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Faculty Handbooks

Greater Allegheny Faculty Handbook:
The information found in this Penn State Greater Allegheny Faculty Handbook is
specifically for the full- and part-time faculty at our campus.

University Faculty Handbook:

The Penn State Faculty Handbook is an orientation and reference guide for all faculty, but
especially for new, full-time faculty. Its content enables faculty to locate and use a wide
range of University resources and contains information about overall University
operations, as well as policies, guidelines, and support units that offer services of interest
to faculty.

This handbook is intended for use as a general reference rather than as the official source
of University policies and guidelines. The Penn State Faculty Handbook is not intended to be
definitive on policy matters, and it does not grant substantive contractual rights to
University employees. Nothing contained in the handbook shall negate the right of the
University to augment or change its policies applicable to University employees.

If you have questions about a particular issue, be sure to consult your department head,
human resources representative, director of academic affairs, or director of business
services. You can obtain from them the most recent copy of the relevant University policy.
Faculty also are encouraged to refer to the University Faculty Senate website, which
includes a variety of resources for faculty, including the frequently updated Academic
Administrative Policies and Procedures Manual.

Revisions and suggestions for future versions of the handbook are welcome. Send any
feedback to the Executive Vice President and Provost of the University, 201 Old Main.

Part-time Faculty Handbook:
The University also has a handbook focusing on part-time faculty, but with information
relevant to all who teach at Penn State: See University Handbook for Part-Time Faculty
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mailto:provost@psu.edu
https://sites.psu.edu/academicaffairs/files/2016/09/pt_faculty_handbook-2lw10n2.pdf

Dear Faculty Members,

[ am so pleased to welcome you to the faculty at Penn State Greater Allegheny. You are a
member of a wonderful community of people who care deeply about the education and
well-being of students. This is an exciting time to join this campus. You will find faculty who
are dedicated to engaging our students in innovative pedagogies, and you will join
conversations about revitalizing our curriculum and the campus mission as we work to
become more visible and relevant to the region.

This handbook should serve as a reference tool for you. If you have questions about any of
the policies or procedures you find here, please do not hesitate to ask. My office and the
Academic Affairs office stand ready to assist you as we all work to ensure our students have
the best educational experiences possible.

[ wish you all the best with your academic endeavors, and again, welcome to Penn State
Greater Allegheny.

Best wishes,

Jacqueline Edmondson, Ph.D
Chancellor/Chief Academic Officer
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Welcome b Penn State Greater Allegheny!

Penn State Greater Allegheny is committed to providing the best academic experience for
our students and our faculty. Please feel free to approach the Academic Affairs staff. We are
here to assist you with your administrative and clerical needs. We can also refer you to the
University’s expansive resources for questions involving course content, classroom
instruction, and other academic issues. We want to be aware of your needs and concerns.
We are also interested in any suggestions you might have for improving our academic
program(s) at Penn State Greater Allegheny.

General Information

Penn State Greater Allegheny Chancellor and Chief Academic Officer (CAO),
Dr. Jackie Edmondson, jxe117@psu.edu, heads the campus.

Full-time faculty should address their needs to:

Dr. Jackie Edmondson, Chief Academic Officer (CAO), 412-675-9080 (jxel17@psu.edu)

Julianna Murin, Administrative Staff Assistant to the Chancellor, 412-675-9080
(jitm20@psu.edu)

Connie Goehring, Staff Coordinator and Office Manager, 412-675-9052 (clg33@psu.edu)

Nancy Lucas, Faculty Secretary, 412-675-9143 (nll2@psu.edu)

Part-time faculty should work with:

Kristin Sciulli, Assistant Director of Academic Affairs (ADAA), 412-675-9179,
(kmk10@psu.edu)

Debbie Keating, Administrative Staff Assistant, 412-675-9140 (dak33@psu.edu)

Academic Affairs Office

102 Frable Building

412-675-9140 (voice)

412-675-9278 (fax)

412-675-9166 (faculty fax - in faculty secretary's office)
412-675-9085 (Academic Affairs confidential fax)

Hours
Monday through Friday, 8:00a.m. - 5:00p.m.

Campus Directory
A directory listing all campus employees is available on-line at the Greater Allegheny
Campus Directory
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Getting Started

Forms for New Hires

The University requires new hires to complete certain documents on or before their first
day of employment, including but not limited to the Form I-9 (establishes identity and
eligibility to work in the United States), W-4, a direct deposit form with additional required
information, a intellectual property agreement form, and Workers’ Compensation
acknowledgment forms. Additionally, within the first 31 days of employment, new full-time
employees are also required to make their benefit elections, including health insurance and
aretirement plan. Employees will receive an overview of benefits during an online
orientation session and will sign up for or change benefits online as detailed in the
orientation session.

Please be sure to return all forms promptly to the local campus offices as directed to assure
that you will be properly entered into the payroll system. Failure to have the necessary
paperwork on file may result in a delayed first pay.

Workday, Penn State’s new Human Resource and Payroll system, will be initiated in 2017.
All Penn State employees - including faculty, staff, technical service, and students - will use
Workday, which will be accessible through a new HR Portal called WorkLion.

Before being hired, all employees must also undergo a comprehensive background check.
Forms for the completion of the check are currently provided via email from our local
Human Resources contacts.

Computer Accounts

It is imperative that all faculty members obtain a computer account, also known as an
Access Accounts . The Access Account assigns Penn State students and employees a user ID
(usually the person’s initials and 1-4 numbers) and a password. The Access Account
permits use of the full range of computer and internet services on or off campus. The
Access Account is also necessary to use the campus’s computer labs and to take advantage
of many of the library’s on-line resources. Most crucially, an active Access Account is
needed to enter early progress reports (EPRs) and final grades. More details on Access
Accounts and other computer resources within Penn State can be found at the Information
Technology (IT) home page . New faculty may obtain the Access Account by working with
the Academic Affairs Office staff.

University Policy AD95 (formerly AD20-Computer Network Security) establishes
guidelines for the use of computing equipment and the university network. Everybody who
uses a university computer, or who connects to the university backbone network
connection is bound by the terms of AD95.

In addition to AD95, there are corollary policies included within it. Please read and
understand all of them, since sanctions can be severe if they are violated.
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ID Card

A photo ID should be obtained by all faculty members during their first few days on
campus. The ID station is in the Student Community Center in the Office of Housing and
Food Services (main floor). The individual’s Penn State ID number must be entered into the
Penn State system and must be verified before the ID can be issued. Penn State photo IDs
are the official method of identifying the individual for access to the library, computer labs,
parking privileges, etc.

Second Factor Authentication (2FA)

Two-Factor Authentication (2FA) is mandatory for all faculty and staff. More information is
available at 2FA Enrollment. For answers to common questions, see the 2FA FAQ page.
Penn State’s Two-Factor Authentication (2FA) service provides a second layer of protection
to a user’s digital identity (for example, an Access Account), as well adding protection to
data, systems, and services.

[CHOOSE A DEVICE

Enroll in Two Factor Authentication on your mobile device, with
a hardware token (Duo Token), or on a landline phone in the .
Penn State two-factor authentication system. See How to Enroll S
in 2-FA (If a token is needed, see Connie Goehring in Academic

Affairs, Frable 102, clg33@psu.edu.)

LionPath

LionPath is Penn State’s student information system. It provides access to student
academic records and registration — Launch.lionPath.psu.edu - is used by all faculty to view
class lists, and enter final grades (Faculty Center); and by all academic advisers to view
student records and run degree audits, known as “What-If” Reports or Academic
Requirement Reports (Advisor Center). Second Factor Authentication (Two-Factor
Authentication (2FA)) must be used when accessing LionPath. See above to enroll in 2FA.
For frequently asked questions about LionPath - Advising, Reporting/iTwo, Registration,
Security, Technical, and Training, go to: Faculty/Staff FAQs

Tutorials are available for faculty/staff - click on the links below:
¢  Viewing vour Teaching Schedule (tutorial)

Viewing your Class Roster (tutorial)

Emailing your Class Roster (pdf)

Troubleshooting Printing (pd

Making Grade Changes (tutorial)

Manually Entering Grades (tutorial)

Importing Grades from an LMS (tutorial)

Entering and Importing Grades Using the Grade Roster (doc)

Viewing General Information in LionPATH (tutorial)

Overview of the Advisor Center (tutorial)

Student Facing Support Materials

=A =4 =4 4 -8 -4 4 A -4 -4
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Teaching: Information and Resources

The major responsibility of the faculty is to provide high quality instruction for students.
Content presented should be consistent with the guidelines of the course provided by the
academic department and the course catalog description.

