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INTRODUCTION

This guidebook was prepared by members of the Task Force on the Status of Women in the Colleg
of Sciences and Humanities as a quick and informaleeteron several aspects of faculty life which we
feel are very important. In a sense, this booklet has elements ofyefirssurvival guide for faculty, but
colleagues who have been at Ball State longer also may find some helpful sections.

We highly recommend that all facultgke the time to familiarize themselves with the many
resources and links available through the main Faculty & Staff webpage
http://cms.bsu.edu/Gateways/FacultyandStaff.agpese include the Administrative Toolboxcademic
Toolbox, and Employee Toolbox. Other useful information; sucboasse Planner and Course Catalogs,
is available via the Current Students webpagew.bsu.edu/studentservices/

We have triedo make the information as accurate as possible at the time of printing. This version
of the guidebook is an update of previous versions. The guidebook is not to be construed as a policy
manual. For official policy, please refer to thaculty and Profgsional Personnel Handbowkich can
be obtained dime atwww.bsu.edu/hrs/handbooks/



http://www.bsu.edu/studentservices/
http://www.bsu.edu/hrs/handbooks/

TAKING CARE OF BASIC NEEDS

BOOKSTORE

The Ball State Bookstore is located in thésA& Journalism building, first floor, at the north end
of the Atrium. It is leased to Barnes & Noble as the main textbook supplier. Textbooks can be ordered
online or at the textbook desk each semester, and a notification will be sent by the Bookbtote/d
other local bookstores, CBX and TIS. An early reminder will be sent to each faculty member via email
regarding textbook order renewals/changes for the upcoming semester.

CATALOGS 1 GRADUATE AND UNDERGRADUATE

The website to access the Graduwatd Undergraduate Catalogs is
www.bsu.edu/academicsystems

COLLEGE FACULTY SOCIAL NETWORK

SCIENCES AND HUMANITIES

COLLEGE FACULTY SOCIAL NETWORK 2009-2010
Facilitated by the Task Force on the Statusf Women

All faculty, tenured, tenurtrack and contract- male or female, married, single, divorced,
separated as well as those with significant others who are commuting partners or spareséesvited to
signup byema i | t o s elustens pf likeninndesd nopohilal-ori@éntded social activities. The
clusters for 2009/2010 will be:

FRIDAY NIGHT VIDEO A ND COFFEE (MONTHLY) (ORGANIZER , STEPHANIE BESWICK)

WEEKEND DINNER AT A MUNCIE RESTAURANT (MONTHLY) (ORGANIZER,
STEPHANIE BESWICK)

FRIDAY NIGHT PUB (MONTHLY) AT THE FOO T LOCKER i NO SMOKING (ORGANIZER,
STEPHANIE BESWICK)

FRIDAY NIGHT PUB_ (MONTHLY) (ORGANIZER , MELINDA MESSINEO) AT HIEROT i
(SMOKING)

JAZZ 7 JAZZ KITCHEN , INDIANAPOLIS (ONCE OR TWICE DURING THE SCHOOL YEAR
DEPENDING ON CLUSTER MEMBERS) (ORGANIZER, STEPHANI E BESWICK)

BLUES T SLIPPERY NOODLE, INDIANAPOLIS (ONCE OR TWICE DURING THE SCHOOL
YEAR DEPENDING ON CLUSTER MEMBERS) (ORGANIZ ER, STEPHANIE BESWICK)

COMEDY i CRACKERS COMEDY CLUB i BROAD RIPPLE (ONCE OR TWICE
DURING THE SCHOOL YEAR DEPENDING ON CLUSTER MEMBERS) (ORGANIZER,
STEPHANIE BESWICK)



http://www.bsu.edu/academicsystems

If any of the above social clusters would be of interest to you, pleasd Stephanie Beswick
(sftbeswick@bsu.edu Most clusters will b chaired/organized by Stephanie Beswick. The clusters will
be formalizedn September and signag cluster members will be contacted shortly thereafter. Any
gueries, please contact the College Faculty Social Network organizers, Stephanie Beswickratad Meli
Messineo.

We believe that this Network will aid in faculty retention, as well as provide more support for new
faculty and staff who have just arrived in Indiana and/or Muncie. It will facilitate familiarity among those
who may serve together in upcaomgicollege and university committees. Lastly, it will make Ball State
more supportive of those faculty (international as well as domestic) who work for the university but live
apart from their spouses and/or their families as well as others who magrested in nowhild-
oriented activities.

COMPUTER ACCOUNT - EMAIL

Getting your BSU email account is a tstep process that must be done in person. First, go to the
Registrardéds Office on the ground | ecordgomthe Luci
Robert Bell Building, Room 165, with your BSU ID. You will receive your username and password.

