


AN
l‘-l Guidebook for Part-Time Faculty

UNIVERSITY OF

NEW HAVEN
TABLE OF CONTENTS
PART-TIME FACULTY GUIDEBOOK
Page
No.

l. Letter from the ASSOCIAtE PrOVOST....cceitirriirriierteeitetterite ettt sttt e 6
Il. UNH Commitment to EQUal OPPOIrtUNITY....ccueteerueeeeeirenereeee ettt et et ere s semeeaeaene 7
1. University of New Haven Profil@.......c et cneser e seennas 7
IV. Academic Affairs Organization Chart........ccoeveeerermeecenrere s e sttt es e s s 7
V. UNIVEISITY CAtAlOZS. .cueuruerereuirtrerereueseuirt et et et sen st eae st sttt ea sen st st sesebeseaeas sen et ebessanssens 8
VI. Benefits

Campus Bookstore Faculty and Staff Discount POliCY....cccccvevirviniecceececcn e 8

UNH Credit UNiON . ettt sttt s e e se s ensseasss s b sesssasnsenss 8

ST o< oY =4 = o - OO OO RO YRR 9

Excellence Awards -Part-Time FACUItY......cccveeereieecee ettt e 9

TUITION ASSISTANCE...ciiiiiiii it e e sr s 9

WoOrkman’s COMPENSAtION....ciiiceecerieiese et ees et et es e eesteste s e sessesassassessensesesteseennannn 10
VII. Employment

Terms and CONAITIONS.....c.ceeeieerrr ettt e e e ere s s ere e sen s 11

PErsONNEl PAPEIWOIK .. i eieieecee e ce sttt see st st saesvesress e s st aes e es e e e e et ees 11

Personal INformation Changes.......c e cieceiceecirerr et st st s e e 12

Version One 5.1.2009 1

www.newhaven.edu 300 Boston Post Road # West Haven, Connecticut, USA D6516-1990



AN
l‘-l Guidebook for Part-Time Faculty

UNIVERSITY OF

NEW HAVEN

UNH FACUIY 1D Card..ccoeeeeeierisiere et ste st st e es st s s sassteste s snsensessesassanssnsssesseseenen 12

VII. Employment (continued)

Remuneration/Paycheck DistribDULION......c.cueieeeieeireeie sttt et et evee e s eres v s 12
D[ =Yool D T=Y o o 1Y 1 RS ORRRPR 12
T 1 =TSO 12
Departmental Secretarial SUPPOIt.....coc e e e s e e 13

Henry C. Lee College of Criminal Justice and Forensic Sciences..........cceueuu.... 13
Copying, Duplicating, EIectronic POSTING.....ccvecceeceeveiriirineee et ste e ee e ees s e 13

VIII. Class Responsibilities

R} ] =1 oY OO 13
Henry C. Lee College of Criminal Justice and Forensic Sciences.........ccccuue... 13
College of ArtS and SCIENCES.....ccivieeceeceeeeeretet ettt ste e s s ese e s s ess e ssennn 13
Maintaining COUISE RECOIUS....civiviirrirtieiee e rteetestesteeeeresseestessees es e s sseseestestestesuesnnanes 13
Tagliatela College of ENGINEEIING....cuuiiieieiecieceertece ettt e e e e e 13
Faculty Absence or Inability to Meet Class......cccccecceveciecie ettt s 14
Henry C. Lee College of Criminal Justice and Forensic Sciences.........cceeeue... 14
Textbook Orders/Desk COPY Of TEXT....c.couuiireciiireieceeiseeeeesreesese s sessssesssssrsssesssne ses 14
Henry C. Lee College of Criminal Justice and Forensic Sciences.........cceeeue... 14
College Of ArtS and SCIENCES.....coecieveereereeereerreteeeseereesbesteereereesesssassaessensenaes 14
Evaluation of Part-Time FACUILY.....ccccverirereerierreteerreestesteeteetecreeeeeeesaessessesse s sesaesnes 14
Henry C. Lee College of Criminal Justice and Forensic Sciences.........cceeuue... 14
Version One 5.1.2009 2

www.newhaven.edu 300 Boston Post Road # West Haven, Connecticut, USA D6516-1990



AN
l‘-l Guidebook for Part-Time Faculty

UNIVERSITY OF

NEW HAVEN
College of Arts aNd SCIENCES.....ccvueceieirtireeie e seseste e e ettt essessaeste st seesnnnans 14
Final EXams/Make-Up EXGMS....c.coucieriveereiinieiesteetineee et sessssssesessesassssesasssssssssesessesansene 14

VIII. Class Responsibilities (continued)

Henry C. Lee College of Criminal Justice and Forensic Sciences.......cccceeeveueene 15
College of ArtS and SCIENCES....vviiceeceeceeeirrine et ste e e sresr et ss b e e e e s 15
Grading/Grade Changes/Retention of Student Work.........cueeeeeeeeieeeeeceeceenese e 15
Henry C. Lee College of Criminal Justice and Forensic Sciences.......cccceceveuenne 15

IX. Registration and Records

REEISTIATION ..t ettt sttt e st e e st e e e sbe st e e st san e et e sbesreeesae et saneesaen sees 15
Change of Registration — Waiting LiStS......ccercveeceeesese e s e errcss e e cne e st st e 15
Classroom AsSigNMENTS/CRANGES.....c..cureeiererirerieeereeeeereecteseveresetessseseseressaseseaseressases 15
I =l =T =4 ) - | 1 o T 15
Tuition Payments/RefUnd POLICY.....cocuevieieeeiieeie ettt ettt eee s e esee e s e ne 16
Academic Policies and ProCeAUIES.......c.cuivrecrerereeeneerce ettt eeee st et s sseeas 16
Class Rosters and Drop/Add Cards......... e eieeceeireeeireeeeseseneeeseeseseessssseessssessssesssssnes 16
GRAGING . teeerierteere et ettt ee e be e et e saesbesbeeteessersarsaesaesbesbesssrssessessesbestesrssrsarsasssessentensenssnnn 17
Changing a Grade after SUDMISSION.......ccuvveeiiieieeccere et eer e e e e e enes 17
AtteNdanCe REGUIATIONS.....ici ittt et steste st ce st et esr s eesse s be s saeaesbestesneenseneans 17
Grading/Evaluation of Student Performance.........u e ceeereseee e seeseseeeens 17
Immigration Regulations Pertaining to International Students......cccecevevieveveecececnnnnns 17

X. Emergency Procedures

Version One 5.1.2009 3

www.newhaven.edu 300 Boston Post Road # West Haven, Connecticut, USA D6516-1990



AN
l‘-l Guidebook for Part-Time Faculty

UNIVERSITY OF

NEW HAVEN
ACCIAENTS/EMEIZENCIES.cueeiteieierireete e etireete st et eseeteseabesesebesasber et etesesbebarsebesesbesarsasesaserens 18
Closures and Cancellation Of Class......cuureerereniereerseeee s e s er e s s 19
XI. Policies
JAYor=To (=T o o T ol ol T =Te [o T o o A PRSP O PR TRPRRT 19
Y AYoF Lo L= o Yol T A=Y = 2SO 19
Drug-Free COMMUNITY . .cuiiveectieresseccttree e estteessre st asesse et ae e sreensaennessrnessessnnssunesssens 19
A GUIING FACUILY ELNIC..cciiiieiieeiceee sttt e st st v s e se s ees s ben s 19
Research Misconduct and Academic DiShONEstY.......ccceeceeeeeemrininecceecee e e e 20
Institutional ReVIEW BO@rd.......ccvcireecerernerireie sttt s s e 20
Release of Student Education RECOIS.......ccvevererceirerienere sttt s 21
Family Rights and Privacy ACt......cccecceeciveeiieiee e ceesieste e s se st se s aes e s s sne st st sreane s 21
HaraSSMENT...eiiiiii ittt e e e s sre e e et e r s 21
Affirmative Action and Nondiscrimination POliCY......cocuueeececveecesese e 22
Consensual RelatioNShips..... ettt ettt st sbe s e se s es s e s 22
o 1o F= Y23 OO 23
MIlIEAIrY DULY LBAVE....eiitecre et ceeeertesttette et eestestesbeeteessseersaesaessesbesssssesesaestesbesnsansersanns 23
STUAENT CONUUCT ..ttt ettt s e e es s s e ersen e sensreenene 23
SMOKING POLICY e cuvieierierietteteiectesteste e eteseeearsees e rbes e e saesaesbesbestsesssnsarssessessensenssssssse st one 23

XIl. Resources for Faculty

ACAdEMIC COMPULET LADS.uicuiiiiiieieeeitieieteerseerte e ete e eeeeersessaeraesbes e aesaessesaestessesnsereans 24
Computer Support — Software Availability.......c.cveecvvenenece e 24
Version One 5.1.2009 4

www.newhaven.edu 300 Boston Post Road # West Haven, Connecticut, USA D6516-1990



AN
l‘-l Guidebook for Part-Time Faculty

UNIVERSITY OF

NEW HAVEN
Reserving Non-Assigned Classro0mM SPACES......uuvecccereerreerrerseenreesseesreessaeseessessseessessseens 24
AUIO-ViSUAI EQUIPMENT...utiiiiiteiececrtteste e cette e seetterseesresesteeesbessaesseesnsassseneesresrsaen 24

XIl. Resources for Faculty (continued)

BOOKSTOE.c. ettt ettt e e e e e s e e e e e e s e e e e 25
Tech Support for Smart Classroom Use, Tegrity, Blackboard..........ccccceeeiiiiecciiinnnnnnnnn. 25
1ol 0| LRV A D 1YY= (o o o o<1 o RS 26
KEYS — LOCKE SPACES... et iticeeeeeeriirtirt ettt steste s sre e e e et eesaes e e e st seesbestesaeenssnsessanrensen 26
B 0TS ] o = [ 7 OO 26
EXPENSE REIMDUISEMENT ... oo ittt ettt st ere et b e e et seesbestesresnsarsesnens 26
BVl ettt st sttt st et e st e s e e ne e e e et st et s s e n et s 27