All courses and their descriptions can be viewed online at the University Bulletin -
Undergraduate Catalog. After choosing a course from the alphabetical listing of courses in
the catalog, the short description will be displayed.

The mode, style, sequence, and emphasis of various aspects of the instruction are matters
to be determined by the faculty member's professional judgment, but always in
consultation with campus departmental colleagues, discipline representatives of the
University College, the Chief Academic Officer (CAO) and the Assistant Director of
Academic Affairs (ADAA). Teaching must be consistent with departmental expectations and
standard course outlines.

An outstanding source of information for all faculty within the Penn State system is the
Schreyer Institute for Teaching Excellence. The site offers a variety of publications, forums,
services, and resources that are available.

Other useful online teaching resources -

Web Apps: http://clc.its.psu.edu/UnivServices/WebApps
Web Files: http://clc.its.psu.ed

Doceri: http://doceri.psu.edu/

Clickers: http://www.clickers.psu.edu/

VoiceThread: http://voicethread.psu.edu/
Sites@Penn State http://sites.psu.edu/

Yammer: yammer.psu.edu/

Lynda.com: http://lynda.psu.edu/ - Free video tutorials
Adobe Connect: meeting.psu.edu

BOX: http://box.psu.edu/

Media Commons Resources for Faculty: http://mediacommons.psu.edu/faculty/

Teaching and Learning with Techonology (TLT) - TLT helps Penn State instructors take
advantage of information technology to enrich the educational experience of their students.
Services are designed to support and promote creative and innovative uses of technology
in courses to actively engage learners in acquiring and assimilating the core principles and
experiences of a discipline.

Regional Learning Design Consultant - Faculty also can get assistance, either in person or
by phone, email, or online conferencing, from a regional learning design consultant, Brian
Young (bxy8@psu.edu) with Teaching & Learning with Technology (TLT). Brian can offer
workshops as well as one-on-one training.

See Instructional Support in this handbook for more information.
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Academic Assignments

Teaching assignments are made by the Chief Academic Officer (CAO). The CAO is
responsible for all academic matters involving Penn State Greater Allegheny. Instructional
assignments are based upon course approvals from the CAO and the Assistant Director of
Academic Affairs (ADAA), in consultation with campus department coordinators and
disciplinary experts, University department heads and discipline coordinators, and
guidelines from individual colleges and departments within the University.

Syllabus

Faculty members are required to develop a course syllabus for each of their classes,
including independent study or research classes. University Faculty Senate Policy #43-00
outlines expectations for course syllabi. A syllabus must be given to each student on or
before the first class.

An electronic copy of the syllabus must also be submitted to the Office of Academic Affairs
(Email to Connie Goehring, clg33@psu.edu, or Nancy Lucas, nll2@psu.edu .)

All faculty are encouraged to have their syllabi posted on the Penn State course
management system CANVAS.

The written syllabus is often used as a reference to determine the validity of student
concerns or complaints and to mediate student disagreement with assigned grades. If a
change in the syllabus does occur, the faculty member should distribute written
notification of the change to the students and the Academic Affairs Office as soon as
possible. Copies of past syllabi are available in the Office of Academic Affairs.

The Syllabus must include:

Contact information for all course instructors

Course examination policy

Grade Breakdown by assessment type and percentage

Required course materials

Academic Integrity policy for the course (See sample statement below for Greater

Allegheny)

T Information on procedures related to academic adjustments identified by the Office of
Student Disability Resources (see sample Disability Statement below for Greater
Allegheny below)

T Information on reporting educational equity concerns - found on the Educational Equity
Report Bias website (see sample Educational Equity/Report Bias Statement below)

1 Information on available Counseling & Psychological Services (see sample statement
below)

It is also important to include:

1 Course goals and objectives
Course goals are broad educational benchmarks describing general understanding and
knowledge domains in each course.

=A =4 =4 -4 -4
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Course objectives are more specific, should map to broader course goals, and represent
unique, focused skill sets with learning outcomes that are assessable. Both goals and
objectives should reflect the most current course description on record. Each Penn State
course should offer similar educational and knowledge domain experiences regardless of
campus location and adhere to Senate Policy #42-10 , referred to as the 80% / 20%
course content rule.

According to Senate Policy #49-20 Academic Integrity, all faculty members have a
responsibility “to provide students with a statement clarifying the application of
University and College academic integrity policies” to their courses.

Although there is no single University-wide statement of that kind, please consider
incorporating the following statements into your syllabi, which are comprised of
excerpts from the University’s policies and procedures:

Suggested Syllabus Statementsz

UNIVERSITY ACADEMIC INTEGRITY STATEMENT:
“Academic integrity is the pursuit of scholarly activity in an open, honest and
responsible manner. Academic integrity is a basic guiding principle for all academic
activity at The Pennsylvania State University, and all members of the University
community are expected to act in accordance with this principle. Consistent with
this expectation, the University’s Code of Conduct states that all students should act
with personal integrity, respect other students’ dignity, rights and property, and
help create and maintain an environment in which all can succeed through the fruits
of their efforts.

Academic integrity includes a commitment by all members of the University
community not to engage in or tolerate acts of falsification, misrepresentation or
deception. Such acts of dishonesty violate the fundamental ethical principles of the
University community and compromise the worth of work completed by others.”

For more information on the University’s procedures governing violations of
Academic Integrity, please see: https://handbook.psu.edu/content/academic-
integrity- policies.”

UNIVERSITY DISABILITY ACCOMMODATION STATEMENT (edited):
“Penn State welcomes students with disabilities into the University’s Educational
programs. Every Penn State campus has an office for students with disabilities.
Student Disability Resources (SDR) website provides contact information for every
Penn State campus at http://equity.psu.edu/sdr/disability-coordinator. For further
information, please visit the Student Disability Resources website at
http://equity.psu.edu/sdr/.
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In order to receive consideration for reasonable accommodations, you must contact
the appropriate disability services office at the campus where you are officially
enrolled, participate in an intake interview, and provide documentation. Please go to
http://equity.psu.edu/sdr/guidelines for the documentation guidelines. If the
documentation supports your request for reasonable accommodations, your
campus disability services office will provide you with an accommodation letter.
Please share this letter with your instructors and discuss the accommodations with
them as early as possible. You must follow this process for every semester that you
request accommodations.”

The contact person for disability accommodations at Penn State Greater Allegheny is
Siobhan Brooks at 412-675-9454 or snb106@psu.edu

COUNSELING AND PSYCHOLOGICAL SERVICES STATEMENT (edited):
“Many students at Penn State face personal challenges or have psychological needs
that may interfere with their academic progress, social development, or emotional
wellbeing. The university offers a variety of confidential services to help you
through difficult times, including individual and group counseling, crisis
intervention, consultations, online chats, and mental health screenings. These
services are provided by staff who welcome all students and embrace a philosophy
respectful of clients’ cultural and religious backgrounds, and sensitive to differences
in race, ability, gender identity and sexual orientation.

Counseling and Psychological Services at the Commonwealth Campuses are listed at
http://senate.psu.edu/faculty/counseling-services-at-commonwealth-campuses/.

At Penn State Greater Allegheny, Counseling and Psychological services are available
through the Student Health Service Office in Suite 1054, lower level of the Student
Community Center (SCC). Appointments with the Mental Health/Personal
Counselor, Drug and Alcohol Counselor, and Medical Doctor are scheduled by
Campus Nurse Jennifer Ross. Her contact information is jur396@psu.edu, 412-675-
9490. For more resources and information about Student Health Services at Greater
Allegheny campus, see also: http://greaterallegheny.psu.edu/health-services

Penn State Crisis Line (24 hours/7 days/week): 877-229-6400

Crisis Text Line (24 hours/7 days/week): Text LIONS to 741741”

EDUCATIONAL EQUITY/REPORT BIAS STATEMENT (edited):
“Consistent with University Policy AD29, students who believe they have
experienced or observed a hate crime, an act of intolerance, discrimination, or
harassment that occurs at Penn State are urged to report these incidents as outlined
on the University’s Report Bias website at http://equity.psu.edu/reportbias/.”

