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Dear SCS Faculty:

This Faculty Handbook represents our effort to provide you with important information you
will need to have a successful teaching experience. It includes helpful tips as well as
processes that you are required to follow as an NU faculty member. Please read it carefully
and let us know if you have any questions or other needs.

Please note that the handbook contains information for faculty teaching in all SCS
programs: graduate, undergraduate, and professional development. As you read through
the document, pay close attention to the section headings, so you follow the policies and
procedures relevant to your program.

Best of luck with your teaching engagement. We thank you for helping us provide the
highest level of education to SCS students.

Sincerely,

Joel Shapiro, JD, PhD
Assistant Dean of Graduate Programs

Peter Kaye, PhD
Assistant Dean of Graduate Programs

David Mercurio
Director of Professional Development Programs
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Getting Started

Teaching Checklist

Before you begin teaching, please review the following policies and procedures to ensure
you are adequately prepared for your teaching assignment.

O Submit all required HR paperwork in a timely fashion

O Use a Northwestern email account for all correspondence with students and SCS

staff

O Develop a complete, up-to-date syllabus and submit it two weeks before class
begins

[0 Order books and other required materials in a timely fashion

O Take attendance

O Hold class during scheduled times

O Provide adequate and frequent feedback of student work, distribute a detailed

syllabus at first class meeting, and grade/evaluate students formally before the
halfway point of the class (drop deadline)

O Submit grades online by the deadline

O Avoid any potential conflict of interest with SCS or NU programs

You will find additional information about the above policies on the faculty website and in
the Faculty Handbook.

Accessing Northwestern Systems

Before you gain access to any of the Northwestern systems, you must first submit the
following payroll forms, which will trigger for faculty appointment. You cannot use our
course management system (Blackboard), access your class roster, or use an NU email
without submitting the information below. Please submit these forms no later than 1
month before the start of the quarter you’ll be teaching. The forms must be
processed through several Northwestern University departments and take time to process.

New Faculty

If you are new to Northwestern University’s Payroll System, you must complete the
following forms. These forms should be submitted at the front desk of the Chicago or
Evanston SCS office.

Personal Data Form: http://www.northwestern.edu/hr/payroll/PersonalDataForm.pdf
Federal W-4 Form: http://www.northwestern.edu/hr/payroll//fed-w4.pdf

IL-W-4 Form: http://www.northwestern.edu/hr/payroll/ll-w4.pdf

Direct Deposit Form: http://www.northwestern.edu/hr/payroll/DirectDeposit.pdf

1-9 Form: http://www.northwestern.edu/hr/payroll/i-9.pdf (Identification is required
when submitting the 1-9; either a current passport or a current drivers license with
social security card or birth certificate.)
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PLEASE NOTE: Under the Immigration Reform and Control Act of 1986, all new employees
must present proof of eligibility to work in the United States. Employees must provide
original documentation to complete the 1-9 as listed on back of form 1-9

New Online Faculty

If you are an online faculty member residing outside the Chicago area, you must take the
following additional steps to validate the information for you 1-9 application:

1. Complete Section 1 — including name, address, date of birth, social security number,
signature and date.

2. Present proper documentation — (one item from list A) OR (one item from list B and
one item from list C) to a notary public. The documents must be copied and the
copies notarized.

3. Mail original 1-9 form, along with notarized copies of documentation to:

Lorraine Thomas

School of Continuing Studies
Northwestern University

339 E. Chicago Avenue, #708
Chicago, IL 60611

If any section of the form is not completed, or any part of the process is skipped, payroll will
not be able to complete your appointment.
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All Returning Faculty

You may check at any time to make sure your NetlD is still active. Simply go to the NUIT
website at http://www.it.northwestern.edu/netid/ and click on “Check NetID status.”

If your NetID is no longer active, this means your faculty appointment has expired and you
must complete the process for new faculty (see above).

Payroll

Salary is paid in equal monthly installments and mailed to faculty members on the last day
of each month of the term. Please inform the SCS Program Coordinator (Lorraine Thomas,
(312) 503-8397; I-thomas@northwestern.edu) if you have any questions or concerns about
payroll.