XIll. Resources for Students

Center for Learning ReSoUrces, TULOMNE....cvvivieieiecieeeeceerieseestesresessseeessessaessessss s seesen see 27

AdViSING AN COUNSEIING...ucuvieeeieieeie ettt ettt e e et ste e stesbessee e ss e s e s e s e e et steneas 28

DiSADIIITIES . eeue st ereere et sttt ettt st r e s st re s s b e e r et e re s e r e e R e ser e enen 29
IV, SECT BranChue ettt ettt sttt sttt e s ses et e s b e ses e s et s e st en s eneneas 30
XV. Off-Campus Center LOCAtION IMIAPS....couueeieeerreeineresieeessreesneesstsessssessssessssesssssessssssssssssssnesssneesns 30
XVI. Quick Reference Telephone NUMDEIS. ...t s sr e e sveesarssbesssesanesbesnsees 31
Version One 5.1.2009 5

www.newhaven.edu 300 Boston Post Road # West Haven, Connecticut, USA D6516-1990



AE
l‘-l Guidebook for Part-Time Faculty

UNIVERSITY OF

NEW HAVEN

Letter from the Associate Provost

Dear Colleagues,

As members of UNH’s part-time faculty corps, you play an extremely important role in helping the university fulfill
its mission to its students. You have been selected based on your superior education, training and experience and
for their application to specific UNH courses. However, as part-time members of the university community, you
would not be cognizant of the full variety of applicable policies and procedures, and available resources for faculty
and students, particularly if you have just recently been appointed for the first time. This Guidebook is meant to
remedy that situation.

The Guidebook is presented electronically on our web-site in order to be most easily accessible. This mode also
allows for improvement and up-dating of material to be handled most readily. So your suggestions for this
Guidebook are most welcome and can be sent by email to me at ikleinfeld@newhaven.edu.

Many people in the university community contributed to the collection of material that is in the Guidebook and to
its production. To all of them | express sincere gratitude.

Very truly yours,

)\Mm‘ ‘ /[(m%@L

Ira H. Kleinfeld

Associate Provost for Graduate Studies, Research and Faculty Development
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UNH Commitment to Equal Opportunity

The University of New Haven is an equal opportunity employer and offers a wide variety of positions for faculty
and staff. For the full text of the university’s policy on equal opportunity, please see Affirmative Action Policy.

University of New Haven Profile

Located atop a hill overlooking historic downtown New Haven and Long Island Sound, our 80-acre campus is home
to a vibrant population of scholars and professionals who enjoy a wonderful working environment. You will also
enjoy an atmosphere of teamwork, collaboration and a sense of purpose. Employees can get involved in a variety
of exciting programs and activities that enrich the lives of students as well as the faculty, staff and community.

As a valued member of the university you will receive a Total Benefit Package, based on your appointment that is
comprehensive and competitive. In addition, our intellectually stimulating university community benefits from the
tuition assistance program for courses taken at UNH - not only for the instructor, but for the instructor's spouse
and eligible dependent children.

A leader in experiential learning, the University of New Haven prepares students to lead purposeful and fulfilling
lives in our global society by providing a transformational education through experiential, collaborative, and
discovery-based education. A private University founded in 1920, UNH has a current enrollment of more than
5,000. The University offers more than 80 undergraduate degrees and more than 25 graduate degrees through its
four colleges, in fields such as sports management, nutrition, forensic science, music and sound recording,
engineering, computer science and criminal justice. University of New Haven students study abroad through a
variety of distinctive programs. UNH is the Northeast Center for the National Society of Experiential Education
Academy.

Academic Affairs Organization Chart

Click here for organizational chart.
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University Catalogs

Online versions of the university’s catalogs.
Benefits

Campus Bookstore Faculty and Staff Discount Policy
For personal purchases, 10% off:

All clothing merchandise

Gifts and accessories

School supplies

General reading books

Discounts cannot be combined with other offers except the Annual Appreciation Day when a 25% discount is
offered. Note that the general discount rate under UNH purchase orders is 20%.

UNH Credit Union

Your affiliation with the University of New Haven provides you an opportunity to enjoy the benefits of membership
at the Greater West Haven Federal Credit Union.

502 Main Street
West Haven, CT 06516

Phone: 203-933-4344
Fax: 203-931-9761
Email: setFreeToFly@aol.com

HOW TO JOIN

As an instructor at the University, you are eligible to become a member of the Greater West Haven Federal Credit
Union. There is no membership fee.

Application may be obtained in the Human Resources Department (Ext. 7240) or in person at the Credit Union
Office.

THE ADVANTAGES

Greater West Haven Credit Union is a non-profit financial cooperative that is owned and managed by its members.
Earnings are returned to its membership in the form of higher dividends, lower loan rates and increased service.
The Credit Union was chartered in 1938 and has been offering more than 60 years of solid convenience and
service. Today, more than 1,500 members are benefiting from this working partnership.

CONVIENCE

Membership in the Greater West Haven Federal Credit Union saves you time and money with services such as
Share Draft Checking, Automatic Payroll Deduction, Direct Deposit, Direct payment Services and ATM service.
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MEMBER SERVICES
e  Share Draft Checking Accounts e  Personal Loans
e Share Savings Accounts e Share Secured Loans
e Direct Deposit e Auto Loans
e  Payroll Deduction e Internet and Audio Response Banking

Credit Union Web Site

Benefit Programs

Practitioners in Residence with a credit load of 12 or more per semester are eligible to participate in the
University’s benefit programs. These programs include:

Health Insurance Dental Insurance Vision Insurance
Life Insurance Long Term Disability Ins. | Medical FSA
Dependent Care FSA Deferred Compensation | Tax Differed Annuity

These programs are administered by the Human Resources department. For eligibility and program
information contact HR at 203-932-7240 or visit their intranet web site.

Excellence Awards - Part-time Faculty

During the 2006-2007 academic year, the university inaugurated a new annual awards program intended to
recognize the excellent contributions that the faculty make to the life of the institution. The awards include a
category for PTF, with the title being Excellence in Teaching, Part-Time Faculty. The award carries a cash prize of
$1,000 along with a commemorative plaque and is bestowed at a dinner event toward the end of the spring term.
At that event, all official nominees and awardees are recognized. The call for nominations takes place in late
January or early February and is made by email. Here are the links to the nomination form and instructions.

Tuition Assistance

Tuition assistance is available for PTF; the benefit varies as between PIR’s and adjunct faculty. To determine the
benefit that you are eligible for, please see the following:

PART-TIME, Multi-term Appointment

1. Practitioners-in-Residence (PIRs), who are eligible to participate in the benefit programs of the
University, are eligible to participate under this program. These individuals are eligible to receive
fifty (50%) percent Tuition Assistance based on the terms and conditions established in Section | of
the tuition reimbursement policy.

2. Inthe application of this policy, PIRs shall be considered as Faculty.
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3. Tuition Assistance for a spouse or dependent is subject to coordination of benefits with such
individual's employer being primary. In cases of partial reimbursement by such employer, the
balance of the benefit entitlement may be available through the University's Tuition Assistance
program. The University will not provide duplicate tuition coverage and may require verification of
tuition coverage eligibility from such employer.

ADJUNCT FACULTY, Single-term Appointment(s)

1. Adjunct Faculty are eligible to participate under this program based on the number of teaching
credits accumulated during the previous academic year (9/1 to 8/31). These individuals are eligible
to receive fifty (50%) percent Tuition Assistance for themselves, spouses, and eligible dependents
for as many credits as were accumulated during the previous academic year. Accumulation of 12
teaching credits or more during the previous academic year is necessary to qualify for fifty (50%)
percent Tuition Assistance for one (1) semester of full-time day tuition. Credits cannot be
accumulated from year to year. Dependent children are those as defined in Section I, subsection
C-4 of tuition policy. Tuition Assistance does not apply to non-credit courses.

2. Tuition Assistance for an adjunct and/or spouse of an adjunct is subject to coordination of benefits
with such individual's employer being primary. In cases of partial reimbursement by such
employer, the balance of the benefit entitlement may be available through the University's Tuition
Assistance program. The University will not provide duplicate tuition coverage and may require
verification of tuition coverage eligibility from such employer.

3. Application for Tuition Assistance is made by completing the Tuition Assistance Application, A/TA
(Exhibit "F"), prior to the beginning of each academic term. Link to tuition policy.

Workers’ Compensation

In order to ensure that work related injuries are reported to The Hartford Insurance Company, our Workers
Compensation Insurance Carrier, on a timely basis, the following procedure is to be followed when an employee
sustains an injury/illness while working. The individual sustaining the work related injury must report such injury
to his/her immediate supervisor and to the Human Resources Department, located in New Hall, or by calling 932-
7240. The report must be made within 24 hours of the injury/illness.

® An Initial Accident Report must be completed by the employee or the employee’s supervisor, signed and sent
to the Human Resources Department. The Initial Accident Report may be obtained from the HR Department
or from the HR web page. Click on Workers Compensation then Accident Report. The following information will
be required in order to complete the report:
The date and time of the injury

Where (campus location) did the injury occur — be specific
How specifically did the injury occur?
What object caused the injury?
Which part of the body was injured?

Names of individuals who may have witnessed the incident
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® Should an individual be unable to report a work related injury/illness, then it is the responsibility of that
individual’s supervisor to report the injury/iliness to Human Resources.

® [ndividuals requiring medical attention must go to:
Saint Raphael’s Occupational Health and Treatment Center (OHTC)

175 Sherman Avenue
New Haven, CT 06511

St. Raphael’s OHTC, is open Monday-Friday from 7:00 A.M. to 6:00 P.M. OHTC has all of our carrier
information and will forward all bills directly to our insurance carrier.

In the event that medical services are required during a time when OHTC is not open, an individual may go
to Saint Raphael’s Emergency Room, any other emergency room, or the individual may see his/her own
doctor. The individual must inform the doctor that this is a work related injury and give the name & address
of the carrier so the bills can be mailed directly. Please call the Human Resources Department for the name,
address, phone number and policy number of our workers compensation carrier.

