West Campus Biology Department Information for Adjunct Faculty Spring 2007
Communication:

· For Biology department call me at 206-6614 or the Dean’s office at 206-6031.

· For HTP questions, call Mary Kay Gilliland at 206-6035.

· For MLT questions call Linda Saavedra at 206-6835

· For PCC Voice mail or e mail, see Cari Urbelejo in the Faculty Resource Center (FRC) in A 215, or call Cari at (206-6723)
· For PCC web space, or for help with MyPima, inquire at the Faculty Resource Center (A-215) or call Cari Urbelejo (206-6723)
· You are automatically given PCC email: Firstname.Lastname@pima.edu, or firstinitiallastname@pima.edu.   Access from home at http://weboutlook.pima.edu. Send yourself a “test” email addressed as above.  If you have problems, call the district tech help desk (206-4900).  Note that it may take a couple of weeks to set up your e mail.
· You have two mailboxes: one in the Science Lab and one in the FRC (A-215).  Please check your FRC mail at least weekly.  You will receive important mail from Pima Community College in this mailbox.
· Contact your course coordinator for course-specific questions; contact the chairperson or the Dean’s office for all other questions.
Paperwork/computer deadlines
· Sign your contract at the adjunct faculty orientation meeting or as soon thereafter as possible so that you can be paid on time.

· Turn in your syllabus (course policies, and schedule) to your course coordinator for approval at least the week before classes begin.  The course coordinator needs to approve your syllabus before you will get paid.
· 45th Day Class Rosters are critical to turn in because this is how we get much of our funding.  This is done with the Banner Online system.  You will be given instructions from the FRC on how to do this.  
· You will need to turn in your grade books or grade sheets at the end of the semester.  Nina will e mail you a deadline for this.  Grade sheets can be e mailed if they are in word or excel format.
· Please do the Early Academic Alert and Student Evaluations if they are used this semester.
Photocopying:

· Please minimize the amount of photocopying you do (or we overshoot our budget).  Handouts should be made available to students in the bookstore, library, or via the MyPima system.
· Submit your copies to the FRC by filling out the appropriate form in the FRC at least 24 hours in advance of the time that you need it.  You can also e mail Cari Urbelejo at curbalejo@pima.edu with your copy request.  Please giver her at least 24 hours to perform your request.
· Copy codes:  Biology = 170-9456, MLT = 197-6567. HTP = 198-7443.
Grades:

· Final grades are entered online using Banner Online; please see Division office or Cari in the FRC with questions.

· Give Incomplete Grade (I) only if, at the time of request, the student has a C or better, and has completed at least 90% of class work (only needs to complete the last couple of assignments). If you give an I grade, then you are responsible for working with the student to complete all coursework and change the grade.  They can’t just go into the next semester’s class to have their incomplete grade changed.  I strongly discourage your from giving incomplete grades.
· In the past we have had a special withdrawal grade called the “Y” grade.  This grade is no longer an option at Pima Community College.  

· Withdrawals.  Encourage failing students to withdraw by the official withdrawal date (April 9 for the 16 week semester).  At your discretion, you may withdraw (i.e. a “faculty withdrawal” vs. a “student withdrawal”) a student up to the last day of the grading period.  Note that for some financial aid students, it is better for them to receive a grade rather than a “W.”  Only give a “W” if the student asks for one and only if you think it is justified.  Inform the student that they need to check with his/her financial aid lender before requesting a “W.”
· Turn in your “grade book” to the Division office after entering the grades.

Class Meetings:
· You must meet your classes for their full time.

· If you cannot make all or part of a class then please:

· Inform the Division office (206-6031) and
· Find a substitute (must have PCC credentials) or ask for help from your chairperson.
· Please lock the classroom door after class and leave the room in good condition.

Labs:
· Please read the lab safety manual found in your lab mail box, and ask Jenn Iriye (206-6668) if you have any questions. 
· Please obtain a copy of the lab prep sheets from your course coordinator at the beginning of the semester to help you plan and understand the labs.  We need to coordinate labs among sections within a course due to budget, staff, and space-constraints.  Question about the lab activities should be addressed to your course coordinators.  
· Please strongly explain and enforce safe and careful use of lab equipment.  Minimize breakage.
· Please leave the lab carts in perfect condition for the next instructor.

Field Trips:

· The following classes have part of the course fee designated as a field trip fee.  Bio 100, 105, 109, 115, 182, 183.  The fee will pay for approximately one entry fee for the students.  Your course coordinator will let you know if you will actually be taking a field trip in your class.  If you do, the best thing to do is to pay the entry fee for the whole class with a check or credit card, save the Itemized receipt, and fill out a form (from Michelle Nanez in Tortolita room 255) for Pima to reimburse you.  See me or your course coordinator for further questions.
· If you plan to rent one or more vans, then see Diana Valenzuela and confirm that there will be enough funding before hand, and also to fill out appropriate paper work.
Classroom Peer Review:

· If you are a first-time teacher at Pima, please set up a time for you to have your course coordinator observe you in the classroom.  It is most beneficial to you if this is done in the first one third of the semester. Paperwork can be obtained at: http://wc.pima.edu/~lmaluf/wcbio/index.htm.
Applying for Teaching:
· Please fill out a WC Biology Dept. application and turn it in to the chairperson for each semester you want to teach (we build the schedule at least 5 months before classes begin).  Get the application at: http://wc.pima.edu/~lmaluf/wcbio/index.htm.

· WC Biology, MLT, HTP Dept. Chairperson: Linda Yvonne Maluf.  206-6614.  E-207. lmaluf@pima.edu 