Payroll Schedule

Paychecks are issued on the last weekday of each month as follows:

FALL QUARTER: Begins Tuesday, September 22, 2009 & ends Saturday, December 12,
2009.
Paychecks are issued at the end of October, November and December. (3 PAY PERIODS)

WINTER QUARTER: Begins Monday, January 4, 2010 & ends Saturday, March 20, 2010.
Paychecks are issued at the end of January, February and March. (3 PAY PERIODS)

SPRING QUARTER: Begins Monday, March 29, 2010 & ends Saturday, June 12, 2010.
Paychecks are issued at the end of April, May and June. (3 PAY PERIODS)

SUMMER SESSION: Begins Monday, June 21, 2010 & ends Saturday, July 31, 2010 (for
the 6 week sessions) & ends Saturday, August 14, 2010 (for the 8 week sessions)
Paychecks are issued at the end of June and July for the 6 week sessions (2 PAY
PERIODS) and June, July and August for the 8 week sessions (3 PAY PERIODS)

Method of Payment

If you are employed in another department of the University, your SCS salary will be added
to the monthly paycheck that you receive in your home department. Newly hired employees
must be paid by direct deposit or the "Paycheck Plus pay card" program. Individuals who do
not enroll in a direct deposit program before being issued their first payroll payment will
automatically be enrolled in the "Paycheck Plus pay card" program sponsored by the
University. The Paycheck Plus pay card is a stored-value card. Funds are available on the
morning of the pay date just as they would be using direct deposit to a financial institution.
Information regarding the Paycheck Plus pay card can be found at
www.northwestern.edu/hr/payroll/deposit.htmil.

If you are not otherwise employed by the University, your Notice of Advice (detailing your
monthly pay and withholding information) will be sent to your preferred mailing address.
Please inform Lorraine Brown Thomas, at (312) 503-8397 or |-thomas@northwestern.edu if
you prefer to have your check held for pick-up or mailed to your home or business.
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Identification Cards and NetlIDs

NetiD

The University uses an identification number known as the employee or “empl” ID. This
number is used by all university departments to identify you.

Faculty also receive an electronic identification “user name” known as the NetlID that
enables you to access your email, view your class Blackboard sites, see your grades, and
use online reference materials from the University libraries. Your NetID will be assigned
after you are hired by SCS and NU Human Resources has received and processed your
contract and hiring paperwork. You will receive an email from Lorraine Brown Thomas, who
coordinates payroll at SCS, containing your Net ID and instructions on its activation and
password setup. You then activate your NetlD by accessing the NUIT website from any
computer, at the page http://www.northwestern.edu/facstafflogin. When this process is
complete, you may access NU network resources.

Faculty are given network access for the duration of the teaching assignment. To retain
access, faculty must teach continuously for SCS.

You may check at any time to make sure your NetlD is still active. Simply go to the NUIT
website at http://www.it.northwestern.edu/netid/ and click on “Check NetID status.” If
your NetlID is no longer active, this means your faculty appointment has expired and you
must complete the HR process for new faculty (see System Access section).

WildCard

The University’s photo identification card is known as the WildCARD, which enables you to
borrow books from the University libraries, to get discounts at local restaurants and stores,
and to ride free University shuttle busses. You are eligible for the WildCARD when your new
faculty paperwork has been processed. Please contact the WildCARD office before going to
obtain your card to ensure that you have been entered into the University computer system.
The WIildCARD office on the Chicago campus is located in Abbott Hall. On the Evanston
campus it is located in Norris Center Underground. Both offices have extended hours at the
start of each term.

Email Accounts

The official communication tool for Northwestern University is email, and as a condition of
employment with SCS, you must maintain an active Northwestern email account. All
instructors receive a free network-services account (NetlD). Your email account also
provides internet access to the university's on-line library databases, the internet, the
Course-Management (Blackboard) system, grading, and access to enrollment numbers and
rosters.

If a non-Northwestern email account is your primary email, you may choose to forward your
Northwestern email to your primary email account. For this service, go to the website
http://snap.it.northwestern.edu/it/mailtools, and select "Turn on mail forwarding".
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Campus Maps, Transportation, and Parking

Campus Maps
To find your way around the Evanston or Chicago campuses, use the University’s interactive
maps, which you will find at: http://www.northwestern.edu/visiting/maps/index.html.

Transportation

The Intercampus Shuttle runs year-round from Monday to Friday, except for University
holidays, between the Evanston and Chicago campuses. There is no charge for the shuttle
service, however you must present your WildCARD ID when boarding the shuttle. All buses
are wheelchair accessible.

The shuttle departs the Ward Building (just to the west of Wieboldt Hall) on the Chicago
campus approximately every hour and makes multiple stops in downtown Evanston and on
the Northwestern campus.