Once our workers compensation carrier receives the claim from Human Resources, they will send a letter to
the injured employee with an individual claim number and information regarding the claim.

Medical documentation relating to the treatment of the injury must be provided to the Human Resources
department on an on-going-basis.

® [ate or unreported injuries may lead to delays or denials of workers’ compensation benefits by The Hartford.
Time lost for work related absences is deducted from both the Federal and the State of Connecticut Family Medical
Leave (FMLA) time off entitlements

Employment

Terms and Conditions

Terms and conditions are contained in letters of appointment and nothing in this handbook or compensation
guides should be construed to overrule the terms or conditions of appointment contained in the letter of
appointment.

Personnel Paperwork

All new hires to the University are required to complete the U.S. Department of Justice Employment Eligibility
Verification, Form I-9. Two forms of photo identification are required when completing this form and the form
must be completed within three days of hire.

Federal Tax form W-4 and State tax form CT W-4 must be completed by all new hires. These withholding tax forms
must be completed within three days of hire. These tax forms are not required on an annual basis, however it is in
the individual’s best interest to supply the University with updated tax forms regularly.

A University Information Review Form should be completed by all new hires within three days of employment.
The review form provides Human Resources with important information such as birth date, EECO information,
emergency contacts, and education information.

Honesty, integrity and professionalism are critical values at UNH. The university also places a high value on
providing a safe and productive campus community. In order to ensure the hiring of employees of the highest
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integrity and to maintain a safe community, we will conduct pre-employment background/reference checks on all
new administrative, clerical, maintenance, full-time and adjunct faculty candidates.

Personal Information Changes

It is the responsibility of each individual to provide and maintain personal information with the University. You
should contact the Human Resources Department of any changes in your personal status. These changes include:

Name change Address change
Marital status change Change in number of dependents
Change to beneficiary information Employment status change

These, and other personal changes, should be reported to Human Resource as soon as possible after the
occurrence.

UNH Faculty ID card

All UNH employees need a campus ID. Campus ID cards are available at the Campus Card Office, located in Room
113 in Echlin Hall. The campus card office can be reached at 203-932-7062. It is suggested that you check for
operating hours before visiting. Additional information is available at Part-Time Faculty Campus Card Information.

Remuneration/Paycheck Distribution

Adjunct faculty are typically paid on a monthly basis, although this may vary depending on the type of course
taught and whether it is paid on a per student basis or per course basis. The first paycheck is typically issued
during the month (e.g. 4-6 weeks) following the start of the term, and the last check is issued on the pay period
following the end of a term. Contract letters for adjuncts are issued in advance of the term, and include more
specific information regarding your compensation. For any additional information regarding compensation or
scheduled pay dates, you are encouraged to consult with the appropriate department Chair or department
secretary.

Direct Deposit

Direct bank deposit of salary is available and can be arranged through the Payroll Department. Click here to obtain
direct deposit form.

Parking

PTF need a parking sticker in order to park on campus. For parking provisions, including the procedures for
obtaining a parking sticker, see parking regulations or parking for people with disabilities.

A parking sticker is required for on campus parking. UNH employees park free on campus, with some restrictions,
subject to the current parking regulations. UNH employees must show a Campus ID card, car registration and valid
operator’s license to receive a parking sticker. The parking sticker can be obtained at Campus Card Office or
Campus Police behind the Campus Bookstore.

Instructors should allow sufficient time to park before class and may expect short walks to classroom buildings. In
some cases, shuttles may be needed from outlying parking areas. Important information on parking will be
available via campus email. Those teaching at the Sawmill campus should have a parking sticker, but parking will
be less crowded there.
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Departmental Secretarial Support

Departmental secretarial support for PTF can take a variety of forms: document preparation (exams, syllabi),
regular mail, regular phone messages, ordering supplies, arranging for equipment (including audio/visual where
applicable), copying, obtaining text desk-copies and assisting with student referrals where applicable. Since the
provision of secretarial support varies significantly for each department, check with the department chair or
department secretary for what applies. What follows are indications from the units that have provided relevant
information for the Guidebook.

Henry C. Lee College of Criminal Justice and Forensic Sciences click here for elaborations.

Copying, Duplicating, Electronic Posting

Copies of material not subject to copyright restrictions, for example material of your own authorship such as

syllabi and certain class handouts, can be made by your department secretary or can be ordered through the
Duplicating Center in the basement of Maxcy Hall, Room 15 (Maureen Chase, 203-932-7202). Electronic posting of
such material is not restricted. A general rule of thumb is that small volume duplicating can be handled at the
department level, whereas large volume copying should be done at the Duplicating Center. Department
secretaries can assist faculty with duplication. (See the section on Secretarial Support.) For best results, allow 24-
48 hour notice.

Note that the use of instructional technology such as Blackboard (see the section on instructional technology) may
obviate the need for duplicating, since material can be posted by the instructor for student use. Students may
print from Blackboard at their discretion.

For copying or electronically posting material that is subject to copyright, it is important to familiarize yourself with
the requirements for seeking approval for copying or electronically posting such material. See the UNH Library
section on copyright permissions and Online Copyright Policy.

Class Responsibilities

Syllabus

General. Instructors are expected to give students the course syllabus on the first day of the class, or make it
available in Blackboard online no later than the first class meeting. The following elaborations from the colleges

apply.

Henry C. Lee College of Criminal Justice and Forensic Sciences click here for elaborations.

College of Arts and Sciences click here for elaborations.

Maintaining Course Records

The following are expectations for maintenance of course records. Since there is variation from one unit to
another, the following provide guidance for each college:

Tagliatela College of Engineering click here for elaborations.

Version One 5.1.2009 13

www.newhaven.edu 300 Boston Post Road # West Haven, Connecticut, USA D6516-1990


http://www.newhaven.edu/library/Services/Faculty/14211/
http://www.newhaven.edu/unh/marketing/pdfs/ptfaculty/OnlineCopyrightPolicy.pdf

AN
l‘-l Guidebook for Part-Time Faculty

UNINVERSITY OF

NEW HAVEN

Faculty Absence or Inability to Meet Class

If the faculty member cannot meet a scheduled class for any reason, the Department Chair must be informed
beforehand. The Chair will work with the faculty member to arrange for a substitute instructor or a makeup of the
missed class time. All missed class meetings must be made up.

If a class meeting must be cancelled, the faculty member should make every attempt to notify the students well
before class time. (Some travel long distances.) For this purpose all faculty should secure telephone and email
contact information at the beginning of each term. Note that the Blackboard system facilitates group email to all
students in the class.

The following elaborations were received for this Guide.

Henry C. Lee College of Criminal Justice and Forensic Sciences click here for elaborations.

Textbook Orders/Desk Copy of Text

The Dept. Chair should clarify at the time of the course assignment whether the text(s) for the course is/are to be
selected by the PTF member or not. In any case, desk copies for the PTF are to be ordered by the department
secretary directly from the publisher or publisher’s representative.

If the PTF member is given the responsibility to select the course text(s), it is important to make the selection in
sufficient time for the bookstore to order and stock them. The dept. secretary generally manages the day-to-day
aspect of bookstore orders and is knowledgeable about the procedures and deadlines, so be sure to work with her
closely.

The following elaborations were received for this Guide.

Henry C. Lee College of Criminal Justice and Forensic Sciences click here for elaborations.

College of Arts and Sciences click here for elaborations.

Evaluation of Part-Time Faculty

Evaluation of instruction is an important component of the university’s comprehensive assessment process. As
such the PTF can be expected to participate in student course evaluations as well as departmental collegial
evaluation of instruction. The primary objective of the evaluation of courses and instruction is to provide faculty
members with information to help them improve, develop, and maintain effective instructional performance. The
actual practice of evaluation varies by college. The following elaborations were received for this Guide.

Henry C. Lee College of Criminal Justice and Forensic Sciences click here for elaborations.

College of Arts and Sciences click here for elaborations.

Final Exams/Make-up Exams

University policy requires that final examinations be administered only during the assigned period for each course.
The undergraduate semester includes a final exam week, whereas the graduate trimesters use the last scheduled
meeting for final exams. Instructors may not cancel the meeting time intended for the final examination.
Instructors may require a take-home examination or term project instead of an in-class examination, however, in
such cases the final scheduled meeting must still take place and the students must be responsible for meaningful
content and assignments. Students should be informed by a statement on the course syllabus that absences
during this period will affect grades.
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Henry C. Lee College of Criminal Justice and Forensic Sciences click here for elaborations.

College of Arts and Sciences click here for elaborations.

Grading/Grade Changes/Retention of Student Work

Faculty should retain students’ work for a reasonable period of time to allow for the possibility that students may
want to discuss the rationale for final grades. Also, samples of students’ work may be retained for portfolio used
for either course or faculty evaluation. It is suggested that the faculty member consult with the Department Chair
to gage what is a reasonable time, since requirements may vary from one department to another.

Henry C. Lee College of Criminal Justice and Forensic Sciences click here for elaborations.

Registration and Records

Registration

Registration (including pre-registration) is the student process of selecting classes each term and, using the Matrix
Student Information System, either securing seats in those classes or opting to be added to a class waiting list.
Additional information can be found on the UNH website on the Registration Page here.

Change of Registration — Waiting Lists

Course waiting lists are maintained each term in Matrix. (A section waiting list in MATRIX is an ordered list of
students seeking entry into a closed section. It is populated by MATRIX on a first-come first-served basis when
students request that section when it is already at the enrollment limit.)

You may be contacted by students seeking permission to be enrolled in your class if it is full and they are on the
course waiting list. You must consult with your department chairperson before granting permission to ensure
that class limits do not exceed assigned room capacity. Should you decide to grant permission for a student to be
admitted from your course waiting list, you need to send an email to the appropriate Records Office
(UndergradRecords@newhaven.edu for undergraduate courses; GradRecords@newhaven.edu for graduate
courses) and indicate the full name of the student and the corresponding course and section number. The Records
Office will then administratively enroll the student for you.