Academic Integrity
A faculty member who suspects an integrity violation should first contact the Chief
Academic Officer or Assistant Director of Academic Affairs before taking any action.
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After consultation with the Chief Academic Officer or Assistant Director of Academic
Affairs, the faculty member should complete the Academic Integrity form and present it to
the student outside of class. Academic Integrity forms specific to this campus should be
obtained from Academic Affairs or online at Greater Allegheny - Academic Integrity;

Under no circumstances should a faculty member initiate a penalty for academic
integrity without foll owing University policy.

Attendance

According to the University Faculty Senate policy #42-27, “it is the policy of the University
that class attendance is expected and that students should follow the attendance policy of
the instructor, as outlined in the syllabus. A student should attend every scheduled class
and should be held responsible for all work covered in the courses taken.”

Senate Policy #42-27 also stipulates the following: (emphasis added)

Instructors should provide, within reason , the opportunity to make up work for students
who miss class for regularly scheduled, University-approved curricular and extracurricular
activities (such as Martin Luther King Day of Service, field trips, debate trips, choir trips,
and athletic contests).

Please consult the University Senate policy #42-27 (pending implementation) for further
information on how to address the issue of absences for University-sponsored activities or
other legitimate reasons.

Key points in the Academic Administration Policies and Procedures Manual for
Undergraduate Education, (E-11: Class Attendance), that accompanies this policy are the
following (emphases added):

1. Faculty should clearly communicate their class attendance policy in the syllabus or
in writing to students at the beginning of the semester. To be successful in all
courses, students must follow the attendance policy outlined in the syllabus of each
course in its entirety. Class attendance is expected regardless of the format of the
class and this expectation applies equally to students in face-to-face, online, and
hybrid courses. Attendance in online courses goes beyond course login and is based
on documentable participation in class activities, such as interacting with the
instructor, interacting with enrolled students, completing assignments with specific
due dates, and/or participating in online discussions on a regular basis.

2. Students who will miss a class in accordance with Senate Policy #42-27, should
present a class absence form to the faculty member as soon as possible and, except
in unavoidable situations, at least one week in advance of a planned absence. In
the case of illness, students are not required to secure the signature of medical
personnel. It is the student’s responsibility to complete work in advance, or to make
alternate arrangements with the course instructor, if an evaluative event will be
missed because of a University-approved absence as described in this policy.
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3. When work cannot be completed in advance, the instructor should provide students,
within reason, the opportunity to make up missed work. It should be recognized
that not all work can be made-up and absences can ultimately affect student
performance in a class. Instructors can determine when irregular attendance
negatively affects a student’s scholastic achievement, and thus grade, in the course,
even to the point of failure. If class absences constitute a danger to the student’s
scholastic attainment, the instructor should make this fact known to the student.
The student may appeal this decision to the department in which the course is
offered if the student feels they have been unfairly denied a make-up opportunity.
Ordinarily, it is inappropriate to substitute for the missed assignment the weighting
of a semester's work that does not include the missed assignment. Completion of all
assignments assures the greatest chance for students to develop heightened
understanding and content mastery that is unavailable through the weighting
process. The opportunity to complete all assignments supports the university's
desire to enable students to make responsible situational decisions without
endangering their academic work.

4. If the problem is not resolved, the student should contact the sponsoring agency or
university department (in some instances, this may be the student's college
assistant/associate dean for undergraduate programs or the student's campus
academic officer) and provide documentation describing the unresolved make-up
opportunity. The sponsoring agency or university department should attempt to
resolve the problem.

5. Ifthe problem is still unresolved, the sponsoring agency or university department
should forward the documentation to the Vice President and Dean for
Undergraduate Education for resolution.

6. False claims of legitimate or unavoidable absence may be considered academic
integrity violations (Senate Policy 49-20, AAPP G-9).

Please also see the University Faculty Senate policy on Division Il and PSUAC - Athletic
Competition (non-University Park) - Policy #67-30

University’s FAQs on attendance:
Are religious observances considered legitimate reasons to miss class? Yes,
religious observance can be a legitimate reason for an absence. The Academic
Administrative Policy and Procedure manual R-4 Religious Observations provides
further information and a link to an all inclusive list which provides both major and
minor religious holidays, maintained by the Center for Ethics and Religious Affairs.

If a student is ill, must she or he provide a physician's verification? Generally, no. As
of Fall 2002, University Health Services (UHS) no longer provides verification of illness
forms for minor illnesses or injuries. Verification will be provided only for serious
illnesses for which UHS clinicians provided services, or when UHS has received such
documentation from outside providers.
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What if a student misses a quiz, test, or homework assignment as a result of a
legitimate absence? Students should be provided with a reasonable opportunity to
make up missed work. The University does recognize that this increases the burden on
faculty. However, simply re-weighting other assessments used to determine the course
grade or similar approaches are not consistent with giving opportunity to make up the
work. As a matter of policy, the faculty's rule-making body—the Faculty Senate—, and
the administration through the Administrative Council on Undergraduate Education—
are in agreement. A student burdened by an unavoidable absence should not be denied
the full mosaic of learning opportunities, including tests and quizzes, enjoyed by her or
his peers.

What if the instructor believes that students’ continued absences are causing harm
to their academic achievement? If an instructor believes a requested absence for
regularly scheduled events will harm a student scholastically, the instructor should
present evidence for necessary action to the head of the department in which the course
is offered and inform the assistant/associate dean of the college in which the student is
enrolled, or to the Division of Undergraduate Studies if the student is so enrolled.

Please use Starfish to document attendance issues for any student in your class. That
includes students with sporadic attendance and/or students who suddenly stop attending.
You can do this by raising a flag in Starfish. Please use this method rather than contacting
Academic Affairs to report the issue. Our DUS Coordinator, April Belback, will be
monitoring Starfish reports and addressing attendance issues with these students.

Examinations

Faculty members are responsible for both the method and substance of examinations used
in each course, including the final examination or other integrating evaluative instruments.
Notification of the examination procedures to be used in each section of each course should
be included in the course syllabus. It is expected that each faculty member will assess
student progress in several ways, i.e., mid-term and final examinations, in addition to
papers, quizzes, class participation, and periodic exams. There are to be no examinations
during the last week of classes. See University Faculty Senate Policy 44-00-Examinations

Each Penn State course should offer similar educational and knowledge domain
experiences regardless of campus location and adhere to Senate Policy, #42-10, referred to
as the “80%/20% course content rule.”

The University Faculty Senate General Exam Policy is #44-10.

Exam Proctoring & Makeup exams -
Proctoring exams in the classroom:
[t is expected that faculty members will be present to administer exams during the
designated class time. In the event of illness or other emergency, a member of the
Academic Affairs staff could give the exam, but we ask that you consider postponing
the test until you are able to administer.
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Final exam conflicts :

A two-hour period will be set aside on Thursday afternoon of finals week for
students who need alternative exam times due to conflicts in their final exam
schedule. This exam period will take place in a designated classroom and will allow
one proctor to administer all exams at the same time.

Grades

According to policy #47-20 “Grades shall be assigned to individual students on the basis of
the instructor’s professional judgment of the student’s scholastic achievement as set forth
in Section #47-60.” The available grades for undergraduates at Penn State are A, A-, B+, B,
B-,C+, C, D, or F. Please note that there is no C-, D+, or D-.

For more information from the University Faculty Senate regarding Grades, see Policy #:
47-00, 48-00, and 49-00 Grades.

Deferred Grades

If a student is prevented from completing a course within the prescribed amount of time, it
is possible to have the grade for that course deferred and be completed at a later date.
Undergraduate students should refer to policy (Policy #48-40).

Please note the following:

1 Approval needs to be granted prior to the beginning of the final exam period of the
semester in which the course is taken.

1 Approval for a deferred grade must be given by the instructor of the course.
Exception: Undergraduate students may obtain authorization from their college
dean. [At Greater Allegheny - Dr. Jacqueline Edmondson, Chancellor/ Chief
Academic Officer] if the instructor cannot be reached.

1 A "DF" symbol will be entered on the student's transcript in place of a quality grade.

1 Courses with a deferred grade will not be included in the grade-point average
calculations

Deferred Grades require student request

If, for reasons beyond the student’s control, a student is prevented from completing a
course within the prescribed time, the grade in that course may be deferred with the
concurrence of the instructor. A deferred grade that is not changed to a passing grade by
the instructor before the end of the deferred period (10 weeks after the ending date of the
course) shall automatically become an F.