For schedules and maps, visit the Intercampus Shuttle website:
http://www.northwestern.edu/uservices/transportation/shuttles/.

Parking

Chicago Campus

When attending classes on the Chicago campus, students may park for a reduced rate in
several garages. The parking ticket must be validated in the Chicago Avenue lobby of
Wieboldt Hall to get the reduced rate. On-campus parking permits for the Chicago campus
are available through the Parking Office in Abbott Hall, Room 100, open 8 a.m. to 5 p.m.
Mondays through Fridays. For more information about parking on the Chicago Campus,
please visit http://www.northwestern.edu/uservices/transportation/parking/index.html.

Evanston Campus

Students may park without a permit in most lots on the Evanston campus after 4 p.m.
Mondays through Fridays, and in all lots during the weekend. For additional about parking in
Evanston, please visit http://www.northwestern.edu/up/parking/.

Loop Campus

There are no University lots on the Loop campus. Students may park for a reduced rate at
Traders Self-Park Garage, 326 S. Wells from 4 p.m. to 10 p.m. Mondays through Fridays
and 9 a.m. to 5 p.m. Saturdays. The parking ticket must be paid for in cash at the SCS
office at the Loop campus building at 210 S. Clark St. For more information about parking
rules and regulations, visit: http://www.northwestern.edu/up/parking/.

Receiving Campus Mail

Due to the increasing prevalence of electronic communication, SCS no longer provides
individual mailboxes for faculty. If you need to leave papers or other materials for students,
you may leave a clearly marked envelope for pick up at the SCS front desk.

During the quarter in which you are teaching, you may receive packages, books from
publishers, or student assignments in the SCS office on the campus in which you are
teaching. They will be kept at the front desk.
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Updating Your Contact Information

Faculty are encouraged to update information, such as mailing address, email address, and
contact numbers, with SCS as soon as there is a change, so that you receive all important
communications from Northwestern, including your paycheck and tax documents. To update
your personal information, add or change email addresses or add or change a mailing
address, go to Northwestern’s Human Resources Information System at
https://nuhr.northwestern.edu.

Offices and Hours

Office Locations

Chicago Campus

Wieboldt Hall, 6th Floor

339 East Chicago Avenue

Chicago, IL 60611

Phone: 312/503-6950

Fax: 312-503-4942

Hours: Monday-Thursday, 8:30am-7pm, Friday 8:30am-5:30pm

Evanston Campus

405 Church Street

Evanston, IL 60208-0001

Phone: 847/491-5612

Fax: 847/491-3660

Office Hours

Monday-Thursday, 8:30am-7pm, Friday 8:30am-5pm

Chicago Loop Location

210 South Clark St.

16th Floor

Chicago IL, 60604-1401

(this is not an administrative office)

Getting Help
Undergraduate Program Staff
Peter Kaye, Assistant Dean for Undergraduate and Credit Professional Programs

(312) 503-3009
p-kaye@northwestern.edu

Jamilee Polson, Undergraduate Program Coordinator
312/503-3715
j-polson@northwestern.edu

Megan Powell, Undergraduate Academic Program Coordinator
(312) 503-1350
m-powell2@northwestern.edu
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Graduate Program Staff

Administrative Staff

Academic Coordinators are your main point of contact with the School of Continuing studies.
Each coordinator is responsible for several programs. The graduate program coordinators
are:

Academic Coordinator for MA and MFA in Writing, MALit, MALS, MPPA, MPPA-DL
Nancy Ferguson

n-ferguson@northwestern.edu

847/467-7854

Academic Coordinator for CRRA, MMI, MMI-DL, MQARS, MSA, MSCIS
Chris Bray

c-bray@northwestern.edu

847/491-3051

In the event your coordinator is unavailable, please contact Mary Cohen, Director of
Graduate Programs, at m-cohen@northwestern.edu, 847/491-9994

For issues of academic integrity or other academic issues, please contact Joel Shapiro,
Assistant Dean of Graduate Studies, at jshapiro@northwestern.edu 847/491-4340

Program Faculty Directors

In addition to the administrative staff above, each program also has a faculty director, who
is a content expert in the program area and who is responsible for updating the curriculum
in your program. Below is a list of faculty directors for each program:
e CRRA: Paula Carney p-carney@northwestern.edu
MALit: Scott Durham spd594@northwestern.edu
MALS: Henry Binford hcbin@northwestern.edu
MA & MFA Creative Writing: Sandi Wisenberg wisenberg@northwestern.edu
MMI: David Liebovitz dliebovi@nmh.org
MPPA: Please contact Nancy Ferguson at n-ferguson@northwestern.edu
MQARS: Andrew Ott a-ott@northwestern.edu
MSA: Dan Migala d-migala@northwestern.edu
MSCIS: Faisal Akkawi f-akkawi@northwestern.edu