Classroom Assignments/Changes

Classroom assignments are determined prior to each academic term based on institution-wide needs for
instructional space. Some programs or individual courses are assigned to specific spaces based on department
requests and the availability of teaching materials in these classrooms or laboratories. The departments provide
the initial list of preferences that are considered when the schedule is generated. If you have a specific concern
about your needs for instructional space, you should address them as early as possible by contacting the
department and discussing those needs with them.

Should your assigned classroom not meet your needs, you should contact the department chairperson to
determine if a room change can and should be requested.

Late Registration

While students are encouraged to register for all classes prior to the first meeting date, it may occasionally be
necessary for a student to register for a class after that. Please see the published academic calendars on the UNH
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website for the last date that a class may be added for a specific term. To register for a course after the first
meeting, an instructor-signed add card must be used and processed at the Registrar’s Office.

Tuition Payments/Refund Policy

Information regarding the schedule of tuition fees, tuition payment options, and refund policy can be found on the
UNH website at the Bursar’s Office.

Academic Policies and Procedures
Undergraduate and graduate academic policies and procedures governing adding and dropping classes,

attendance regulations, grading systems, make-up policy, and repetition of work can be found on the UNH website
at the Policy and Procedure page.

Class Rosters and Drop/Add Cards

Instructors should access their official class rosters online through Matrix. (Once a PTF appointment is transmitted
by the department to the registrar, Matrix access for the PTF member to class rosters and grading is implemented.)
To access Matrix, go to the UNH website and select Faculty & Staff>Matrix-Online Grading. This is also the site you
will use for submission of mid-term and final grades. You will be asked to sign in using the user ID and password
you received from the Office of Information Technology. Click on View Rosters, select the appropriate academic
period, class, and class ID, and click Find. The resulting display of names reflects real-time activity of student
enrollments, unlike the rosters you can view in Blackboard, which are 24 hours old. Attendance in class should be
checked against the rosters regularly, and the Registrar should be notified by email of students who claim to be
registered, but are not on the roster, and students whose name appear on the roster, but do not show up in class.
Instructors may add students to classes that are at full capacity by signing an Add/Drop Card which the student
should supply (cards are available at the Registrar’s Offices and in department offices, but only the class instructor
can sign to add students). Before adding students to a class that is at full capacity, it is the responsibility of the
instructor to ensure that the additional students will not exceed the maximum physical capacity of the assigned
classroom. Requests for classroom changes should be directed to your department chair or departmental
designee.

You can also access the Rosters Program via Blackboard at http://intra.newhaven.edu/roster faculties/index.asp

This link provides the ability to search for course rosters, courses schedules and individual student information.
Please note that this link works only inside the University’s network, which is known as the intranet, or intra.

Roster Searching

To find a roster, click on the page, then select the correct term and course under the selected term. The page will
show all enrolled students name, phone number, and email address. If searching the page using Internet Explorer
(IE), students’ pictures will display. If Mozilla Firefox browser is used, students’ pictures will not display. The page
also shows details about the course including date, time, instructor name, and location. The page can be printed
out by clicking on the “Print List” button on the top left side of the page. The browser default page printing might
not be able to completely print the data on the page. For privacy reasons, students’ phone numbers will not show
on the printed page.

Course Roster Searching

http://intra.newhaven.edu/roster faculties/Search StartFrame.asp?Search=C1

This is also an intranet-only access link. Click on the link and select a term, and the page will show overall courses
under the selected term, whether the course meets in a room on or off campus.
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The advantage of this view is the ability to sort the entire term course by Course ID, room location, day pattern, or
instructor name.

We do not recommend printing the page for permanent reference since room assignments undergo significant
modification due to changes in enrollment and instructor. We strongly recommend checking either of the above
links the day before the class starts. While we make every attempt to contact instructors when their course is
moved to a different room, it is best to verify the information on the web. The above links will include overnight
up-to-date data.

Grading

All grades (mid-term and final) are submitted online via Matrix. Detailed instructions on how to enter and submit
grades will be sent via email to your campus address by the Registrar’s Offices just prior to the grading periods. In
order to identify students who may need additional help, instructors are required to promptly turn in a midterm
grade for each freshman in their classes (this currently applies to only undergraduate fall semester classes.) See
the published academic calendar for the deadline for submission of mid-term grades. The University requires that
instructors submit final grades for all classes (undergraduate and graduate) within 96 hours following the final
examination period for each of their classes.

Changing a Grade after Submission

Once INC grades have been entered in Matrix and posted to students’ records, a change of grade form must be
completed to request a change of grade. These forms are available in the academic departments as well as the
Registrar’s Offices. Such grade changes are routinely processed.

Changing grades A, B ...F are not so straightforward. If such a circumstance arises, the same form as above is used;
however, the Registrar forwards such requests for a faculty committee for adjudication.

Attendance Regulations

University policy describing attendance regulations for graduate and undergraduate students can be found on our
website at the Attendance Regulation page.

Grading/Evaluation of Student Performance

At the end of 4 and 8 weeks, Academic Services and the Athletics Department will forward requests for progress
on a number of students (those who are athletes, developmental, learning disabled, on probation, etc.)
Instructors should promptly respond as to the progress of those students.

Immigration Regulations Pertaining to International Students

International students are obligated to follow very stringent immigration regulations. In addition, the
International Services Office is obligated to report to the U.S. Citizenship and Immigration Services (USCIS)
students’ violations of those regulations 21 days or 30 days after their occurrence, depending on the type of
violation.

Your assistance is requested with the following five regulations:

1. International Students must register on time: If, after three weeks, an international student is not officially
registered for your class, please inform that student that he or she must register or he will jeopardize his
immigration status. Please call the International Services Office if you have a student in this situation.
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2. International Students (F-1 and J-1 visas) must register for full-time programs: Undergraduates must have
12 credits each semester and graduates must have 9 credits each trimester. Exceptions are made for students
in the following cases prior to the student’s registering and with the “Authorization for Less than Full-time
Enrollment” form signed by the academic advisor:

a. Students who have a valid medical excuse.

b. Students who are in their first semester/trimester and are encountering problems with English or the
reading requirements.

c. Graduate students whose courses can be considered to be full-time because of the exceptional work
load, a research project or other exceptional reason clarified by the academic advisor.

3. International Students cannot withdraw from a class without prior authorization from the International
Services Office. Please do not advise international students to drop a course to avoid an impending F in the
class. Instead, ask him/her to see the International Services Office for assistance. Students who drop below
12 credits (UG) or 9 credits (Grad) do not have the option to “make up” the credits in the summer.

4. International Students who are finishing incompletes or working on a late project must register for
continuing registration. This policy usually only applies to a graduate student working on a thesis or project
or an exceptional undergraduate course demand.

5. International Students are permitted to work on campus for a maximum of 20 hours per week. During
school breaks the student may work full time. Off-campus internships for credit are also limited to 20 hours
per week during the academic year. Exceptions may be made providing the internship advisor explain to me
the need for a full time internship. Co-ops may be registered for full-time or part-time work.

To clarify, only international students who are sponsored by our university for F-1 or J-1 visas are subject to the
reporting requirements. We have many students at the university who are here on visas that do not restrict the
number of credits they take, etc. The immigration regulations do not apply to them. You are not expected to
know what kind of a visa a student has, but please make an effort to find out from the International Services Office
if you know that a student is international and if an applicable question arises.

If you have any questions about a specific student or if you need clarification of a regulation, please feel free to call
Andrea Hogan at 203-932-7338 or contact ahogan@newhaven.edu.

Emergency Procedures

Accidents/Emergencies

In the event of an on-campus personal emergency, whether actually in class or not, it is important to be able to
respond properly. In addition to knowing the 911 emergency number for off-campus help, make a note for UNH
Campus Police Emergency Assistance which is 203-932-7070. The following guide has been prepared by UNH
Campus Police to inform your proper response depending on the type of emergency. See Emergency Guide.

For university-wide emergencies, the best way to ensure timely notice is to register for the emergency cell-phone
text message system, found at Campus Text Sign-Up. When indicated, the university may also utilize its outdoor
mass notification system. This system employs a short siren blast (approx. 5 seconds), followed by a message. If
the message is in response to an emergency, instructions will follow. If the message is in connection with a test,
that will be indicated. (Tests are preceded by announcement emails.)
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Closures and Cancellation of Class

Decisions to close the university or cancel classes due to inclement weather or for any other reason will be
communicated by radio and TV, university email, announcement on the university web-site and by text message to
your mobile phone. You are urged to register for the emergency cell-phone text message system, which will be
used to give notice for closures as well as for emergencies.

Policies
Academic Freedom

The Faculty of the University of New Haven have a right to academic freedom as it is commonly understood in the
American universities.

This right is set forth in the following excerpt from the “1940 Statement of Principles on Academic Freedom and
Tenure” endorsed by the American Association of University Professors.

1. Teachers are entitled to full freedom in research and in the publication of the results, subject to the
adequate performance of their academic duties; but research for pecuniary return should be based upon
an understanding with the authorities of the institution.

2. Teachers are entitled to freedom in the classroom in discussion their subject, but they should be careful
not to introduce into their teaching controversial matter which has no relation to their subject.

3. College and university teachers are citizens, members of a learned profession, and officers of an
educational institution. When they speak or write as citizens, they should be free from institutional
censorship or discipline, but their special position in the community imposes special obligations. As
scholars and educational officers, they should remember that the public may judge their profession and
their institution by their utterances. Hence they should at all times be accurate, should exercise
appropriate restraint, should show respect for the opinions of others, and should make every effort to
indicate that they are not speaking for the institution.

Academic Integrity

It is important that the university’s policy on academic integrity be understood by all faculty members. It not only
prescribes the expectations for academic integrity of its students but also outlines what constitutes violation of
that policy and the faculty member’s rights and responsibilities in responding to such violations. The entire
Academic Integrity policy document.