ClassCancellations

Policy and Procedure (Non -weather related)

Faculty must meet all classes as officially scheduled and arrive on time for all classes. IlIness is
usually the only reason for a last-minute cancellation. If you must cancel or postpone a class
because of illness or other crisis for which you did not have lead time, tell the appropriate contact
person in your unit so that your students can be informed.
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T Faculty members who must miss a class for any reason must seek prior approval from the
Chancellor/Chief Academic Officer by completing this form. Cancellations incorporated
into syllabi must also be approved by the Chancellor/Chief Academic Officer prior to the
cancellation date.

T Arrangements for coverage cannot be informally arranged by faculty. All
arrangements must be communicated to the staff assistants in sufficient time to
make plans to cope with any potential problems.

T In case of emergency, notification should be made to the Chancellor/Chief Academic
Officer, Administrative Assistant or other staff member and all students. Please call
Debbie Keating (412-675-9140), Connie Goehring (412-675-9052), or Nancy Lucas
(412-675-9143).

1 Responsibility for notifying students of class cancellation rests with the faculty.

If bad weather requires the campus to cancel classes, the radio and television stations will be
informed, and notices will be published on the website and social media.

Faculty members may not terminate a class before the scheduled end of the semester, cancel
classes before or after holidays or semester breaks (even though students may request it), or
move the regular time and place of the course as listed in the class schedule, without the consent
of the Chancellor/Chief Academic Officer.

The Course Coverage Request form can be found on the Greater Allegheny website.

Early Progress Reports (EPRS)

While students are learning course content, they are also learning how to manage their
habits, behaviors, and learning strategies. Instructor feedback helps students know
whether or not their strategies align with what the instructor expects for success in a
course. Students on the right track can use this information to stay on the right track.
Students who are not appropriately engaged can be alerted to the issues and encouraged to
make changes.

Progress reporting in Starfish:

Starfish allows instructors and advisers to provide feedback to students at any time of the
semester through the Flag and Kudos buttons. At critical times of the year (see below),
faculty are required to compete a progress report survey, which packages a subset of Flags
and Kudos. However, instructors can use any of the available Starfish methods to provide
feedback to students and be in compliance with Faculty Senate policy. See the complete set
of alerts and their associated messages available to instructors. Reminders and details will
be provided to all faculty at the relevant times.

Early Indicators Reporting period (weeks 3-4):
The Early Indicators report helps students make adjustments early enough in the semester
to be successful. Feedback does not necessarily report on graded work. Rather, it can be
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based on indicators that a student might or might not be appropriately engaged in the
course. These indicators vary by course, but examples include regular attendance, logging
into the LMS, responding to clicker questions, turning in ungraded work, logging into
course supplement material, etc.

Feedback items included on the Early Indicators Report
Has not attended
Concern about participation/performance
Meeting expectations

Mid -Semester Progress Reporting period (weeks 9-10):

The Mid-Semester report helps students realistically assess their progress in a course.
Some significant graded work should be included in this assessment of student progress.
Feedback should be provided to students in time for them to gather additional information
before making decisions about their continued enrollment in the course.

Feedback items included on the Mid-Semester Progress Report
In danger of earning less than a C
Unsatisfactory scores on graded work
Unsatisfactory participation
Unsatisfactory attendance
Adequate progress
Keep up the good work

Using Canvas for EPRs

Beginning Friday, August 18, Starfish will receive a nightly snapshot of Canvas current
grades, enabling instructors to use the Canvas grade for progress reporting. This function is
intended to help instructors provide feedback to students in a more efficient manner. The
Canvas current grade is only visible to instructors in Starfish.

Faculty who use the Canvas gradebook can use Starfish to set up categories of grades (e.g.,
Good, OK, Poor) using percentage ranges they choose. They then can select all students
from a grade category and choose the appropriate feedback students in that category
would receive.

For step-by-step instructions on how to use this feature in Starfish, as well as Canvas
recommendations for gradebook best practices, see the following sites:
1 Starfish Instructions

1 Canvas gradebook instructions

What to expect once progress is reported

Students and their assigned academic advisers receive automatically generated messages
once a progress survey is submitted. Instructors can add individual comments to the
template messages. Those comments are included in the email to the student and adviser,
and are viewable by the adviser in Starfish. Students who receive warning flags are
expected to take action on that warning; they may reach out to the instructor, academic
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adviser, DUS office, or seek additional information. Once a student reaches out, the flag
should be cleared and comments can be entered.

Office Hours

Full-time faculty members are required to schedule four to six office hours per week during
the semester. There are also times during the semester, such as registration or late drop
periods, when additional office hours may be necessary.

Part-time faculty should be available, at a minimum, before or after class to answer student
questions.

Textbooks

Textbooks for courses may be assigned by the Academic Affairs office in accordance with
department and college requirements. Textbook selection by the instructor is usually
permitted. In cases where a textbook selection is the option of the instructor, but the
instructor is assigned to the course late, the campus department coordinator is responsible
for the book selection. Please be sure to respond to Bookstore requests for selecting texts
promptly. The preferred method to submit book selections to the Bookstore is via on-line
using the Bookstore's new Faculty Enlight system. (You may also email your book
selections to either Phyllis Roper at prr1 @psu.edu or to the Bookstore email:
sm447@bncollege.com.)

This information is crucial to our students and for determining a fair and equitable price
for book buybacks. It is essential that books be ordered in time so that they are on the
shelves of the bookstore at the beginning of each semester. In addition, new federal
regulations require that this information be available once we start scheduling for a new
semester (see the Course Materials field for each course on schedule.psu.edu). Faculty
play a key role in assuring that we accomplish this goal by promptly selecting books and
properly informing the bookstore of their selections.

If texts are required by th e college or department, that text must be used. Further, any
text selected for a course must be used by instructors and students. No change can be made once
the order is placed with the bookstore.

Please do not inform students that a book is unnecessary i f the bookstore has been
asked to order the book for the class .

An instructor's copy of the required text(s) is provided by the University prior to the opening of
classes. Full-time faculty may contact Nancy Lucas, Faculty Secretary, at 412-675-9143,
nll2@psu.edu to order instructor copies. Part-time faculty may contact Debbie Keating, Staff
Assistant to the ADAA at 412-675-9140, dak33@psu.edu. These instructor copies are normally
available at no cost to the campus through the publisher.
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If the instructor’s copy is not available at the beginning of the semester, a copy of the textbook
may be borrowed from the bookstore and can be returned, unmarked, once the instructor’s copy
is received from the publisher.

Please note that books not returned in a timely manner to the bookstore are billed to
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received.

Student Rating of Teaching Effectiveness (SRTE)

The SRTES are Penn State's locally developed instrument for gathering feedback from students
at the end of the term. SRTEs were approved by the University Faculty Senate in 1985 and are
administered by the Office of the Vice Provost of Academic Affairs. & The Schreyer Institute
manages the SRTE process and helps facilitate appropriate use of SRTE data.

Contact aSchreyer Institute consultantfor:
1 interpreting your SRTE results
f responding to students’ comments
1 using your SRTEs as a baseline for teaching improvement

Go to the SRTE websiteto:
1 View your SRTE results
View the SRTE calendar
Identify SRTE representatives
Learn about the SRTE process
Order paper SRTE forms
View available SRTE question choices &
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The Faculty Secretary is charged with creating the online evaluation forms. Faculty and
students are alerted when SRTE online forms are available for evaluation purposes. Faculty
should remind students of the importance of the forms and may schedule times for
computer lab use in order to have their classes use the forms during scheduled class time.
The Registrar’s Office should be alerted if a computer lab is to be reserved. Normally 15 -
20 minutes is sufficient time for the SRTE evaluation process.

Weather/Emergencies

In the case of weather or other emergencies, please check the PSUGA website and social
media to determine if the campus is closed or operating on a delay schedule.

The campus website is also updated as soon as a decision is made by the campus
administration. Delays will be announced in two-hour increments, and at the end of the
delay, classes will resume on normal schedules (e.g., if a two-hour delay is announced, the
campus will start the academic day with those classes normally in session at 10 a.m. This
includes classes that start before 10:00a.m. and end after 10:00a.m., such as a 9:25a.m.-

15


http://www.srte.psu.edu/
http://www.psu.edu/dept/vprov/studentrating.htm
http://www.schreyerinstitute.psu.edu/Help/Liaisons/
http://www.srte.psu.edu/
http://www.srte.psu.edu/SRTE_Items
http://greaterallegheny.psu.edu/campus-closing-and-delay-information

10:40a.m. class - this class will begin at 10:00a.m. and end at its scheduled end time of
10:40a.m.). Changes in campus closings or changes in class schedule are also noted on the
campus and University social media.