This account is for university business, rather than for personal matters.

DEPARTMENTAL CULTURE AND RULES OF ETIQUET TE

Every departmentds unspoken rules of etiquett®ur advice is that you try to learn them
quickly.

For example, there is axdministrativeCoordinatorin each departmental office, and in many
departments there are additional office staff members. They are extremetyaimpeople, and can
make your life easier. Find out from your mentor what they will and will not do to assist faculty. Never
assume that you can take a pen, pencil, paperclip, stapler, etc. from their desk to use for even a moment
If you need to tum in a form, or other document, to them when they are away from their desk, be sure to
find out where they would like you to leave it. Their desk is their personal space. Never violate it. And,
if you stop to chat, remember that you may have someifneg but they may not be free at the moment.

Learn quickly about basic supplies like pens, paper, CDs, and ink cartridges for your printer.
Where are they kept? Can you help yourself to them based on your instructional needs, or are supplies
kept undefock and key? Similarly, what are the rules governing use of the copy machine and FAX
machine?

If you want to speak briefly with the department chairperson, can you just drop in, or do you need
an appointment?

If there is a department conferenceropomi s it used only for #fAoffi
events, or can faculty and their students use it informally?

Who can post items on department bulletin boards?


mailto:sfbeswick@bsu.edu

Your office is your territory, but remember to be considerate of those in neigblmffices.
Loud music, loud telephone calls, or loud office hour conversations with students can prevent colleagues
from accomplishing their work.

Gossip spreads through departmental grapevines. Handle it with caution!

EQUIPMENT OR FURNITURE

Theuniversity stores excess equipment and furniture. If you need furniture or equipment for your
office or lab, call Jim Scott, Manager of Inventory Control,-2881. If what you need is available,
complete an Excess and Inventory Control Form, called-a@B You can get the form from your
Departmental office. Do so AS SOON AS POSSIBLE and consider delivering the request in person to
Mr. Scott after you have the needed signatuBs.not throw equipment or furniture away without
consulting yourAdminigrative Coordinator.

FACULTY IDENTIFICATI ON CARD

All faculty and staff are given a BSU photo ID card. All students, staff, and faculty will be assigned
an identification number other than their social security number. This practice was establisded tio
protect the identity of users.

Your BSU ID serves as your library card, MITS bus pass, and admission to campus recreation
facilities once you have made arrangements with Recreation Services. Discounts are available at the BS
Bookstore, Emens dditorium, Ball State Theatre, and sporting events. Discounts may be granted at
other bookstores and campus area locations. The discount percentage or amount varies at each locatior
and each performance/event, so make sure to ask about discounts wingnpuaihases.

You can obtain your picture ID card, or replacement card, at the Registrar's Office. You need to
bring another type of picture ID (i.e. a driver's license, charge card with picture, etc.) with you to prove
who you are. If you forget yo8SU ID number, you can obtain the number online by going to the BSU
main webpagehttp://cms.bsu.edu/Gateways/FacultyandStaff.asukclc ki ng on A Gedt iYhou
the Employee Toolboxraa.

FAX SERVICES

Some departments have their own FAX machines; others share with another office. Please check
with your departmental secretary. For long distance FAY&Swill need your authorization code.

FINDING A JOB FOR A SIGNIFICANT OTHER

While finding suitable employment in any new setting poses challenges and usually requires a
concerted effort, we have some specific suggestions of places to look in East Central Indiana and some
strategies. And, we think that the outlook is very optiiaist


http://cms.bsu.edu/Gateways/FacultyandStaff.aspx

Tell everyone you meet that your significant person is looking for a job and what type of
job. Your department chair and mentor may be able to help with the networking.

If a faculty position at Ball State is the goal, your spouse/partner/friend teesetsan
appointment to introduce themselves IN PERSON to the department chair of an
appropriate department at Ball State. Sometimes the chair knows that a contract position
or tenuretrack position will become open before it is advertisAtso, a chaperson who

is well-connected in the state and community may know of opportunities elsewhere.
Sometimes a contract position becomes available quite suddenly, days or months after you
discussion, and a chairperson has to fill the position quickly. Ktbe knows that your
partner i s a strong candidate, your part:
Being hired as a contract faculty member is a good thing. While a t&aakeposition

may be the ultimate goal, a contract position ba a great stepping stone toward a tenure
track hire. It gives a person a chance to know the department faculty, students, and
curriculum, and when a tenuteack position opens up, one often is in a good position to
compete for it.

