly work after hours, please ask for a key to the main office.  
· Security.  If you have an office at WGS, please lock your office whenever you leave it to protect your computer equipment, purse, or billfold, or laptop.  If you are the last one out of the main office, please be sure that all doors are closed, all lights are off, and the main door is locked.  
Getting paid
· Paychecks.  The 2009-2010 school term begins officially on Monday, August 24, although faculty members begin their duties on Monday, August 17.  Faculty paychecks will be direct deposited by the 21st day of each month, beginning with September.  A payroll schedule can be found at the following website: http://www.fas.lsu.edu/AcctServices/pay/
· Pay Day. A new full-time member of the faculty will be paid in nine monthly checks, but payments may be adjusted to twelve monthly checks if the request is made no later than Friday, August 28, 2009.  See the Administrative Coordinator in the WGS Office (Himes 118G) for information and the necessary form or visit the following website: http://www.fas.lsu.edu/AcctServices/pay/forms/as249.pdf
Teaching

· General:  Please see the WGS web site for general information about Course Guidelines, how to request courses, etc.  All WGS teachers are responsible for knowing the information found on that site and in this and other WGS Guideline and Policy statements.  
· Add/Drop.  PAWS registration reopens for all students August 20, 2009.  August 31, 2009 is the last day to drop a course without receiving a W; September 2, 2009 is the last day to add a course; November 6, 2009 is the last day to drop a course with a W.  Encourage your students to abide by the LSU Wait List policy if they wish to add your class.
· Office Hours: We have a professional responsibility to keep regular office hours.  Those teaching a WGS course must schedule three hours per week during standard university hours.  Please submit office hours to The Administrative Coordinator prior to the beginning of the semester.  The office staff will have compiled a list of all office hours each semester and give that information to students.  They can't,  however, make appointments for student s or contact faculty members for students.  
· Syllabi:  WGS keeps copies of syllabi for each class taught.  This is a terrific resource primarily for our teachers but also for when we have to complete the many labyrinthine reports the school, state, and accrediting agencies require.  Please submit your syllabus by the end of the first week of class.  
· Evaluations:  Student evaluations, both those distributed by A & S and those by WGS, are mandatory and must be distributed before the last day of classes.   In order to preserve the integrity of the process, teachers must not be present when students complete the forms.  Once a student has returned the originals to the front office, forms may not be revised or rescored.  Thus teachers should take particular care to read the directions to students before distributing the forms and then leaving the room.
· General Education.  The inclusion of general education questions in WGS 2500 and WGS 2900, both of which fulfill general education requirements, is mandatory, not optional.  LSU is under special scrutiny by SACS, our accreditation board, because of its failure to satisfy outcome assessment requirements.  Teachers of these sections, the Director, Michelle Massé, and the Chair of the Outcome Assessment sub-committee of the Curriculum Committee will meet each semester to discuss these questions and the evaluation of them.  
· Grade posting: Grades are issued to undergraduate students both at midterm and at term's end.   University policy prohibits us from posting grades in public places or from any use of SS #s or LSU IDs.  Midterm exams should be scheduled during the week of October 12-17. New faculty members will automatically be given LSU e-mail addresses through the PAWS system, which will enable them to post grades electronically. 
· Missing your class:  If you are unable to teach your class, please call WGS (578-4807) from 7:30 a.m. on, to allow sufficient time for the class to be dismissed.  Even if you have a substitute (which we encourage), you must notify the office of your absence so that e can answer inquiries.  
· Desk copies: We don't buy texts from the bookstore for you to use as desk copies.  And, except for texts for multi-section courses, the department will not secure desk copies from the publishers because of increasing problems both with publishers (who prefer dealing with individuals) and with the bookstore.  
· Book orders:  The Administrative Coordinator will place a book order for you, but you must send her the order by the date she specifies each semester.  If you cannot meet that deadline, you will have to place the order yourself.  You can do so by calling the Co-op to have a form faxed (383-9870; WGS fax 578-4804) , or by going to the bookstore web site and click on the "Faculty" tab at http://lsu.bncollege.com/webapp/wcs/stores/servlet/BNCBHomePage?storeId=19057&catalogId=10001&langId=-1
· Student absences:  Please tell your students not to report their absences to the Administrative Coordinator or the Program Coordinator but to discuss these issues with you directly.  In addition, the administrative support staff cannot arrange make-up tests, or proctor exams.       
· Recruiting majors and minors:  This is one of our highest priorities.  If you would like to have a brief presentation given in your class--whether or not it is designated as WGS--please contact Jennifer West, our Program Coordinator, at 8-4807.  Please be proactive in encouraging your students to take other WGS courses and to consider becoming minors and majors.   