Every attempt is made to make campus closure/delay decisions before 7:00a.m. for day
operations and before 3:00p.m. for evening operations. In the event weather situations
change after 7:00a.m. or 3:00p.m., campus administration will make decisions as necessary
and communicate those decisions through the appropriate channels.

PSUAlert: Penn State's emergency notification system for students, faculty
and staff. The system will be used to alert members of Penn State's campus
communities of emergencies, campus closings and other urgent information.
Using this portal, students, faculty and staff can choose to receive PSUAlert
messages by text message, voice message and e-mail.

Follow the instructions on the PSUAlert sign up page. Be sure to choose Greater Allegheny
campus.

In Case of an Emergency on Campus

If you have a problem immediately threatening your health or safety, or the health or safety
of one of your students, CALL 91-1.

This number will work from any phone on campus or any cell phone being used on campus.
The call will go to the local dispatcher, who will locate and contact University Police.

Examples of such behaviors would include students who are threatening the safety of
themselves or others, or students exhibiting signs of serious illness or behavior that is
clearly outside the norm for college students.

Do not try to guess who is on campus or who should handle the emergency. Valuable time
is lost in emergencies when bystanders become caught in decision-making dilemmas
rather than taking action. Simply call 9-1-1 and the police will gather the appropriate
persons to handle the situation.

In the case of behaviors that are not immediately threatening, please alert the Chief
Academic Officer, the Assistant Director of Academic Affairs, or the Registrar/DUS
coordinator. Not only may they have resources to help you in handling a difficult situation,
but they may have been alerted to a problem with the same student by another faculty or
staff member, and such patterns may warrant more immediate intervention to help the
student. Please be aware that such disclosures to University officials are allowed under
FERPA and Penn State policy AD11, if there is a “legitimate educational interest,” which
includes “teaching, research, public service, and such directly supportive activities as
academic advising, general counseling, therapeutic counseling, discipline, vocational
counseling and job placement, financial assistance and advisement, medical services, and
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academic assistance activities.”

Details of student problems should not be conveyed in an email for security and privacy
reasons. Finally, should a student ask you for confidentiality in expressing a concern or
problem, you need to let the student know that you cannot promise blanket confidentiality.
Any threat posed to the student or by the student to another person must be disclosed to
the proper authorities.

For more information on Emergency Procedures, see Appendix.

Clery Act - Faculty members who advise student clubs or organizations are considered
mandated crime reporters (or Campus Security Authority or CSA) under the Clery Act.
Please take the Clery Act training if you are a club adviser, or see the Chief Academic Officer
or Police Services for more information. Please remember, however, that all of us have an
ethical obligation to report crimes beyond the mandates of the Clery Act.

Clery Act Training may now be completed online through The Penn State Learning
Resource Network.

As a reminder, the University’s policy requires that each employee designated as a Campus
Security Authority complete the online training every calendar year.

Resources

Parking
Faculty teaching at Penn State Greater Allegheny can obtain a parking permit by
completing the appropriate form. All employees and students must have parking permits.

Copies of this form are available from:
Office of Police Services, Frable 108. 412-675-9130.

Refer to the Map for parking areas. Faculty may park in any unrestricted space in any lot,
including the First Evangelical Church lot, depending on availability.

Keys

Various keys may be needed, depending on classroom assignments and other duties.
Requests for keys to offices, classrooms, or labs should be made via a key request form
available from Academic Affairs. This form must be signed by the Chief Academic Officer
and given to University Police to have the key duplicated for use. University Police Services
will notify an employee when the key is available to be picked up. This form needs to be
initialed or signed and returned to University Police as proof that the key was received by
the appropriate person. If a faculty member needs to gain admittance to the building
during hours when the building is locked or closed, University Police should be contacted.
You may call Police Services directly at 412-675-9130.
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Copying

Copying is self-service on campus. You may use your copy machine code at any walk-up
copier. Please contact Academic Affairs to obtain a code. Print jobs may also be sent directly
from your computer to a copy machine. Faculty are encouraged to make copies through
this means whenever possible. Please contact the Computer Help Desk personnel to assist
in setting up this feature on your computer.

Locations of all copy machines:
1 Computer Center, Crawford -9:00a.m. to 6:00p.m. M-F
Main 110
Frable 203 - Employee Lounge (Near Part-Time Faculty Office)
Frable 101, Academic Affairs - 7:30a.m. to 5:00p.m.; or Police Services can unlock
Ostermayer Building, Room 211
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For very large copy jobs, please use consider using one of the following options:
f Multimedia & Print Center at University Park - they will accept electronic
submissions and then send copied materials through campus mail. One word of
caution: be aware of turnaround time for copy jobs.

1 H.B. South or other local printing services - submit your receipts to Academic
Affairs for reimbursement. (Prior approval is needed for large copy job
expenses.)

Large packets of materials that are bound can be sold in the Bookstore. However, these
need to be submitted to the Bookstore several weeks in advance. They are first sent to
University Park for a copyright check and then to print services.

Copy paper and other office supplies will be available in the rooms where copiers are
located. To order paper and office supplies, please contact Faculty Secretary Nancy Lucas
(nll2Z@psu.edu), 412-675-9143.

When copy machines require servicing, please contact the Computer Help Desk at 412-675-
9498. Please report copier malfunctions as soon as possible.

Supplies

Some supplies are available in the Academic Affairs office (Frable 101) and in the Faculty
Mailroom (Frable 203.) The University will provide all reasonable materials needed for
classroom use.

Supplies are purchased online through EBuy. A general stores catalog is also available for
faculty who need to research their supply needs and copies of the catalog are on file in the
Faculty Secretary’s office as well as in the Office of Academic Affairs. Supplies are normally
delivered within 48 hours of placing the E-Buy order.

Permission by the Chief Academic Officer (CAO) may be necessary to order supplies or
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material either from the Penn State Bookstore on campus, or to order the materials
through EBuy. Instructors should work with the Faculty Secretary as far in advance as
possible to allow time for delivery.

Purchases may be made through the Penn State Bookstore via a campus purchasing card. A
member of the Bookstore staff will call Academic Affairs to get permission before any items
are ordered or charged to the Academic Affairs account.

For special requests for items not available through any of the means listed above, faculty
may contact any of the Academic Affairs staff assistants for guidance on how to obtain the
materials needed. Both the Faculty Secretary and the staff assistants in Academic Affairs
have purchasing cards for faculty use. Note: Please provide staff with the pre-approval
from the Chief Academic Officer prior to placing any orders.

Instructional Support

Audiovisual equipment should be requested through Information Technology Services
(ITS). Please submit all requests to ITS at least one week in advance by contacting the
Greater Allegheny IT Help Desk at 412-675-9458. In addition, the Computer Center
Helpdesk may be contacted for assistance Monday through Friday, 8:00 a.m. to 6:00 p.m.
(412-675-9498). Special requests for help with events after hours are considered and
proper training or personnel may be available to help.

Film requests should be submitted as much in advance as possible to guarantee
availability and to allow for delivery. All film requests are submitted at the Library or by
using the University Libraries - Schedule Videos for Classroom Viewing on-line website.

Please note that all films must be returned by the return date stamped on the shipping
container.

Penn State Greater Allegheny has many multimedia classrooms and labs with special
equipment and procedures. If you are scheduled in an unfamiliar room, please arrange with
ITS to schedule time so that you are familiar with the procedures necessary to use your
assigned room’s equipment. The procedures for accessing the Internet are not the same in
all classrooms or labs. It is imperative that faculty are familiar with the equipment and
leave the equipment in proper working order for the next scheduled class. Access to some
of the multimedia equipment is guarded by having "locked down" access. Keys can be
requested by faculty using these rooms. All multi-media rooms are also locked after class
(unless the next instructor has already entered the room). This is imperative in keeping the
equipment safe.

Keys for cabinets/rooms may be requested through Academic Affairs. If a key is not in your
possession for your class, you can also contact Maintenance (5-9120) or Police Services (5-

9130) and someone will help you gain access.

Instructional support is also available from the University:
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Schreyer Institute for Teaching Excellence - Mentioned earlier, Schreyer has many
resources, including workshops and individual consultation.