Academic Calendars
The most up to date academic calendars may be found online in the following locations:

e Graduate: http://scs.northwestern.edu/grad/calendar/

e Undergraduate: http://scs.northwestern.edu/ugrad/calendar/
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Preparing for Your Course

Faculty Responsibilities

Before your teaching assignment begins, please review the teaching checklist and the
summary information below to ensure that you are prepared for your course.

e Syllabus: Faculty members must make available to students and the School of
Continuing Studies a written description (syllabus) of each course they will teach.
Faculty are expected to post their syllabus on their course Blackboard site two weeks
before class begins and email a copy to SCS administration.

e Course Materials: Faculty members are responsible for ordering books and other
required materials for teaching in advance of class.

e Student Communication: Faculty members are expected to be available to assist
students outside of class time whether via office hours, email, and phone, or some
other alternative, accessible method for communicating outside class. All SCS faculty
are required to maintain an active Northwestern University email account during the
term in which they are teaching.

e Assessment and Grading: Faculty members are responsible for informing students
in their classes of the criteria and methods to be used in determining final course
grades. Graded examinations and papers should be provided for student inspection
and discussion with the instructor. During term, tests and quizzes should be graded
and returned to students within a reasonable time. Faculty are required to keep
student papers, exams, etc. at least six months after the end of the term. If
necessary, these may be kept on file at the School of Continuing Studies. If you are
utilizing a teaching assistant to assist with grading, please be aware that you
responsible for all work carried out by teaching assistants.

e Final Course Grades: Faculty members are expected to submit final course grades
through CAESAR by the deadline provided on the academic calendar. Students often
rely on this information for employer reimbursement, and the University is
committed to communicating grades to students in a timely fashion.

Class Hours and Schedules

Northwestern University is on the quarter system. Most graduate courses meet ten times
every quarter except during summer session, when courses meet for nine sessions.
Undergraduate courses can hold anywhere from 10 -12 sessions, depending on the course.
For the specific start and end dates of your class, go to
www.scs.northwestern.edu/grad/courses for graduate courses and
http://www.scs.northwestern.edu/courses/ for undergraduate courses. You are responsible
for checking these sites and being aware of your scheduled start/end dates.

If one of your class sessions is not held due to a holiday, the length of the quarter is
extended, if possible. If you must miss a class, it is your responsibility to inform students
and SCS, and a make-up class must be held at a time agreeable to all students. Please note
that make-up “classes” can consist of online participation via Blackboard, for example, if
this can be done in a manner consistent with the course objectives. Final exams usually
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should be given during your last class session (unless you are teaching in a distance
program). Final assignments may be collected after the last class but must be due in time
for grade submission. For a calendar of quarterly start and end dates, go to the SCS
website:
e For undergraduate start and end dates, visit:
http://scs.northwestern.edu/ugrad/calendar/.
e For graduate start and end dates, visit: www.scs.northwestern.edu/grad/calendar or

To satisfy standards of accreditation, full class sessions for each week are required. Each
class session should include a 15-minute break sometime near the mid-point of the class.
Scheduling the break at one end of the class, to end the class early or start late is not
acceptable. Instructors may not dismiss class early or be consistently late to class.

For information on the schedules for noncredit programs, please consult the Professional
Development Programs page.

Designing Your Syllabus

Your syllabus is a vital component of your course and serves several important purposes. It
lays out goals and expectations for your students, helps students organize their learning,
and sets the overall tone for your course.

In order to avoid common student problems we recommend that you highlight the following
policies in your syllabus:

1. Academic integrity/plagiarism: Please remind students of the university’s
academic integrity policy by saying something like "Students are required to abide by
Northwestern University's academic integrity policy, which can be found at
http://www.scs.northwestern.edu/student/issues/academic_integrity.cfm. Failure to
adhere to this policy will likely result in a failing grade in the class and / or expulsion
from the University."

