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

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

General Catalog

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

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

Syllabus

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

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

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

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

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

5) student supplied equipment and materials necessary for course activities

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

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

8) instructor course goals and student learning outcomes 

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

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

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

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

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

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

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

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


--- Required syllabus statements


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


--- Template for syllabus development


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


--- Link for asking questions and seeking assistance

Class Meetings

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

Accommodating Student with Disabilities

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

Textbooks

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

Custom Texts and Readers

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

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

Student Attendance

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

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

Student Guests

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

Tape recording and Videotaping Classes

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

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

Tobacco Products or Eating in Class

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

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

Scheduling Final Exams

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

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

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

Assessment for Student Learning 

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

Service Learning

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

Field Experience Under Conditions of Risk

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

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

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

Human Subjects Research

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

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

Animal Care

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

Responding to Emergencies in Class

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

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

Medical Emergencies

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

Earthquakes

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

Ask Yourself before the Teaching Begins

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

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

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

Have I thought about incorporating Service Learning into my course?

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

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

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

Additional Suggestions from Counseling Services

The following suggestions are valuable for all students. 

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

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

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

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

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

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

Give assignments both orally and written form to avoid confusion.

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

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

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

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

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

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

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


Will it be on the test?


Will you / Did you cover anything important today?