Teaching and Learning with Technology (TLT) . a unit of Penn State Information
Technology, also works to guide the University in the appropriate use of technology to
enrich teaching and learning. As noted above, the campus has a Regional Learning Design
Consultant, Instructional Designer, Brian Young, bxy8@psu.edu, who provides support to
faculty.

Workshops - Some are available at a distance by video or online conferencing on a wide
range of teaching and research relevant topics. Learning opportunities workshops are
offered through Penn State’s Teaching & Learning with Technology - Learning
Opportunities (TLT) link and include lynda.com online modules which cover many
software programs. TLT sponsors a yearly conference in March, and has in-person support
available for other initiatives.

Media Commons - a university-wide initiative to enrich the teaching and learning
experience through multimedia technology, classroom training and direct support for
students, faculty and staff. The Media Commons provides 1:1 consultation with faculty
on developing and deploying audio and video projects in a wide variety of courses. A
dedicated consultant, Nick Smerker (njs177@psu.edu) will work with you to set up a
training schedule for your students, deliverables and grading rubrics and to provide
support on-call as you move through the semester. On campus, Media Commons resources
are available both in the Library (loaner equipment and editing stations) as well as in
Crawford Lab (recording studio). Students or faculty can use all equipment for class and
non-class purposes and also make use of the support hotline to be connected to Nick or
another consultant should there be any questions along the way. Nick is also available to
hold in-class training sessions with your students if you have a project that makes use of
the Media Commons—be sure to schedule these sessions early because his schedule gets
booked quickly each semester.

J. Clarence Kelly Library

Your Penn State ID card is your library card. Faculty may check out library materials and
use interlibrary loan services after accepting the Lending Code and registering with the
University Libraries. Please note that all University Libraries' notices will be sent via Penn
State email through your Penn State Access Account.

Library hours for Fall 2017 and Spring 2018 are:
Monday through Thursday 8 a.m. to 6 p.m.
Friday 8 a.m. to 4 p.m.

Saturday and Sunday: CLOSED

Consult the ]. Clarence Kelly Library, Penn State Greater Allegheny website for any changes
in hours as well as holiday, semester break, and summer hours.
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Additional information, including course reserves, is available on the campus’ ]. Clarence
Kelly Library, Penn State Greater Allegsheny and the University Libraries website.

Bookstore
The Penn State Greater Allegheny Bookstore is located in the lower level of the Student
Community Center. The regular Bookstore hours during the Fall 2017 and Spring 2018 are:

Monday-Thursday 8:00 a.m. - 4:00 p.m.
Friday - 8:30 a.m. - 3:00 p.m.
Additional hours may be added at the beginning of each semester, including summer sessions.

Computer Labs (Crawford Building)
Updated information on the Penn State Greater Allegheny Computer Lab and their hours of
operation can be found on the Greater Allegheny IT web page.

Research and Faculty Development: Information and Resources

During the course of each semester faculty will be notified about professional development
sessions available on campus or at other Penn State locations. All faculty members are
encouraged to attend these sessions. Information may come from several sources
including the Chancellor/Chief Academic Officer, the Associate Dean's office, and/or the
Schreyer Institute, among others.

Faculty Travel and Pro fessional Development

Faculty members recognize and accept their responsibility for meeting classes during
officially scheduled times. In cases where a faculty member has to miss one or more classes
because of travel, the faculty member must inform the Chancellor/Chief Academic Officer
prior to finalizing travel plans. Please complete this form at least one month prior to your
travel. You need to secure approval before making travel arrangements.

International travel involves some additional steps, including registration with the Travel
Safety Network (https://tsn.psu.edu/)

Additional support for faculty travel may be requested on an as needed basis if special
circumstances arise. Requests may be made to the Chancellor/Chief Academic Officer by
email. Funds that are not used in a given academic year may not carry forward.

Further Penn State resources pertaining to faculty travel:

The relevant Penn State policies governing the use of Penn State funds can be found at the
General University Reference Utility (GURU): https://quru.psu.edu/policies/FNO1.html

TRAVEL POLICY: https://quru.psu.edu/Policies/TravelPolicySINGLEDOC.html

FN-10 Business Expenses & Activities: https://guru.psu.edu/policies/FN10.html
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PSU Purchasing Card Website: https://guru.psu.edu/p-card/

PSU Purchasing Card Allowable Charges: https://guru.psu.edu/policies/psu/BS14.html

FN-14 Use of Tangible Assets: https://guru.psu.edu/policies/FN14.html

RAO01 — Determining The Allowability, Allocability, and Reasonableness of Costs on Sponsored
Projects: https://quru.psu.edu/policies/RAO0L.html

FNO1- Processing Cash Revenues: https://quru.psu.edu/policies/FNO1.html

Institutional Review Board

The Office of the Vice President for Research is responsible for facilitating the $805-million-
per-year research enterprise at Penn State by working with a broad range of units across
the University. The Office for Research Protections (ORP) is Penn State’s home for research
ethics, where we partner with researchers to maintain the integrity of Penn State research.

The Institutional Review Board (IRB) is a federally mandated entity that oversees the
protection of human subjects in research. IRBs help mitigate potential risks to participants,
including their physical and psychological well-being, confidentiality and privacy,

and autonomy, among others. At Penn State, anIRB must review all research involving
human subjects, and the research cannot begin until the IRB has reached a
determination. This is true even if a researcher perceives there are no risks for people
who participate in his or her research.

For additional assistance, please see the Chief Academic Officer.

Student Services

Academic Support

Advising

Each student at Penn State Greater Allegheny is assigned an academic adviser. Advisers
help students learn to set educational goals, use resources to discover academic
opportunities, and connect opportunities to goals. Advisers assist students in planning for
each semester, explain degree requirements, and provide outreach when appropriate.
Adviser assignments are made by the Advising Manager / Division of Undergraduate
Studies (DUS) Coordinator. The Advising Program at Greater Allegheny is located in Frable
101.

The Division of Undergraduate Studies administers the advising programs for the campus.
DUS is the enrollment unit for students who are exploring the University’s academic
opportunities before deciding on a field of study and for students in transition from one
college or major to another. DUS encourages its students to meet their academic potentials
through well-informed educational planning, as well as through meaningful experiences
such as internships, education abroad, public scholarship, research, and student
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organizations. DUS also advises students in special populations such as provisional /
conditional students (DUSC), dual enrollment students and non-degree students. DUS also
works with and provides training to all academic advisers to ensure accurate and timely
advising services to students.

Advising is considered an essential part of a faculty member’s responsibilities. Important
information on advising is available through the Division of Undergraduate Studies
Advising Handbook and the Academic Advising Portal.

Other informative sites:
Major codes: http://www.registrar.psu.edu/progsumm/index.cfm
Entrance to major requirements: http://advising.psu.edu/entrance-major-requirements
Recommended Academic Plans: https://dus.psu.edu/recommended-academic-plans
College Information Chart: http://advising.psu.edu/college-information-chart
MajorQuest: https://dus.psu.edu//majorquest/
DUS Office Contact Information: http://greaterallegheny.psu.edu/advising

April Belback, Advising Manager, DUS Coordinator,

Frable 103, 412-675-9452 (aeb32@psu.edu)

Debbie Keating, Staff Assistant, Frable 101D, 412-675-9140 (dak33@psu.edu)

Career Services
This Career Services Office seeks to assist students exploring major choices, career
opportunities or internships, co-op learning experiences and those preparing to apply for
part-time and full-time jobs. They also assist alumni or community members seeking
career and retraining expertise. http://greaterallegheny.psu.edu/career __-services
Located in the Crawford Building, Room 105.
Erica Clarke Tachoir, Assistant Teaching Professor of Communications
and Career Services Coordinator ,412-675-9117, (eecl6@psu.edu)
Debbie Keating, Staff AssistantFrable 101, 412 -675-9140 (dak33@psu.edu)

Learning Center
Services include tutoring, study skills, note taking strategies, test taking strategies, memory
and concentration, and learning styles. Tutoring services are available in various subjected
including, but not limited to Math, Science (Chemistry, Biology, Physics), Arts and
Languages (English, Spanish, French), and the Social Sciences (Sociology, Psychology,
Anthropology). http://greaterallegheny.psu.edu/learning ___-center

Located in the J. Clarence Kelly Library, Lower Level.