2. Required attendance: Let students know how you will handle absences. You can
determine your own policy regarding attendance, but we strongly urge you to use it
in your final grade calculation in some capacity. The following is an example policy
statement regarding attendance: “Students may miss 1 class with no penalty,
assuming that the explanation meets my approval. The second absence, regardless
of explanation, will cost the student 5% on the final grade. The third will reduce the
grade by an additional 15%, which translates into a maximum possible grade of
about a B-/C+. A student who misses four or more courses will fail.”

3. Late work: Please clearly state whether you will accept late work and, if so, the
grade penalty. Again, your call on how you want to do this - just make sure to tell
students whatever it is you decide via the syllabus.

The more clearly you lay out your expectations in your syllabus, the better the experience
for all. After the term has started, please keep modifications to a minimum and ensure that
all students are fully aware of any changes well in advance and are able to comply.

Below are additional program-specific guidelines.
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Graduate Courses

An electronic syllabus, emailed as an attachment to the academic coordinator or program
director, is required from each instructor no later than two weeks before the start of the
term. We also require that you post a copy of your syllabus on your course Blackboard site
two weeks before the first class meeting. Syllabi are required for program auditing
purposes; they are also posted to assist students in choosing suitable classes. They are an
important vehicle for creating interest in your upcoming class and thus increasing the
likelihood it will secure sufficient enrollments to be held.

We recommend that your syllabus follows the template provided by SCS. Syllabi must
contain a clear set of procedures, expectations, goals, and evaluation criteria (percentages
of work on which the final grade will be based), and the calendar of meetings and
assignments. Click here for a sample graduate syllabus.

Online Courses

The Office of Distance Education will provide faculty with a baseline copy of the syllabus.
Working with the Office of Distance Education, faculty may edit the baseline syllabus to
align with changes they make to the course. We recommend that your syllabus follows the
template provided by SCS.

Undergraduate Courses

A syllabus, submitted by email only, is required from each instructor no later than two
weeks before the start of the term. Returning faculty should email syllabi to Jamilee Polson
at j-polson@northwestern.edu. New faculty should email syllabi to Megan Powell at m-
powell2@northwestern.edu. To include important dates such as holiday breaks and start
and end dates in your syllabus, you can simply consult the SCS academic calendar. Please
label your file according to the course number (eg. "SOCIOL 202 fall 2005.doc").

Please format your syllabus according to the template provided by SCS.

Information about creating syllabi and other aspects of teaching is available on the SCS
Faculty Development webpage. In addition, faculty development workshops on the syllabus
as a learning tool are also available.

Both instructors and students can access syllabi archived by SCS. Also, syllabi are required
for program auditing purposes, and they are helpful to students in course selection. Syllabi
can also help an instructor create interest in his/her upcoming class.
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Course Readings

Ordering Books and Course Packets
All faculty should order books at least eight weeks before the start of the term.

Courses in Chicago and Loop and Online Courses

If your class will be taught on the Chicago campus, Loop campus, or online, order your desk
copies and books from the Abbott Hall Bookstore at http://abbotthall.bkstore.com. For
assistance with ordering books, please contact Kareem Dixon at
bksnorthwestern@bncollege.com or 312-503-8486. You may also order books directly from
the publisher. Order desk copies at least 8 weeks in advance of the quarter you are
teaching.

If you would like to provide students with supplemental readings, we encourage you to use
Northwestern University’s eReserve system. Please see the Course Reserve section for more
information.

If you are teaching an on-campus course and you would like print course packets (a
package of supplemental readings for students that have been approved for duplication
through copyright clearance), you have two options:

1. You may order through Xanedu.com, an online service that prepares course
materials. Contact Xanedu at www.xanedu.com or (1800) 218-5971. Xanedu will
obtain clearance, provide you with the cost for students, and can even make
materials downloadable to a laptop, if needed. If you encounter problems with
Xanedu, please contact please contact Kareem Dixon at
bksnorthwestern@bncollege.com or 312-503-8486.

2. You may also order through Quartet Copies in Evanston. Quartet will deliver course
packs to Wieboldt Hall free of charge: http://www.quartetcopies.com/.

Courses in Evanston

If your class will be taught on the Evanston campus, order your desk copies, books, and
course packets from Norris bookstore at 847/491.3990 or their website at
http://northwestern.bkstore.com/. Order desk copies at least 8 weeks in advance, or
directly from the publisher.

If you would like to provide students with supplemental readings, we encourage you to use
Northwestern University’s eReserve system. If you need print course packs, Quartet Copies
in Evanston can make them quickly: http://www.quartetcopies.com/. You may contact your
program coordinator for the average enrollment for your class to order the correct number
of books, or check the current enrollment figures on CAESAR. For more information on
CAESAR, see below.