Drug-Free Community

UNH has adopted and implemented a program to prevent the unlawful possession, use, or distribution of illicit
drugs and alcohol by students and employees. For a detailed exposition of the university’s policy, see Drug Free
Commitment Statement.

A Guiding Faculty Ethic

The University of New Haven has adopted the “Statement on Professional Ethics” developed by the American
Association of University Professors.
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a. Professors, guided by a deep conviction of the worth and dignity of the advancement of knowledge,
recognize the special responsibilities placed upon them. Their primary responsibility to their subject is to
seek and to state the truth as they see it. To this end professors devote their energies to developing and
improving their scholarly competence. They accept the obligation to exercise critical self-discipline and
judgment in using, extending, and transmitting knowledge. They practice intellectual honesty. Although
professors may follow subsidiary interests, these interests must never seriously hamper or compromise
their freedom of inquiry.

b. Asteachers, professors encourage the free pursuit of learning in their students. They hold before them
the best scholarly and ethical standards of their discipline. Professors demonstrate respect for students
as individuals and adhere to their proper roles as intellectual guides and counselors. Professors make
every reasonable effort to foster honest academic conduct and to ensure that their evaluations of
students reflect each student’s true merit. They respect the confidential nature of the relationship
between professor and student. They avoid any exploitation, harassment, or discriminatory treatment of
students. They acknowledge significant academic or scholarly assistance from them. They protect their
academic freedom.

c. As colleagues, professors have obligations that drive from common membership in the community of
scholars. Professors do not discriminate against or harass colleagues. They respect and defend the free
inquiry of associates. In the exchange of criticism and ideas professors show due respect for the opinions
of others. Professors acknowledge academic debt and strive to be objective in their professional
judgment of colleagues. Professors accept their share of faculty responsibilities for the governance of
their institution.

d. As members of an academic institution, professors seek above all to be effective teachers and scholars.
Although professors observe the stated regulations of the institution, provided the regulations do not
contravene academic freedom, they maintain their right to criticize and seek revision. Professors give due
regard to their paramount responsibilities within their institution in determining the amount and
character of work done outside it. When considering the interruption or termination of their service,
professors recognize the effect of their decision upon the program of the institution and give due notice
of their intentions.

e. As members of their community, professors have the rights and obligations of other citizens. Professors
measure the urgency of these obligations in the light of their responsibilities to their subject, to their
students, to their profession, and to their institution. When they speak or act as private persons, they
avoid creating the impression of speaking or acting for their college or university. As citizens engaged in a
profession that depends upon freedom for its health and integrity, professors have a particular obligation
to promote conditions of free inquiry and to further public understanding of academic freedom.

Research Misconduct and Academic Dishonesty

In order to avoid errors so as to maintain an academic community that maintains the highest ethical standards,
this Guide includes a reference to the university’s policy regarding faculty research misconduct and academic
dishonesty. See Research Misconduct Academic Dishonesty excerpt from Faculty Handbook.

Institutional Review Board

The Institutional Review Board’s (IRB) major role is to safeguard the rights and welfare of all human subjects who
participate in research projects conducted by employees and students of the University of New Haven and their
collaborators. All research projects involving human subjects or human material must be reviewed and approved
by the IRB, whether or not the research is federally funded or receives external funds from any source. All
biomedical, social and behavioral research projects conducted by the faculty, the staff and students of the
University are subject to the policies and procedures of the Institutional Review Board.
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The IRB has the authority to disapprove, modify, or approve protocols based upon consideration of human subject
protection. It also requires progress reports from the investigators at least annually and oversees the conduct of
the study.

The overall criteria for IRB approval are:

a. The risks to subjects are minimized as much as possible.

b. The risks to subjects are reasonable in relation to anticipated benefits.
c¢. The informed consent is adequate.

d. Where appropriate, the research plan makes provisions for the safety of the subjects during the data collection
process.

e. Where appropriate, there are adequate provisions to protect the privacy of subjects and maintain confidentiality
of data.

f. Appropriate safeguards are included within the study to protect the rights and welfare of the vulnerable
subjects.

Guidelines for the IRB and for researchers who seek approval from the IRB are available from the Office of the
Associate Provost for Graduate Studies, Research and Faculty Development.

Release of Student Education Records

Instances arise in which a parent, guardian or other person or organization may request academic information
about our students. (The latter may come about in connection with an outside reference.) For those students
who wish to allow educational records to be disclosed and/or discussed with their parent or guardian (or any third
party), a Release of Education Records Form must be completed and submitted to the Registrar's Office or to the
Office of the Dean of Students. In those instances in which a student requests a reference in which his/her
academic record is to be discussed or revealed to the reader, the student should be asked to execute a UNH
Release of Education Records Form.

Family Rights and Privacy Act

The Family Education Rights and Privacy Act (FERPA) affords students certain rights with respect to their education
records and these are described at the FERPA policy page.

Harassment

Sexual harassment, whether it be physical or non-physical, verbal or nonverbal, is a violation of Title VII of the Civil
Rights Act of 1964, and of Title IX of the Higher Education Amendment of 1972, which prohibits sex discrimination.
Therefore, it is illegal under the 1980 guidelines of the Equal Employment Opportunity Commission, and it violates
the Sexual Harassment Policy of the University of New Haven.

In fulfilling its obligation to maintain and promote a positive and productive learning and work environment, UNH
is committed to the philosophy that all community members should enjoy an environment free of any harassment.
There is zero tolerance to harassment or discrimination of any kind based on an individual’s sex, race, color,
personal appearance, gender, gender identity or expression, religion, national origin, marital status, civil union
status, age, disability, status as a special disabled veteran or veteran of the Vietnam era or national or ethnic
origin, nor does UNH discriminate on the basis of sexual orientation.
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The university's Sexual Harassment Policy is a component of the Affirmative Action Plan, which is administered by
the Affirmative Action Officer of the university. For details, see Sexual Harassment Policy.

Affirmative Action and Nondiscrimination Policy

The University of New Haven is committed in achieving a diverse and pluralistic community, which reflects the
multi-racial and culturally diverse society in the United States through strict non-discrimination in admissions,
educational programs and employment. The commitment to Affirmative Action is also a commitment to be
proactive in the continuing effort to diversify the faculty, staff and the student body at the University. The
University will base decisions on employment so as to further the principle of equal employment opportunity.

It is the University of New Haven'’s goal to hire the most qualified individuals in every position within the
University. The University is committed to basing judgments concerning employment of individuals on their
qualifications, abilities, skills and experience and affirmatively seeks to attract persons with diverse backgrounds.

The University will recruit, hire, train, and promote persons in all job titles without regard to individual’s sex,
sexual orientation, race, color, personal appearance, gender, marital status, civil union status, national origin,
ancestry, religion, age, physical disability or mental retardation.

The University will ensure that promotion decisions are in accord with principles of equal employment opportunity
by imposing only valid requirements for promotional opportunities. The University will ensure that all personnel
actions such as compensation, benefits, transfers, layoffs, return from layoff, company-sponsored training,
education, tuition assistance, and social and recreational programs will be administered without regard to
individual’s sex, sexual orientation, race, color, personal appearance, gender, marital status, civil union status,
national origin, ancestry, religion, age, physical disability or mental retardation. Revised: 11.07

Consensual Relationships
The following statement comes from the Faculty Handbook, Sec. 2.4.8

Anyone in a position of power or authority shall avoid situations where he or she would make determinations or
evaluations affecting the terms and conditions of employment or student status for relatives, family members,
spouses or significant others with whom he or she has an intimate relationship. Such a relationship, combined with
the power and responsibility of making such determinations or evaluations, is considered to be a conflict of
interest.

If a consensual relationship should develop between an instructor and a student, or between a supervisor and a
subordinate, where a power differential exists, the instructor or supervisor should report the matter, as soon as
possible, to his or her immediate supervisor, i.e.; department chair or other supervisor. This immediate supervisor,
in consultation with the college dean, willimmediately make arrangements so that the official determination(s)
affecting the terms and conditions of employment, study, or progress in a program of the person(s) involved in the
consensual relationship can be carried out under the direction of a competent objective third party(s). This should
be carried out in a manner that maintains the highest degree of confidentiality possible.

It should also be made clear that the instructor, mentor, tutor, or supervisor should not, thereafter, be allowed to
have undirected responsibility for supervising, evaluating, or grading the consensual relationship partner’s
performance.

All instructors, supervisors, students and supervisees should understand that these situations are of concern to the
University of New Haven. It is the instructors and supervisors, who, by virtue of their special power and
responsibility, will bear the burden of accountability in such cases. There are substantial risks in an apparently
consensual relationship where a power differential exists, even if the conflict of interest issues are resolved,
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involving potential charges of sexual harassment and/or violations of University policy. Such consensual
relationships have the potential for very serious consequences and should be avoided, where possible.

Where such relationships cannot be, or are not avoided, this policy mandates the declaration to and intervention
by a supervising authority, for the protection of both parties involved in the consensual relationship. Any instructor
or supervisor who enters into such a relationship should be aware that liability protection under state law may not
apply in subsequent actions arising out of consensual relationship situations, where the instructor or supervisor
failed to comply with this policy, and that failure to comply with this policy can lead to disciplinary action up to and
including dismissal.

Holidays
Holidays for which classes do not meet can be found for the undergraduate calendar; for the undergraduate

accelerated calendar ; and for the graduate calendar. For program following special calendars you need to speak
with the program administrator to determine observed class holidays.

Military Duty Leave

If a student indicates the intention or desire to take an INC grade in your course in order to go on Military Duty
Leave, you should consult the university’s policy governing Military Leave.

Student Conduct

The educational process is ideally conducted in an environment that encourages reasoned discourse, intellectual
honesty, openness to constructive change, and respect for the rights of all individuals. The Student Code of
Conduct is designed for the promotion and protection of such an environment at the University of New Haven. In
the unlikely event that an instructor encounters uncorrectable student behavior that conflicts with the above
principles, you should consult with the Dean of Students. In such circumstances you may also wish to refer to the
Student Code of Conduct.