Resources

· Equipment: You have a computer (albeit an aged one), and that computer is attached to a printer in 118B.  If you need more office furniture, such as a bookshelf or a file cabinet, let us know and we will start to explore the treasures of University Surplus.  
· Books, VHSs, and DVDs: Our books, stored in Himes 112, are catalogued in the LSU library data base, and our films are listed under  Faculty Resources.  The films are kept in the 118 office suite.  112 also has a computer for public use and is suitable for small group meetings or for sitting and studying.  Just ask for the key at the front desk in 118.  Please encourage your students to browse, check material out, and use the room. 
Duplications and Supplies

· Recycling;  We support  recycling.  All offices have individual recycling wastebaskets with logos on the side.  Empty them into the larger bin in the hall outside Himes 118 when they are full.  Please do not put trash, partially full cans of soda, or food stuff in these wastebaskets:  Facility Services employees will not accept them or empty them for you.  Please also turn off lights upon leaving a room.  
· Copying for teaching:  Copying is one of WGS's greatest expenses.  To limit our use of financial and natural resources, we strongly encourage you to limit the number of copies you make by using Moodle or email, pdf files, or re-using paper.  Although we realize that there are times when something must be copied quickly, in general we ask that you give the staff 24 hours' notice when you request copies. Your request is made by filling one of the forms in the front office, which we have to have before any copying is done so that we can keep track of our billing.  
· Copying for research and professional material:  We will provide photocopying of professional documents for joint appointments when only 50 pages or fewer are involved.  Please be aware, however, that our limited budget means that if we run out of paper, toner cartridges, or copying funds by the end of the fiscal year, we are all in trouble.  If you have special needs, please talk to the Director,  
· Open-access printer:  Toner cartridges are very expensive.  Do not use the printer in 118B to print multiple copies of material.  
· Course readings.  Whether you produce pdf files for class materials yourself or ask a student worker to do so (with 24 hour notice), please fill out a request form, available in the front office, first.  

· Office supplies:  Ask the Administrative Coordinator or student workers for basic desk needs, such as scissors, staplers, tape, paper goods, etc., and we will buy standard items we don't already have in stock.  Unfortunately, we don't have a budget that would let us buy items such as software  programs, flash drives, or rare first editions.  If there is something you think is indispensible to your quality of scholarly living, talk to the Director about what this rare item is, and we'll see what can be done.  
Communications 

· Incoming mail: Allen 118 is for faculty, graduate students, and staff only.  Student workers will place mail or packages sent to you in your office.  Students can leave messages for you in the box on your office door or on your phone.  
· Outgoing mail:  If you are sending mail for professional purposes, it will be metered with departmental funds.  An LSU address, including "Women's and Gender Studies" must be shown as the return address.  Please give the mail to the Administrative Coordinator, who will attach the necessary budget code before sending it out.
· E-mail and computer assistance: All students and faculty are automatically provided with an LSU e-mail address through the PAWS system. Using your PAWS desktop, you can also download most software that you will need. 
· Fax machine:  You can receive faxes at WGS and you can also  send brief professional correspondence that way .  Please fill check the fax box on the copying request form.   The department's fax number is 578-4804.

· Long-distance phone calls:  You can make professional call through the front office (8-4807).  Please keep these calls as short and as rare as possible.   

Other useful information
· Checks:  Checks can be cashed in Thomas Boyd.  

· Food:  On-campus meals are available at the Faculty Club, the Magnolia Room, McDonald’s, Side Pockets, and the Union Food Court (depending on the progress of Union renovations).  Foster Café offers pizza, soup, salads, and sandwiches.  There are soft drink machines on the first and second floor of Himes.  The library has coffee and sandwiches available at CC's on the first floor.  
· Tiger Express cards:  Your ID may be used to purchase items such as meals at Foster Café, the Union, and in some vending machines. You must first put money into the Paw Points Only account at the Campus Card Operations Tiger Express office on the 2nd floor in the Union.  
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