Course Reserve
Reserve is a library service that allows instructors to set aside books and articles for class

use, or make articles or book excerpts available online. The library offers two reserve
options: regular and eReserve. Regular Reserve enables your class to equitably share items
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without the worry of tracking down books in the NU Library system. Reserve enhances the
accessibility of items for your students, by enabling them to check out class materials from
a central location for a short loan period. E-Reserve provides NU students access to digital
documents through either NUcat (the library's online catalog) or a specific Blackboard
course site. Staff will make available electronic files through whichever of these access
systems specified in the request.

For guidelines and instructions on placing items on reserve, please visit
http://www.library.northwestern.edu/reserve/faculty.html

On-Campus Courses

To allow sufficient time for acquiring and processing materials, please submit the reserve
list for each course at least 4-5 weeks before the start of the class.

Online Courses

Online courses will make use of eReserve only and links will be placed directly in the
Blackboard course site. EReserve requests should be made through the Office of Distance
Education at least five weeks before the start of the term.

Photocopying Guidelines

SCS faculty may use photocopying machines on the sixth and seventh floors of Wieboldt
Hall in Chicago, 405 Church Street in Evanston, or the 16th floor of the LOOP. Faculty must
observe the "fair use" guidelines printed below when making copies of copyrighted material.

Appropriate codes must be entered to access the copier. These codes are available at each
SCS office near the copier.

If a request exceeds 25 pages per student, the job should be duplicated by the University
bookstores (Chicago Campus: (312) 503-8486, Evanston Campus: (847) 491-3990). The
University bookstores will make arrangements to secure copyrights and to print and sell the
course packets. See the bookstores and textbook ordering page.

Copying Guidelines

SCS recommends that faculty members adhere closely to the following guidelines. Some
materials may be duplicated for classroom use or discussion without prior permission of the
copyright holder under certain conditions designed to reflect common educational needs.
For example:

1. One copy of a book chapter, article, short story or the like may be reprinted for the
faculty member's use.

2. One copy per student from a copyrighted work may be reproduced if it meets with
the tests of:

a. Brevity: In the guidelines, word counts are given for different kinds of
copyrighted works.

b. Spontaneity: The faculty member may make such copies if there is
insufficient time for him or her to contact the copyright holder for permission
under the circumstances.

c. Cumulative Effect: Except for those items of "news", the guidelines limit the
number of times these copies can be made during a class term.
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3. Consumable materials such as test sheets, answer booklets, and workbooks may not
be copied.

4. Copying is not permitted to create anthologies or similar collections of materials from
a variety of copyrighted works.

If the copy in question does not meet these tests, the instructor must obtain permission
from the copyright holder. The University bookstores will assist in this process.

Setting Up Your Course Blackboard Site

Every course taught at NU has a secure course website accessible only to professors and
their students through Northwestern's Course Management System, also known as
Blackboard. The course website allows instructors to make their course materials-including
documents, presentations, sound and video clips-available to their students on the Web, as
well as communicate directly with students by email. Most importantly, instructors are able
to create and manage their course sites without having to learn HTML or other programming
languages. Blackboard eases the publishing of course materials, facilitates evaluation and
record keeping associated with a course, and engages students in active learning through
discussion boards and group Web pages. For more information, visit http://course-
management.northwestern.edu.

New instructors are not able to access their Blackboard site until their payroll paperwork has
been processed by the university, but may log on to Blackboard tutorials and training
sessions at http://course-management.northwestern.edu/display/cms. Contact course-
management@northwestern.edu with questions regarding Course Management access or
set-up.

To make your course site available to your students:
e Log in to https://courses.northwestern.edu using your NetlD and password
e On the Courses page, you should a list of all of the courses you are teaching. Next to
the names of your new course sites, you should see text “[unavailable].” This
indicates that your students do not yet have access to this course site.
Click on the name of the course site you wish to make available.
Click Control Panel
Click Settings in the Course Options area
Click Course Availability
Click the radio button left of Yes and click Submit

Distance Learning Instructors who have not previously taught an online class will working
with the Office of Distance Education at least two months before the quarter starts to review
and modify the Blackboard course site. Instructors must have a NetlD and password before
beginning this process. The Blackboard site contains all course learning content, resources
and assignments. Synchronous sessions are held through Adobe Connect, a web
conferencing software.