Smoking Policy

In order to comply with CT General Statute #19a-342 which prohibits smoking in any dormitory in a private or
public institution of higher education and to provide a healthful, comfortable and productive campus environment
for all UNH faculty, staff, students and guests, the University has adopted a Smoke Free Policy.

No smoking is permitted in any campus residence hall or administrative, academic, or recreational building. This
restriction will apply to all UNH offices, classrooms, hallways, stairwells, restrooms, dining facilities,
conference/meeting facilities, athletic facilities, and any other spaces within these buildings.

Smoking is confined to outdoor space, with ashtrays provided outside each building. Smoking will be limited to
areas, which are 20 feet away from all entrances to University buildings. This is not meant to be punitive to those
who smoke, but only to allow everyone to enter our buildings without breathing in smoke. It will be our
responsibility as University Community members to gently inform those who are not following the rules, to please
move away from the entrance.

Cooperation is expected from all members of the University and their guests. To register a complaint contact
Human Resources — 932-7240.

This policy applies to all UNH facilities in West Haven as well as off-campus class sites and other locations where
UNH may, in the future, establish operations.
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Resources for Faculty

Academic Computer Labs

There are computer laboratories located throughout the campus. Each lab has a significant collection of software
installed in it; however the individual titles vary from lab to lab. If you feel that you need a particular software title
in a lab for course instruction, either on the instructor station for demonstration or on all the computers so that
students can use the software, please contact the Director of Academic Computing, Alan MacDougall, at
alanm@newhaven.edu at least 30 days prior to the start of your class. This will ensure that staff will be able to
address the request in the timeliest fashion.

In the event that you were given the course assignment on short notice, please understand that while IT will do its
best to accommodate your request for software installation in the classroom, it may not be able to install software
into computer laboratories on short notice at the beginning of the semester.

Computer Support - Software Availability

Software for Purchase

Adjunct faculty can purchase the following software titles at a significant discount: Microsoft Windows XP,
Microsoft Windows Vista, Microsoft Office 2007 for the PC, Microsoft Office 2003 for PC, Microsoft Office 2008 for
the Mac, PcCillin Anti-virus for the PC, Microsoft Visual Studio .net 2005. One copy (and only one copy) of each of
these software title can be purchased for 7.00 by going to the Bursars Office, paying the fee, and bringing the
receipt to the Student Technical Support Office in Echlin Hall (Room 115).

Adobe Design Standard and Adobe Creative Stand suites are available to purchase at a discount. For information
about this program, contact the Director of Academic Computing, Alan MacDougall, at alanm@newhaven.edu.

Reserving Non-Assigned Classroom Spaces
Recitation/Review Session/Make-up Session Classroom Request

Extra, extraordinary or make-up classroom time (outside of regularly scheduled class time) can be requested by
emailing the IT Dept. via Anna Chen (achen@newhaven.edu). Please provide the following information in the email
for a room request:

e Event Name (course ID or short event title)

e The academic department (If the request for the room is in connection with an outside entity, please
identify that entity; if the facility requested is departmental in nature, please contact that department
first.)

e Date/ Time (single or multiple use, start/end time of the event(s))

e Room requirements (including approximate attendance, building, and room features)

It is recommended that the room availability be checked before finalizing the event.

Audio-Visual Equipment

To order audio-visual equipment, the following information is relevant: AV Request Form Information. To order,
an A/V request form should be submitted. (Note that the Smart Classrooms already have significant A/V available
and built-in. See the section in this Guide describing the Smart Classroom configuration.)
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Bookstore

For information regarding the Bookstore, see the Bookstore website, particularly that page’s links to Faculty
Services. That page provides a source of critical textbook information for the college and university community
and a comprehensive, up-to-date course pack guide. Note, also, the discount policy under the Benefits section of
this Guide.

Tech Support for Smart Classroom Use, Tegrity, and Blackboard

The University of New Haven has an extremely powerful set of classroom teaching technology tools that you are
encouraged to use.

Smart Classrooms

All of our primary-use classrooms are Smart Classrooms. This means you will have an overhead projector, a PC with
a flat screen touch-sensitive monitor, Starboard presentation software, DVD, VCR, and overhead projector. You
may also choose to bring a laptop or thumb-drive to connect material you bring into the system. Tegrity, a class
capture recording utility, is available in all the rooms. To employ Tegrity, you need to attach a wireless microphone
available in the room to record your lecture with Tegrity while also doing complete screen capture.

Instructors use their campus email username and password to access the Smart Classroom technology. These
instructional stations allow the use of PowerPoint, Blackboard, Tegrity, the Internet, a document overhead-
projector, video in classes. If you wish to use the “white boards” as a supplement to the Smart Classroom
technology, or as a stand-alone, it is recommended that you bring the appropriate “white board” markers to class
with you).

Here is an instruction sheet for using the Smart Classroom features.

Blackboard

Blackboard is a powerful and widely used software course management and student-faculty communication tool.
You are strongly encouraged to use it. You can be enrolled by IT by contacting the Director of Academic
Computing, Alan MacDougall, at amacdougall@newhaven.edu.)

If you need instruction on use, as a first step, please refer to the reference material in Blackboard itself. (Note that
you may enter Blackboard at first, much as a student would.) Blackboard can be reached by going to the UNH
home page, and under ‘Quick Links (an arrow on the top right hand side, next to ‘GO’ button)’, selecting
Blackboard. Once in Blackboard, visit the Faculty Development Resources Site. To do that in Blackboard, in “My
Institution”, scroll down to “My Organizations” and select Faculty Development Resources Site. Once you enter
that, select the button on the left entitled “Information Tech” and you are there. That section will indicate the
schedule of any workshops that you may wish to attend in person and also how you may view a Tegrity recording
of previous workshops on Blackboard. If you need personal assistance, it also indicates how you may receive that
from Alan MacDougall or Pauline Schwartz or others.

All courses, including your own, will be automatically uploaded to Blackboard approximately one month before the
term starts. Blackboard can be reached by going to the UNH home page, and under ‘Quick Links (an arrow on the
top right hand side, next to ‘GO’ button)’, selecting Blackboard.

After the courses are uploaded, there will be a twice per week data refresh performed for one month after the
term starts. Additional courses and late enrolled students will be added through each data refresh. However,
students who dropped classes are not removed from the course. Instructors are responsible for removing dropped
students from their Blackboard course lists. This is to prevent any possibility of incorrectly deleting graded items or
other work a student may have done and which you might wish to retain.
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We also can merge different course shells (Course IDs) into one a combined section (Course ID) in Blackboard
during the data loading in each term. This combined section will contain all enrolled students and study materials.
Instructors must indicate which existing section to merge all the students into. Note this process covers both cross-
listed courses and multiple sections of the same course.

Tegrity

Tegrity is a recording, technology that permits capture of the instructor’s voice (as UNH has generally configured it)
simultaneously with all the material being projected to the students in the Smart Classrooms. The latter includes
power points, Smartboard writing, overhead projector images and Internet capture. Tegrity has many advantages
and is therefore very popular with students, since they can view what transpired in class as often as they wish any
time, from any internet-connected PC. You may also use Tegrity selectively for some classes or parts of classes, for
making up a missed meeting or for providing supplemental material. Note that you need not change your class
attendance expectations with Tegrity — the technology is meant to enhance the instructor’s educational
capabilities.

To learn how to employ Tegrity, you can consult the Faculty Development Resources Site and follow the directions
listed above for Blackboard, focusing on Tegrity instead. The Faculty Development Resources Site will indicate
when Tegrity workshops are scheduled and also how you may obtain individual assistance.

Faculty Development

UNH offers many opportunities for faculty development that are open to PTF. Email announcements of such
programs are addressed to all part-time and adjunct faculty. In addition, the Faculty Development Resources Site
in Blackboard also provides useful assistance and material from Human Resources, the Marvin K. Peterson Library,
the Office of Academic Services, the Office of the Provost, the Office of Experiential Education, and the Bergami
Learning Center. If you need to get enrolled for site access, please contact the Associate Provost for Graduate
Studies, Research and Faculty Development, Ira Kleinfeld, at ikleinfeld@newhaven.edu.

Keys — Locked Spaces

If a key is needed for access to a needed space, departmental approval should be gotten first. Then use
http://intra.newhaven.edu/Keyrequestform.doc and follow the directions indicated.

If a classroom or building is locked when needed during normal operating hours and the departmental staff is not
available, call Campus Police at the dispatch number for assistance, 203-932-7014.

The Library

For information about the Marvin K. Peterson Library, including its many collections, resources, services (including
course reserves) and programs, see Library website or the Library section of the Faculty Development Resources
Site located in Blackboard for which you need to sign in.

Expense Reimbursement

Expense reimbursement for departmental-approved expenses should be arranged through your academic
department. As such, the department secretary can be of assistance; the reimbursement requires the approval of
the Department Chair.

UNH’s fiscal year runs from July 1 —June 30. The cut-off date for submitting expense reimbursement reports to be
processed against the current fiscal year is July 15 of the succeeding fiscal year. Expense reimbursement forms
delivered to the Accounts Payable Department after the deadline will be charged, if approved, to the new fiscal
year budget.
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E-mail

Email is a crucially important medium of communication for the university and serves as official communication in
many instances. PTF are therefore required to use university email accounts. UNH Email/UNH Outlook access is
provided as part of the hiring engagement process and should be activated in the wake of appointment. University
email is a prime source of information and instructors should access their UNH email on a regular basis.

Resources for Students

Center for Learning Resources, Tutoring

The Center for Learning Resources (CLR) at UNH is a place where students can find extra support with writing
assignments, as well as help with freshman- and sophomore-level courses in math, science, and business. UNH
provides free tutoring and writing skills assistance to help students with good grades who wish to do even better
as well as those who are struggling and want to improve.