On the BSU website¢he University Human Resources Services lists open faculty positions
atwww.bsu.edu/hrs/jobpostings

If a faculty position is the goal, and there are no appropriate openings at Ball State, there
are othercolleges and universities within reasonable commuting distance. A look at their
websites will help you identify potential departments. Other institutions include: Taylor
University in Upland; Taylor University in Fort Wayne; Indiana Wesleyan College in
Marion; Huntington University in Huntington; Anderson University in Anderson;

University of St. Francis in Fort Wayne; Indiana Universttyrdue University Fort Wayne
(IPFW); Earlham College in Richmond; Indiana University East in Richmond; Indiana
Universty Kokomo. And, in Indianapolis, you will find: Butler University; Indiana
University-Purdue University Indianapolis (IUPUI); the University of Indianapolis; and
Marian College. Additionally, there are more specialized institutions, such as the Art
Institute of Indianapolis, the Writerds Ce
Business College, with facilities in Anderson, Fort Wayne, Indianapolis, Marion, Muncie,
and the Indiana Institute of Technology in Fort Wayne. IVY Tech, the growingradi
community college system, has nearby campuses in Muncie, Kokomo, Indianapolis, Fort
Wayne, Richmond, and in Marion. With a doctorate, a person might find administrative,
as well as teaching opportunities, at IVY Tech.

If a teaching position in a2 school is desired, you can find a list of school districts in
Delaware County by going teww.bsu.edu/hrs/worklife/relocaticand clicking on
ASchool Systems. o Ot h esonalsleccontmuting distancg or at |
include those in the surrounding counties of Madison, Grant, Blackford, Jay, Randolph,
Henry, Hamilton, and Hancock. The Indiana Department of Education website lists
schools in each of these countiesidib://mustang.doe.state.in.us/SEARCH/search.cfm
Click on ASearch by I ndiana County Map. o
is also a possibility. The larger school districts, such as Indianapdli&raderson, often

have openings very late in the summer and still are hiring as the school year begins.

For questions about teacher licensing in Indiana, contact the BSU Office of Teacher
Education Services. Dr. Judy Millgamiller5@bsu.eduis the Director.

If a position in the healthelated professions is a goal, there are many opportunities in
Muncie, as the city has become quite a regional health center for East Central Indiana.
Ball Memorial Hospital, jussouthwest of the BSU campus on University Avenue, is a
modern, multifaceted facility, with satellite centers such as a Cancer Center, Wound
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Center, Imaging Center, and Pain Clinic. The Cardinal Health System provides access to &
wide range of physiciaservices from Family Practice to Specialty Care. The American
Health Network on Morrison Road is a large Family Medicine practice, with its own
laboratory and surgical facilities. Other hospitals in the area include Blackford
Community Hospital in Harti@ City, Community Hospital of Anderson, Renaissance
Specialty Hospital i n Muncie, and Saint
communities and nursing homes in the area also employ large numbers of skilled health
professionals.
Ball State hiresnor e and more people into position
AStaff, o and AService. o Some require vert
computer programmers and media design experts hired by the Center for Media Design.
Other pogions require the skills of a college graduate with a good liberal arts background,
or polished secretarial skills. Check out these listingsnat.bsu.edu/hrdy clicking on
AEmpl oyment Oppor toueygisterwith sluman Reourees tontze gallea | s
for temporary office support staff jobs to replace staff members on vacation or sick leave.
If there is an interest in employment in Social Services, you may wish to explore websites
such as that of the India@amily and Social Services Administratiorvatw.in.gov/fssa/
Delaware County agencies concerned with social services include the Community Action
Agency, Life Stream Services (formerly called the Area Agency ang)gMeridian
Services (formerly called Community Mental Health), Youth Opportunity Center, and
Planned Parenthood. The United Way will have a listing of all agencies which receive
United Way funds. And, your partner may wish to make an appointmenawigmber of
the BSU Department of Social Work, even if you have no interest in university teaching.
Expl or i nfgr-ptrtod iAimbotor gani zations wi | | be f
of AParent Resourceso suppllsivediteatn t he Mul
www.muncie.k12.in.us/parent_resources.htmA web search of dind
not for profitodo also results in a wide Vi
A listing of professionatmployment agencies may be seen from the website
www.bsu.edu/hrs/worklife/relocation/
Sometimes partners will decide to live on the northeastern corner of Indianapolis so that
one can take advaage of professional opportunities in the larger metropolitan area. Law,
banking, research science (e.g., Roche, Lilly, Dow Agro Sciences, Indiana University
Medical Center), sports (e.g., Colts, Pacers, motor speedway, NCAA Hall of Champions),
retail (e.g, Circle Center Mall, Keystone at the Crossing, etc.), museums (e.g.,
Indianapolis Museum of Art, Indiana State Museum, Eiteljorg Museum of American
Il ndi an and Western Art, Childrenb6s Museul
artistic venues (e.glndianapolis Civic Theatre, Indianapolis Chamber Orchestra,
Indianapolis Symphony Orchestra, Indiana RepertoryTheatre, Madame Walker Theatre
Center, Arts Council of Indianapolis), restaurants of many varieties, and much more are
all areas of opportunitiyn the big city.
Additional items of possible interest in the Indianapolis job search include:
Albert, Erin. 20081 ndi anapolis: A Yo.uAuthorHduse.f es s
Indianapolis Urban League Young Professionaisw.indyhub.org
Indianapolis Young Active Professionalsww.yapclub.com/indianapolis/
Indianapolis Chapter of Young Nonprofit Professionals Network (YNPN),
www.ynpn.org Indiana Historical Sociefyndiana Humanities Council
If your partner would like to add to his/her educational credentials, both Ball State and
IVY Tech in Muncie offer a myriad of opportunities. At Ball State there is tuition
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remissionfor undergraduate course work for spouses of faculty, and graduate students
can apply for assistantships that carry tuition remission as well as stipend.