Workshops are available to assist instructors in learning how to build and manage a
complete course site on the Web. Workshops include a question-and-answer session and
guided practice time. Training sessions are held in the University Library in the Evanston
campus. For more information and a faculty tutorial, visit NU's Course Management website
or email course-management@northwestern.edu. For faculty teaching online, required
training will be offered through the Office of Distance Education.
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Classroom Needs

Room assignments are normally available at least one week prior to the beginning of a
term. Unfortunately, these assignments sometimes change due to fluctuations in enrollment
and audio/visual needs. You should verify your room assignments by referring to the listings
on the SCS website. Undergraduate room assignments are posted at
http://scs.northwestern.edu/courses/rooms.cfm, and graduate room assignments are
posted at www.scs.northwestern.edu/grad/courses/rooms.cfm. Room assignment lists are
also posted on the first, third, fourth, fifth, and sixth floors of Wieboldt Hall on the Chicago
campus, on the 16th floor of the LOOP Campus, and in the lobby of the Evanston SCS
offices at 405 Church Street.

Every effort is made to assign rooms judiciously, taking into consideration room size, class
enrollment, etc. It is official SCS policy that instructors may not change classrooms without
first obtaining SCS approval. It is the instructor's responsibility to contact students on the
roster and notify them of any approved room changes.

Loop Campus Equipment

There is a general copy room by the front desk. Additionally, each room has:
e White/Chalk boards

LCD Projector

DVD/VHS

Podium with Laptop connections with internet

Overhead projector upon request

Easels upon request

Chicago and Evanston Campus Equipment

Most classrooms on the Evanston and Chicago campus have TV/VCRs and overhead
projectors available. Requests for additional equipment, or a Smart Classroom (technology-
enhanced classroom), must be made well in advance of the start of the quarter. Last-minute
requests are difficult to fulfill.

Chicago campus classes are held in Wieboldt Hall, in which all classrooms are fully equipped
with computer and projection for Powerpoint, with LCD projector, resident PC, and DVD/VHS
player. To request other room needs, please complete the A/V and Room Request Form
(PDF Format). If you have questions, please contact the SCS help desk at
scshelp@northwestern.edu or (312) 503-2399. To view a list of equipment in Smart
classrooms, go to www.at.northwestern.edu/ctg/classrooms.

We recommend training prior to the first day of class so that you can be comfortable with
the equipment as an instructor. Training sessions will last anywhere from 30 minutes to 1
hour. Email scshelp@northwestern.edu to schedule training.

General Support

Chicago campus: (312) 503-3333

Loop campus: (312) 503-3838

Evanston campus: (847) 467-ROOM (7666).
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For Technical and equipment support while your class is in session, please contact the
following:
e Loop location, check with the receptionist or call 312 503-3838;
e Chicago campus, contact the computer lab 4" floor in Wieboldt Hall.;
e Evanston campus, Smart classrooms, dial 7-ROOM (847-467-7666) from the
classroom telephone (generally found in the top drawer of the podium).

Special Software Needs

Please contact scshelp@northwestern.edu to request software you may need to teach your
class.

If you are teaching MPPA 405 or MPPA 405-DL: Elementary Statistics for Political Research,
you will be required to use and to have students use SPSS in your class. Please contact
Sachin at s-patelk@northwestern.edu to ensure that one of your classes is taught in the
corresponding lab (Chicago or Loop campus) so that you may give the students class-time
to work with the software. One to two lab sessions are recommended.

Technology Requirements for Online Courses

PC USERS
e Processor: Minimum Pentium 111
Memory: 1GB RAM minimum
Hard Drive: 40 GB or more with 8GB free space preferred
Modem: A cable or DSL connection is preferred
CD-ROM: A CD-ROM reader
Sound Card: SoundBlaster 32-bit compatible
Video Card: SVGA 1024x=768 resolution
Monitor: 15 inch SuperVGA color monitor
Operating System: XP, Vista
Software: An active antivirus program and an office suite such as Microsoft Office

MAC USERS
e Mac G4 or G5 running OS 10 (or higher)
e Minimum of 1 GB RAM
e 40 GBHD
e Software: An active antivirus program and an office suite such as Microsoft Office

Guest Speakers

Guest speakers can provide a valuable new perspective on course material and enrich the
class experience. If you wish to invite an elected official or a political candidate to be a
guest speaker, you must first seek the permission of the Office of General Counsel. Please
review the university’s policy on the use of University resources for political purposes:
http://www.northwestern.edu/general-counsel/policies/political.html and contact your
academic coordinator for more information.