Siobhan N. Brooks, Learning Center Coordinator , 412-675-9454

(snb106@psu.edu)

Disability Services

Applicants to Penn State Greater Allegheny or current students who wish to

request accommodations based on a disability should contact the Disability Contact
Liaison. Students requesting accommodations must complete requested intake forms and
participate in an intake interview. Documentation supporting the request for
accommodations must be submitted and cannot be more than three years old.
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Documentation is specific to the type of disability that a student has. Individual Education
Plans (IEPs) from high school are not acceptable.
http://greaterallegheny.psu.edu/disability-services

Located in the J. Clarence Kelly Library, Lower Level

Siobhan Brooks Disability Contact Liaison ,412-675-9454 (snb106@psu.edu)

ACE (Academic and Career Excellence)
A federally sponsored Trio Student Support program, ACE provides academic support for
college students who are first-generation, low-income, and/or have a learning or physical
disability. The ACE office provides academic advising, tutoring, supplemental classes,
workshops, career planning assistance, a limited number of need-based grants, access to a
textbook resource library, assistance with FAFSA completion, and assistance with
scholarship, graduate school and internship research.
http://greaterallegheny.psu.edu/center-academic-and-career-excellence-ace

Located in the J. Clarence Kelly Library, Lower Level.

Erica Willis, Project Director ,412-675-9453 (elc147@psu.edu)

Shelly Brown, Academic Counselor, 412-675-9457 (srb323@psu.edu)

Sarah Fresch, Math Academic Coach, 412-675-9198 (szf10@psu.edu)

Debra Pomposelli, Staff Assistant ,412-675-9491 (dap4@psu.edu)

Transcripts

Students may request official transcripts, paper or electronic, through the University
Registrar Office's online ordering system:
http://www.registrar.psu.edu/transcripts/transcripts.cfm. In person requests can also be
made at the Registrar's Office counter located in 112 Shields Building on the University
Park campus. Processing time for all requests, unless express delivery is requested, is five
to seven business days from receipt of request plus delivery time. The price of a transcript
set (set includes All Credit coursework or Non-Credit coursework) is $10.00 each. See
website for delivery options.

Health Services

A nurse is available Monday-Friday 8:00a.m.-5:00p.m. while school is in session during the
fall and spring semesters. An appointment can be arranged with the student to see the
physician and/or counselor by calling the Health Services Office at 412-675-9490. The
physician is on campus Tuesdays, 1-2:30pm. A professional counselor is also available
from Mon Yough Community Services. Students can be seen Monday, Wednesday, and
Thursdays, 9-3pm. Faculty may refer students to Health Services, 412-675-9490, Jennifer
Ross, Campus RN, jur396@psu.edu. Please do not hesitate to call.

University Policies

The University Policy Manual can be viewed online at: GURU - General University
Reference Utility.
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Other important University policies not previously mentioned that are available to
everyone are:
1 GENERAL STANDARDS OF PROFESSIONAL ETHICS - Policy AD-47

1 SEXUAL AND/OR GENDER-BASED HARASSMENT AND MISCONDUCT
(INCLUDING SEXUAL HARASSMENT, SEXUAL ASSAULT, DATING VIOLENCE,
DOMESTIC VIOLENCE, STALKING AND RELATED INAPPROPRIATE CONDUCT)
(Formerly Discrimination, Harassment, Sexual Harassment and Related
Inappropriate Conducj - POLICY AD-85

1 POLICY GOVERNING COPYRIGHT CLEARANCE (Formerly AD-46) - Policy IP0O5

Others policies are mainly for full-time faculty:
1 Penn State Travel Policy (EFFECTIVE JANUARY 5, 2017)
1 MINORS INVOLVED IN UNIVERSITY-SPONSORED PROGRAMS OR PROGRAMS
HELD AT THE UNIVERSITY AND / OR HOUSED IN UNIVERSITY FACILITIES -
Policy AD-39

Still others are applicable only to tenure-line faculty:
T PROMOTION AND TENURE PROCEDURES AND REGULATIONS - Policy HR-23

Title IX statement

“Title IX is a federal law that prohibits discrimination based on sex in educational programs
or activities that receive federal financial assistance... See Penn State’s Student Title IX
Report Response page for a comprehensive overview of how the University responds when
it becomes aware of an incident that may violate Title IX.” See About Title IX for more
information.

Service

Service is an important component of full-time faculty members’ commitment to the
campus and the University. Campus and University Committees constitute one major area
in which faculty members provide service. Admissions events, necessary to recruit and
retain students, constitute another important service activity. The schedule of Admissions
activities are distributed at the start of fall semester. Faculty members must share in
representing their department, program, or discipline at Admissions sponsored events.

[t is also necessary for faculty to be present at academic functions that honor the campus’s
students. Fall and Spring Graduation, the Academic Convocation held during Orientation,
and the annual Honors Convocation are four activities where faculty are required to be
present. During graduation, Academic Convocation, and the Honors Convocation, faculty
should be available for the processional into the ceremony. Academic regalia are required.
If faculty do not wish to rent or purchase regalia, they are still invited to attend and sit in
the reserved faculty area. Please note as well, if serving on a committee, faculty should
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make every attempt to attend committee meetings and committee sponsored events.

Calendars

Greater Allegheny Campus Event Calendar (Google):
http://greaterallegheny.psu.edu/campus-event-calendar

Academic Calendars - on the University Registrar’s website:
http://www.registrar.psu.edu/academic _calendar/calendar index.cfm

Teaching International, the campus global curriculum project, maintains a calendar
(Google):
http://greaterallegheny.psu.edu/teaching-international-event-calendar
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Appendix

Updating University Directory Information
To update your directory information, log on to WORK.PSU.EDU

(Note: for official home address changes, update your W-4 in the Employee Self-Service
Information Center, ESSIC.)

PENNSTATE
| _Zir)

WebAccess
Q €3 Logout

Published Services Utilizing WebAccess

® Penn State Portal

® Penn State WebMail

* www.work.psu.edu

* downloads.its.psu.edu

» Web Developers' Forum

* ITS Seminar Registration System

* Penn State Course Management System, ANGEL
* University Collaboration Suite (UCS)

« GURU- General University Reference Utility
* Meeting@PennState

@ Travel onlLion - Online Travel Reservations
« The Graduate School Application

* clion

& rReminder: When you are finished using all authenticated Web resources, be
sure to logout.

The Pennsylvania State University ©2015. All rights reserved.
Nondiscrimination Policy - Privacy and Legal Statements

Once in the www.work.psu.edu area, at the bottom of the page choose Add/Change Other
Directory Information.

Change your e-mail forwarding address
Add/Change Other Directory Information
Start/Stop Vacation Auto-Reply

Your Groups (11)

Your Class Mailing Lists

There are some fields you can change and some you cannot. It should be obvious which
ones are changeable by the appearance of the form.

LDAP eatry for j

Preferred Name JOHN DAVID PELES
Nickname:
(NOTE: Not used for e-mail delivery)

E-mail: jdp] 2@psu edu.

Notice that the Alternate E-mail ID field is where you may establish an alias email.

Personal website will display the URL for your personal web page. It does not have to be
on Penn State’s personal web page. Use the field labeled URL in work.psu.edu:

URL: |http://www.personal.psu.edu/jdpl2/
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On greaterallegheny.psu.edu it will look like this:

Personal Website: hitp:/fww.persenal.psu.edudp12/

Education: PhD in Zoalogy, 1995, Miami University
IS in Biolagy, 1991, IUP
BS in Environmental Health, 1989, IUP

Research Interests: Pl and of aquatic to
toxicants
Factors influencing the uptake and distribution of radionuclides in aguatic
organisms

Projects: Recent publication

Peles, J. D. 2013. Effects of chronic aluminum and copper exposure on growth and
development of wood frog (Rana sylvatica) larvae. Aqualic Toxicology 141:242-248

Office Hours: Tuesday 2:00-4:00 and Wednesday 9:00-12:00

Education is the label used to display your degrees. Enter information in the field labeled
Colleges:

Collgges: PhD in Zoology, Miami University, 19955
MS in Biology, Indiana University of
PR, 1991
BS in Environmental Health, Indiana -
University of PR, 1989

m | »

On greaterallegheny.psu.edu it will look like this:

Education: PhD in Zoology, 1995, Miami University
MS in Biology, 1991, IUP
BS in Environmental Health, 1989, IUP

Research interests would be entered into the field labeled Research:

Research: | Prhysiclogical and biochemical responses
of aguatic organisms to environmental
toxicants
Factors influencing the uptake and
distribution of radionuclides in

m| »

1

On greaterallegheny.psu.edu it will look like this:

Research Interests: Physiological and biochemical responses of aquatic organisms to environmental
toxicants
Factors influencing the uptake and distribution of radionuclides in aquatic
arganisms

We are using the field on work.psu.edu called Project for you to promote your latest work,

labeled Projects on the web site:

Project: | Recent publication:
Peles, J. D. 2013. Effects of chronic
aluminum and copper exXposure on growth
and development of wood frog (Rana -
sylvatica) larvae. Aguatic Toxicology

m| s

On greaterallegheny.psu.edu it will look like this:

Projects: Recent publication:
Peles, ). D. 2013. Effects of chronic aluminum and copper exposure on growth and
development of wood frog (Rana sylvatica) larvae. Aquatic Toxicology 141.242-248,

Finally, some have encountered difficulty when entering too much information in fields
such as education. Unfortunately, there is no way to tell where the line is between too much
and OK. If your information fails to appear on the web directory after a day or so, then
there is likely too much and trial and error will be needed to fix the problem.
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CANVAE Getting Started

Canvas Learning Management System offers students and faculty new ways to nmenéggte, and
access their courses onlin@ntrally provided support resourcesre available foffacultyto use Canvas.
Please consult with you€anvas Liaisoiifp://canvas.psu.edu/canvaliaisons) [at Greater Allegheny
—Kris Sciullipr your local Campus Instructional Designer(s) to learn more about where you stand with
the Angel to Canvamigration process, faculty preparedness, and local support resources.

Canvas Traininghttp://canvas.psu.edu/
IT Learning and Development offers some live training (and recordings of training sessions) for faculty.
There are some sessions before the start of Fall semester.

Angel to Canvas Conversion Assistance Reguest Form

The Conversion Assistance Request (CAR) Form allows you to request conversion support for courses
that may require substantial migration support (muldgjuizzes, content integration, etc). At this time

the CAR Form requests will be addressed-tishefirst serve as resources become available. There are
many courses that are in the migration queue at this time.

f Log into canvas

1 Under Faculty Resources tab on top, choose: Canvas Learning Center

Canvas Learning Centjs

1 Log in under the WebAccess Option. (Note: if you have already logged into a PSU system using
your userid and password, then scroll down and click orAMGEESS THENDAAS LEARNING
CENTER

f Click o(PACCESS THE CANVAS LEARNING CENTER
(There are numerous resources here, with links to training, help features, and help for linking to Angel.)

On the left side, under thelOMEbutton, click on the Modules link. Here yowuncaccess any feature of
Canvas that you want to learn about. (Note: You can access your courses and dashboard here as well)
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E=I  Penn State Canvas Learning Center

Weicome to Penn State's Canvas Learning Center!

Actoms o Comvas Lowrung Puth  Brone e

To learn how to upload a word or pdf file of your syllabus, g@ltalule 3: 3a. Intro to Content Options

You are not requiretb use all features of Canvas. Use what is appropriate for your coHi@sever,
we askAthat ata minimum, you uApload your syIIapuAs (or use the syllabus feaituvre of Canvas) and make 3
ddz2NB (KS O2dzZNBS KI & 0SSy aLldzo f AiakyBuhave appadédK | G a i dzR

To make the course open to the students (publishelidk onAll Coursesthen click on the course, and
then click on theé?ublishbutton:

o 0 o - DT ]

To upload a syllabuslick onFILE$lown the lefthand side. Then on the top right,@seUpload.

Home

Q O items selected + Folder & Upload
Assignments
Discussions ~mC on 002: Intrc  Name + Date Created Date Modified Madified By ~ Size
> =0
Grades [-E Dec 26,2016 Dec 26,2016 Kristin Sciulli 13 KB &
15y
| e04xds Dec 29,2016 Dec 29,2016 Kristin Sciulli 37 KB L]
FEH| e06xds Thursday Thursday Kristin Sciulli 51 KB a
‘ﬁ e Mand Monday a
Y . o
=] Excel Basics poix Dec 28,2016 Dec 28,2014 Kristin Sciulli 64 KB @

\

al 1S adaNB GKS aef f [Tiadziitshoild hafe 3hB gréehdsiaddol nexiditR ¥ itdis
still grey, you need to click on the symbol to make the file visible to the students.
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Emergency Procedures

PENN STATE GEATER ALLEGHENY UNIVERSITY POLICE

PENNSTATE
e

Emergency: 911

University Police: 412-675-9130 POLICE

Physical Plant: 412 -675-9120

FIRES

9 In case of a fire, employees should activate the nearest fire alarm pull station.

1 Close doors behind you (DO NOT LOCK) as you exit the building.

9 Evacuate to a safe area at least 500 feet from the building and out of the route of responding
emergency equipment.

9 Do not use elevators.

1 Notify 911.

1 Reportany trapped or handicapped persons needing assistance.

EXPLOSIONS

1 Activate the building fire alarm.

1 Evacuate the building using the closest safe exit and inform others to do the same.

1 Move atleast 500 feet away and upwind from the explosion site.

1 Notify 911.

1 Do notre-enter the building until Police declare it safe for reoccupation.

HAZARDOUS MATERIAL SPILL

1 Evacuate personnel from the spill area and alert all people in the vicinity of the spill.

9 Isolate persons who may have been contaminated by the spill and have them remain in the area
for decontamination by emergency personnel. If appropriate, use safety showers immediately.

1 Call 911 from a safe location. Be specific about the nature and location of the spilled material, if
known.

1 Isolate the spill area and close doors to the room if it is safe to do so.

1 Do notre-enter the area until Police declare it safe for reoccupation.

ACTS OF VIOLENCE

1 Ifyou hear gunfire immediately seek refuge, preferably in an area that can be locked from the
inside.

1 Lock, wedge, or barricade doors.

9 Turn off lights. Remain still and quiet.

9 Ifitis safe to do so, use any available phone to call 911.

I Monitor your surroundings.

1 Should you be confronted by the shooter(s) YOU must decide on your action:

9 Ifyou hide, minimize all movement.
9 Ifyou run, zigzag as you move.
1 When you exit a building run as fast as you can to safety with your hands in clear view.
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9 Ifyou must defend yourself, resolve yourself to winning the encounter; use every
resource/weapon at your disposal, use the element of surprise, and do not ease your
attack until the shooter is immobilized and disarmed.

9 Be aware that you might be perceived as an attacker by responding law enforcement
personnel. Do not make furtive or sudden moves when confronted by a responder.

BUILDING LOCKDOWN

T
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Alockdown is used to isolate persons from a danger and involves locking a building and barring
admission to outsiders.

University Police or building monitors will lock inner doors and place postings that the building
is under a lockdown.

Lock or secure offices and classrooms.

Limit your exposure to view, remain quiet, monitor your surroundings.

Listen for commands or instructions from Police and building monitors.

Use your cell phone for receipt of text messages updating instructions and information.

Remain in shelter until notified by Police that the emergency is over and it is safe to resume
normal activities.

MEDICAL EMERGENCIES

9 Dial 911 and report the emergency.

9 Unless trained, do not attempt to render first aid before assistance arrives.

9 Unless the environment becomes unsafe, or the injury becomes life-threatening, do not move a
person who has fallen or appears to be in pain. Keep the person stable, in a comfortable
position, and covered if necessary.

9 Appoint someone to go outside to direct emergency responders to the person needing
attention.

AED USE

9 Ifyou are trained in use of an AED, ensure that the 911 system is notified.

1 Appoint persons to guide the emergency responders to your location.

9 Make sure that the scene is safe and the victim can be approached safely.

9 Open the AED case and activate the switch on the front of the unit.

9 Follow the instructions contained inside the case, and the oral directions given by the AED to

attach the leads, assess the victim, and use the unit.

EMERGENCTZOMMUNICATIONS
Penn State Greater Allegheny has a variety of emergency communication methods available which
will be used during an emergency. These include:
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Penn State Greater Allegheny Web site (www.greaterallegheny.psu.edu)
Outside media announcements

Text Messages (http://newswires.psu.edu/ )

Voice Mail

PSU Alert - to sign up go to https://psualert.psu.edu/psualert

Emergency: 911
University Police: 412-675-9130
Physical Plant: 412-675-9120
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