UNH was one of the first universities in the country to offer a staff consisting mainly of professional tutors, as well
as some graduate and undergraduate students. The principle advantage of professional tutoring labs is that
students receive focused tutoring tailored to their specific needs. Our professional tutoring staff is comprised of
experienced instructors who hold advanced degrees in their respective fields. Many tutors are instructors at UNH;
thus, they bring an intimate understanding of the classroom to each session. Our highly competent graduate and
undergraduate student tutors are chosen based on the enthusiastic recommendations of their professors.

The CLR is located in the heart of the campus in Maxcy Hall rooms 106-110. It is comprised of three labs: the
Mathematics, Science, and Business Lab; the Writing Lab; and the Computer Lab.

Hours: During the undergraduate academic year, hours are 9:30 AM-8:00 PM, Monday through Thursday, and
9:30 AM-1:30 PM on Friday. Due to popular demand, the Math Lab is also open Saturdays from 9:30 AM — 1:30
PM. During the summer sessions, the CLR is open from 4:00 PM-6:00 PM, Monday, Wednesday, and Thursday.

The Office of Academic Services

The Office of Academic Services provides a wide range of academic support to day and evening undergraduate
students.

Academic skills counselors work with students individually or in small groups to strengthen abilities or make
referrals to other qualified personnel on campus. They help students develop an individualized study strategy that
focuses on textbook reading, lecture note-taking, time management, learning and memory strategies, and test-
taking skills.

The Office provides monitoring services to enable counselors, mentors, and coaches to assess the student progress
in their courses. The Office also coordinates the efforts of the mentors who work with students enrolled in the
developmental math and English courses. In addition, the Office provides an advisor for the activities of both the
day and evening honor societies, and provides access to the student ombudsman, who can assist in the resolution
of student complaints, perceived grievances, or concerns.

Faculty members are also supported through the Office of Academic Services in a variety of ways. We provide
assistance with tracking down missing students, scheduling a proctor for make-up exams, conducting a study skills
workshop specific to the needs of students in a particular course, and providing academic assistance to faculty-
referred, academically at-risk students.
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Advising and Counseling

General Academic Advising

Students should be referred to their assigned academic advisor for guidance pertaining to their academic program,
course requirements, pre-requisites, choice of electives and related issues. Each student’s academic advisor is
listed on the student record in the university student record system under Matrix. Since PTF do not have general
access to the student’s record in MATRIX, referral of a student to the academic advisor, or inquiries or
communication to the advisor may have to be facilitated by the department secretary or chair, both of whom have
such access.

The above having been said, PTF are encouraged to offer guidance and mentorship to their students pertaining to
issues for which the PTF member feels competent such as professional or career guidance, skills development and
the like.

Counseling & Psychological Services

The Counseling Center offers a variety of services aimed at helping students resolve personal difficulties and
acquire the balance, skills, and knowledge that will enable them to take full advantage of their experience at the
University of New Haven.

There are many issues that bring students to the Counseling Center: personal or emotional concerns, persistent
difficulties in adjusting to university life, bothersome moods including stress and anxiety, relationship problems,
loss of a loved one, grief, substance abuse, career exploration, or simply a wish to know more about oneself.

Counseling services are free, confidential, and available to currently enrolled students. Services include: brief
counseling for individuals and couples, substance abuse groups, consultation to students, faculty, staff, and
parents, assistance with referrals to community resources, crisis interventions, and vocational interest testing.

The Center strives to offer these services in an atmosphere that is welcoming and comfortable for all students,
regardless of race, gender, ethnic background, age, sexual orientation, citizenship, or physical status.

For further information about the Counseling Center, please call 203.932.7332, or we invite you to browse the
links available here.

For a comprehensive Guide, consult the Faculty and Staff Guide for Assisting Students. As an indication of
coverage in the Guide, its Table of Contents appears as follows:

Responding to StUAENt EMEIrZENCIES. .....ccic ittt e et e e e e e e rbar e e e e e e e e aarbaaeeeeeas 4
AWAreness Of CULUIal DIffErENCES. ......oiviieie vttt sttt st s e s tee e st s 5
Referring a Student for Professional Help.........ccce ettt e e 6
Responding to Emotional Distress

STUAENT WIth ANXIEEY ...eevietietiet ettt sttt et etestesaestesaess s s st eesaes et aessessessesaesessa s ee sessnes 7
StUENt WHO iS DEMANGING....c.uiiieiiieicie ettt ettt ee et et et aeb b aes et et s e s e e e e ene e 8
STUAENT WiIth DEPIESSION....ciiiciecie et cte et ettt ettt eer s et aes et b s et e s s e s e see sas st st st st et stearas 9
Student who has Disordered Eating.......cccece e eeciece ettt et vt et e e e st s aennan 10
Student Who may be SUICIA@l.....c.oe ettt et e e e e st e e 11
Student who is Severely Disoriented or PSYChOtIC........cocoeeeeieiece e 12
Student who is Aggressive or Potentially Violent........cc.ooviiieicieicce et 13
Responding tO SUDSTANCE ADUSE........ccceieee ettt ettt v e s et et s e s s e e e sr st e st eee 14
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Responding to Victims of Violence

Abusive Dating RelatioNShiP... ..o vttt st st et et st sbesteetestesaesaesaseassraeens 15
Sexual Assault 16
STAIKING .ttt ettt et ettt st st et st st st et eteebeebesuesteeuesaeaueauseaseaseasasesesaes et aes et aetaenaesbesbannan 17
HATE INCIAENT . ettt ettt et st st et ettt et st ses b et et eae et sessen et et ereeae st sesnn s sees 18
HAZING ettt ettt e et e st st et e e stesae et e et sue et bea e eteeetesaee et aas et bea e ehe et ten e eteeasaetbenteere e 19
Responding to Students With ACAdemMIC ISSUES........cccciieieeieieee e ce ettt er e eseaeraeees 20
Student Who is STruggling With ProCESS.....ccccciveeece ettt ettt v v s et et s e eann 21
Student who is Struggling With CONTENT.......ccccecve e ettt et et 22
Responding to Students with Transition ISSUES..........c.ccccveieeieiiveiee ettt ettt 23
Responding to ChoiCe Of IMajOr ISSUES.....c.ccceeieiieiiecie et ettt ettt ee s see e sev s aesaes s aenaas 24
Responding to Students With Career CONCEINS..........cvcvcveieieee et st et et st st st ea s 25-26
Responding to StUENt AThIETES. ...t eee v aer et b e s e s et aenaas 27
Division of Student Affairs RESOUICES.......coveuirierireiie ettt ettt e sttt et e s st st e es s e et st senas Inside Back Cover

Emergency Situations
During Regular Office Hours: From 8:30 AM to 4:30 PM, emergency services are provided by the counseling center
at 203.932.7332.

For After-Hours Emergencies: A counselor can be reached through the campus police by calling 203.932.7014.

Testing and Assessment
Vocational Interest Testing

Students and alumni may take the Strong Vocational Interest Inventory and the Myers Briggs Type Indicator.
These vocational interest exams are often helpful when selecting a career or a college major. UNH students pay
$15 to take both tests and alumni pay $50. Call 203.932.7332 or stop by the Counseling Center to schedule an
appointment. Payment is required at the time of testing.

Following the exams, you will need to schedule an appointment with one of counselors for interpretive
services. This session is free.

Learning Disability and Attention Deficit Evaluations

Counseling and Psychological Services works directly with Campus Access Services to provide UNH students with
learning disability and attention deficit evaluations. Assessments are both provided and supervised by a licensed
clinical psychologist for students who may be having difficulty in specific academic areas, or having difficulty
achieving academic success. Call 203.932.7332 or stop by Counseling and Psychological Services to make an
appointment. When making an appointment, students should specify that they are interested in a learning
disability or attention deficit evaluation. Evaluations are free for currently enrolled UNH students.

Disabilities

Students’ requests for reasonable accommodations in connection with a disability should present instructors with
written verification from Campus Access Services office. The office offers an examination proctoring service to
facilitate the faculty’s provision of reasonable accommodations which may not be available in the classroom such
as quiet, distraction-limited environment; use of a computer and/or assistive technology, use of auxiliary aids, etc.
It is the student’s responsibility, when he/she becomes aware of an upcoming exam or quiz, to schedule an
appointment with Campus Access Services. Exams are to be scheduled at the same time as it is taken in class by
other students excepting a scheduling conflict that prevents the student from utilizing his/her reasonable
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accommodations. Exams can be delivered to the office via email to the director, fax (203-931-6082), or can be
hand delivered. Completed exams will be returned to the department or will be emailed or faxed to the professor.

Faculty should also note that the university is required to provide access to its programs, services and other
offerings when viewed in their entirety. Students with physical access needs may require a reasonable
accommodation of physical access to a classroom. This may mean that a class may need to be moved from its
current location to provide that access for the student with a physical disability.

Here is information for the Campus Access Services office including contact information.

SECT Branch

UNH maintains a branch campus in New London, CT for a number of programs.

Off-Campus Center Location Maps

Under Construction
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Quick Reference Telephone Numbers

Department

Admissions, Graduate

Admissions, Undergraduate

Advancement and Development

Athletics
Alumni
Bursar

Campus Bookstore

Campus Police (Dispatch)
Facilities

Finance

Financial Aid

Human Resources

Office of Information Technology

Office of the President

Office of the Provost
Public Affairs (Media Relations)

Registrar, Graduate

Registrar, Undergraduate

University College

WNHU Radio Station

College of Arts and Sciences

College of Business

Tagliatela College of Engineering

Henry C. Lee College of Criminal Justice and Forensic Sciences

For a university-wide directory, click here .