Online faculty should also contact the Office of Distance Education at
distanceeducation@northwestern.edu to assist with guest speaker preparation.
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Thank You Notes

The SCS Dean would like to thank guest speakers for their contribution to our program.
Graduate instructors who wish to have a thank you letter sent should e—mail the details of
the guest speaking engagement to Mary Cohen at m-cohen@northwetern.edu.
Undergraduate instructors should complete a Request for Speaker Acknowledgment form
and fax to (312) 503-4942, attention: Jamilee Polson. Download the Request for Speaker
Acknowledgement (PDF Format).
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Managing Your Course

Class Rosters

Northwestern University’s online registration and student information system is called
CAESAR. Through CAESAR, students can register for and drop classes, see their final
grades, and more. CAESAR also provides faculty with access to class rosters, often including
student photos. Instructors also post grades electronically through CAESAR. To access
CAESAR, go to: www.northwestern.edu/caesar/. Log on with your NU NetID and password.
Click “For Instructors,” then “View Class Rosters” to get started.

For more information on using CAESAR, visit www.northwestern.edu/caesar/help. This site
includes helpful tip-sheets and tutorials.

You may also view your class roster through Blackboard; however, please note that
students add and drop courses directly through CAESAR and it takes about 24-48 hours for
these changes to be reflected in your Blackboard site.

Taking Attendance

You are required to take attendance. If a student does not appear on your CAESAR class
roster by the third class meeting, the student must be asked to leave. A note from front-
office staff is not sufficient; the student must appear on the roster or produce a note from
the SCS Registrar or Assistant Dean for your program. Please be firm and do not accept any
excuses; people do indeed occasionally lie about their enrollment status. A student who is
legitimately in your class will be able to prove so.

Online Course Management
Managing Proctored Exams

If you are teaching a course with a proctored exam, it is extremely important that you are
diligent about having your final exam input into the Course Management system by the
middle of the quarter. Faculty must also submit a Faculty Specifications form to the Office of
Distance Education no later the end of Session 2.

Students are required to submit a Proctor Approval application to the Office of Distance
Education by the end of session 1. Testing Centers are validated and approved by Session
6. Faculty should direct all proctored testing inquiries directly to the Office of Distance
Education at scstesting@northwestern.edu.

Using Web conferencing software

Instructors use synchronous sessions to allow the entire class to discuss or debate
important concepts in real time. At the time of hiring, instructors must choose the time of
day and day of week that their sessions will be held. Faculty will receive extensive training
on the use of the Web conferencing tool. Faculty will be required schedule and post the URL
for their synchronous sessions in Blackboard.
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Any changes to scheduled dates and times for synchronous sessions must be unanimously
agreed upon by all participants, and must be communicated to the Office of Distance
Education at scsconnect@northwestern.edu.

Grading
Graduate Grading Policies

Grades given for credit-bearing classes are A, A-, B+, B, B-, C+, C, C- and F (for failing
work). No Ds are awarded for graduate work. Students may not take required courses pass
(P)/no-pass (N), except for their 590 (capstone/thesis) course.

All 590 registrations are taken on a pass (P)/no-pass (N) basis. A grade of K (‘in-progress’)
is given by the instructor while the project is in progress, and is later changed to a P (‘Pass’)
when work is satisfactorily completed. A one-time only registration for 590 is allowed.

Visiting Scholars receive grades of S ("Satisfactory‘) or U ("Unsatisfactory*). A 'Satisfactory*
grade indicates that the student has participated in a manner appropriate for a visitor to a
class. Visiting Scholars must receive a mark of ‘Satisfactory’ in order to be allowed to
register for additional courses.

Each faculty member sets his/her own guidelines for how attendance and participation are
graded. In general, however, students are expected to commit the time and effort to attend
all class meetings. If you are likely to miss classes for any reason, you should not register
for the course as it may not be possible for you to earn a passing grade. The faculty
member may, at his or her discretion and in keeping with the course syllabus, lower your
final grade due to any absences.

Grades may not be changed except in cases of errors in calculating grades. If a student has
not yet turned in all the required work, only a grade of Y (incomplete) or F may be given
and later changed. It is inappropriate for students to ask an instructor to change a
grade for reasons of financial reimbursement, reassessment of coursework, or any
other reason. Please let SCS know immediately if you are pressured in any