Phone Number

(203) 932-7440
(203) 932-7322
(203) 932-7264
(203) 932-7016
(203) 932-7271
(203) 932-7217
(203) 932-7030
(203) 932-7014
(203) 932-7199
(203) 932-7266
(203) 932-7315
(203) 932-7240
(203) 932-7055
(203) 932-7274
(203) 932-7267
(203) 932-7246
(203) 932-7309
(203) 932-7301
(203) 932-7386
(203) 932-8802
(203) 932-7256
(203) 932-7120
(203) 932-7168

(203) 932-7472

Fax Number

(203) 932-7137
(203) 931-6093
(203) 931-6053
(203) 932-7470
(203) 931-6020
(203) 931-6086
(203) 931-2956
(203) 931-6094
(203) 931-6051
(203) 932-6060

(203) 931-6062
(203) 932-7075
(203) 932-6012
(203) 932-6060
(203) 931-6008
(203) 932-7429
(203) 931-6096
(203) 932-7261
(203) 931-6088
(203) 931-6080
(203) 931-6092
(203) 931-6091
(203) 931-6018

www.newhaven.edu
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Elaborations

Departmental Secretarial Support
Henry C. Lee College of Criminal Justice and Forensic Sciences

Fire Science: The office hours of the secretary assigned to the Fire Science Department are Monday through
Thursday from 8:30 a.m. to 1:30 p.m. during the fall and spring semesters. The secretary is available during this
time to assist adjunct faculty as required. Adjunct faculty are requested to keep the office hours in mind when
requesting assistance and to provide sufficient time for any materials that need to be copied.

Legal studies: The department secretary and legal studies work study assistants are available for some assistance.
A mailbox has been provided for each adjunct faculty member in the adjunct faculty office. Correspondence to
adjunct faculty from the University, students or other organizations will be placed in the mailboxes. Adjunct
faculty are requested to check the mailboxes periodically for this information.

Adjunct faculty members are requested to use the interdepartmental mail envelopes located in the adjunct faculty
office for materials that need to be forwarded to offices throughout the University. Adjunct faculty members are
requested to address the envelope and to place it in the outgoing mail basket on top of the adjunct faculty
mailboxes. The department secretary will pick up the mail each morning and forward it accordingly.

Forensic Science: PTF secretarial and Lab Assistant support requests are facilitated through Judy Mitchell —
Administrative Support, and Norma Hollender — Lab Manager for Lab Assistant support.

Back to previous section

Syllabus
Henry C. Lee College of Criminal Justice and Forensic Sciences

Fire Science: The office hours of the secretary assigned to the Fire Science Department are Monday through
Thursday from 8:30 a.m. to 1:30 p.m. during the fall and spring semesters. The secretary is available during this
time to assist adjunct faculty as required. Adjunct faculties are requested to keep the office hours in mind when
requesting assistance and to provide sufficient time for any materials that need to be copied.

Legal studies: The department secretary and legal studies work study assistants are available for some assistance.
A mailbox has been provided for each adjunct faculty member in the adjunct faculty office. Correspondence to
adjunct faculty from the University, students or other organizations will be placed in the mailboxes. Adjunct
faculty are requested to check the mailboxes periodically for this information.

Adjunct faculty members are requested to use the interdepartmental mail envelopes located in the adjunct faculty
office for materials that need to be forwarded to offices throughout the University. Adjunct faculty members are
requested to address the envelope and to place it in the outgoing mail basket on top of the adjunct faculty
mailboxes. The department secretary will pick up the mail each morning and forward it accordingly.

Forensic Science: PTF secretarial and Lab Assistant support requests are facilitated through Judy Mitchell —
Administrative Support, and Norma Hollender — Lab Manager for Lab Assistant support.

Back to previous section
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College of Arts and Sciences

CAS part-time faculty should make a syllabus available on the first day of each class. Faculties are encouraged to
post the syllabus on Blackboard. Faculty should check with the department chair concerning minimal requirements
for the syllabus.

Back to previous section

Maintaining Course Records
Tagliatela College of Engineering

For the Tagliatela College of Engineering, course folders are to be maintained and transmitted to the department
as soon after the end of the course as is practical. The contents may vary by department but generally include:

@ Syllabus of course content (as taught), including the course goals and objectives
o A week-by-week summary of the material covered
® One copy of each assighment, handout, quiz and exam
e Samples (copies) of student work, good and poor, covering all assighments, quizzes and exams
e A summary of final grades
Back to previous section
Faculty Absence or Inability to Meet Class

Henry C. Lee College of Criminal Justice and Forensic Sciences

Fire Science: Adjunct faculty members who accept teaching assignments are expected to meet scheduled class
dates. Per University policy all classes must be met by the instructor, including the properly assigned examination
sessions, unless an emergency, illness or act of God precludes it. Adjunct faculty have an obligation to inform the
Chair of Fire Science Department if a class cannot be met and should try to make arrangements with a colleague or
other qualified person to meet the uncovered class.

The Fire Science Department depends heavily on adjunct faculty who are professionals in the field who may have
emergencies that are business related. In the event that an adjunct faculty member will not meet a scheduled
class with the knowledge of the Chair, the member should make every effort to ensure that students are notified
that a scheduled class will not meet and should make every attempt to notify the students directly. Many students
travel long distances to attend classes and it is not fair to the student to travel to a class to find a note on the
board indicating that the class was canceled. Adjunct faculty should secure contact numbers at the beginning of
each class if the adjunct faculty member feels that there may be a chance that an emergency may prevent the
instructor from meeting the scheduled class.

Adjunct faculty may also consider the use of activities/projects to cover missed classes.

Back to previous section.
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Textbook Orders/Desk Copy of Text

Henry C. Lee College of Criminal Justice and Forensic Sciences

Legal Studies: Textbooks are selected by the program director in consultation with the PTF. The CJ department
secretary places the orders and maintains the records.

Back to previous section.

College of Arts and Sciences

Faculty should check with the department secretary concerning the policy for ordering textbooks for courses.
Faculty can usually select the textbook they want to use in their courses, but in some cases, the department may
require a specific textbook. This may especially be the case when multiple sections of the same course are being
taught by different faculty members.

The department secretary will order a desk copy of the textbook for the faculty member.
Back to previous section.
Evaluation of Part-Time Faculty

Henry C. Henry C. Lee College of Criminal Justice and Forensic Sciences of Criminal Justice and Forensic
Sciences

Legal Studies: Using the Criminal Justice (CJ) form, students complete evaluations of all legal studies courses. In
addition, the program coordinator visits classes of adjunct faculty to observe their performance. Student course
evaluations are reviewed by the program director and copies provided to the respective adjunct. The combined
information is used to counsel the adjunct and to determine suitable re-appointment.

Fire Science: Each adjunct faculty member is expected to provide a copy of all evaluations, quizzes and exams to
the Chair of Fire Science Department within one week of administration. Copies of each shall be maintained in the
Chair’s office and shall be used to ensure quality and consistency of the course and during accreditation processes.
Students will be given the opportunity to evaluate the course, the instructor and the text so that necessary
adjustments can be made. Evaluations will be before the end of each semester. Evaluations are administered by
the chair or a member of the staff and will be forwarded to the adjunct faculty member after review by the Chair.

Back to previous section.

College of Arts and Sciences

All faculty in the College of Arts and Sciences are required to facilitate student evaluation of courses. Evaluations
will either be done by paper-and-pencil or on-line the last week of class.

The department chair or a senior faculty designee may also observe the faculty when teaching.

Back to previous section.
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Final Exams/Make-up Exams

Henry C. Lee College of Criminal Justice and Forensic Sciences

Legal studies: For most courses final exams are required, although some courses may include a final paper and
presentation in lieu of a final exam, after consultation with the program director.

Fire Science: Final exams are to be offered during the term’s published time period. Final exams are not to be
offered prior to the exam dates. Adjunct faculty may accommodate students with time conflicts or other unusual
circumstances by allowing the student to take an exam at an alternate time, however the exam must be offered
during the scheduled time. An adjunct faculty member may make arrangements for another department member
to proctor an exam for a student. In this case the adjunct faculty member must provide clear instructions for the
administration of the exam.

Forensic Science: They are required to adhere to University policy which requires some substantial academic
culminating experience. For some classes that may be an actual exam, for other classes there will be the
presentation of a practical or laboratory exercise.

Back to previous section.

College of Arts and Sciences

Final examinations must be given during the final examination period. In some cases, faculty may assign a take-
home examination or project in lieu of an in-class examination. However, in all cases, the class must meet during
the final examination period, and the time should be used for meaningful instructional activities. Faculty should
not merely use the period to collect term papers.

Back to previous section

Grading/Grade Changes/Retention of Student Work

Henry C. Lee College of Criminal Justice and Forensic Sciences

Legal Studies: The grading policy is that faculty are strongly encouraged to set high standards. The only specific
policy is that cheating, including plagiarism, on an exam results in a "0" for that assignment and may result in a
failing grade. Grade changes should only be made for clerical/math errors or to change an incomplete to a grade
upon completion of work. Adjunct faculty are asked to keep student work for a year.

Fire Science: To properly prepare students for positions in the fire protection field adjunct faculty must adhere to
the highest academic standards. The fire science program is not a basic fire fighting training school and the
concept that any student who attends a class will pass is not consistent with these standards. Students are
expected to perform at the higher education level. Tests and evaluations should be structured to separate the
better students from the poorer students. All grading is to be completed at the end of the semester within the
time frame established by the registrar. All final grades are submitted electronically. All adjunct faculty are
required to have an on-line account to complete the grading process. Adjuncts should check with the Fire Science
secretary to ensure that one has been established.

Back to previous section.
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	Release of Student Education Records
	Instances arise in which a parent, guardian or other person or organization may request academic information about our students.  (The latter may come about in connection with an outside reference.)  For those students who wish to allow educational records to be disclosed and/or discussed with their parent or guardian (or any third party), a Release of Education Records Form must be completed and submitted to the Registrar's Office or to the Office of the Dean of Students.  In those instances in which a student requests a reference in which his/her academic record is to be discussed or revealed to the reader, the student should be asked to execute a UNH Release of Education Records Form.  
	Faculty should also note that the university is required to provide access to its programs, services and other offerings when viewed in their entirety.  Students with physical access needs may require a reasonable accommodation of physical access to a classroom.  This may mean that a class may need to be moved from its current location to provide that access for the student with a physical disability.