o Be creative. Be patient. Many spouses/partners of BSU faculty have found terrific jobs in
Muncieand the environs. You can, too!

e Forapegg al k and/ or help in brai nslo42ramndiaskdpr c .
contact information for a member of the Task Force on the Status of Women.

FOOD SERVICE i ON CAMPUS DINING

All Ball State Dinng locations are open to faculty and staffost are located in student residence
halls. BSU Dining offers nice variety, and the quality of the food is good. While students may have
meal cards, faculty generally pay with cash, Visa, or Mastercardcorhplete listing of campus dining
locations and menus can be foundhi#p://bsu.edu/dining/locations

You can also place orders for sodieing locations online from any computer at
www.bsu.edu/dining Customize your order just | ike you
food ready, and then pick it wup at that ti me.

The Atrium T Arts andJournalism Building (On McKinley, north of Teachers College)

Hot Breakfast / Breakfagb-Go
7:30-10:30amM-F

Sbarr@ The Italian Eatery
10:30am10:00pm M-Th
10:30am7:30pm F
10:30am3:30pm Sat
10:30am7:30pm Sun

Block & Barrel
10:30am10:0pm  M-Th
10:30am7:30pm F
10:30am3:30pm Sat
10:30am7:30pm Sun

Chick-Fil-A Express
10:30am10:00pm M-Th
10:30am7:30pm F
10:30am3:30pm Sat
CLOSED Sun

Atrium Creations and Caliente
10:30am7:30pm M-F
CLOSED SatSun

The Atrium (cont.)

The McKinley Grille
10:30am9:00pm M-Th
10:30am7:30pm F
10:30am3:30pm Sat
10:30am7:30pm Sun

Student Center Taly Food Court
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Starbucks

6:45 a.m:Midnight M-F

7:30 a.m:10:00pm  SatSun
Taco Bell

10:30am8:30pm Daily
Emporium/Gra-n-Go

6:45am8:30pm M-F

7:30am8:30pm SatSun
Homestyle/Custom/Grill/Deli Sandwiches

Breakfast Homestyle Buffet/Waffles/Omelets 6:45am10:30am M-F

Lunch 10:30am4:30pm M-F

Dinner 4:30pm7:30pm M-F

Breakfast Homestyle Btdt Only 7:30am10:30am SatSun
Homestyle/Custom/Grill/Deli Sandwiches (cont.)

Lunch (Grill Only) 10:30am4:30pm SatSun

Dinner (Grill Only) 4:30pMm7:30pm SatSun
Salad/Soup Station

Breakfast (Fresh Fruit Only) 6:45am10:30am M-F

Lunch 10:30am4:30pm M-F

Dinner 4:30pm7:30pm M-F

Limited Salad Bar 10:30am7:30pm SatSun

Bookmark Caféi Bracken Library(Southeast CornérFirst Floor)

7:30am9:30pm M-Th

7:30am3:00pm F

CLOSED SatSun

Elliott Hall Dining 7 On Talley (Across from Student Center, behind Wagoner and Elliott halls)
Main Dining Service

7:30am-9:30am M-F Breakfast
11:0Gam-1:30pm M-F Lunch
11:00am1:15pm M-F Lunchi Pasta/Sthfry
4:300m-7:00pm M-Th Dinner

Yin Yang
11:00am1:15pm M-F Lunch

Grill
11:00am1:30pm M-F Lunch
4:300m-7:30pm M-Th Dinner

LaFollette SquareDiningi LaFollette Hall (On McKinley, across from Arena)
Americabds Buffet

7:00am-10:30am M-F Breakfast

5:00pm-7:30pm Swn-Th Dinner
Courtside

11:00am7:30pm M-F

Noon-7:30pm SatSun

Out of Bounds Market an@rocery Area



8:30amMidnight M-Th

8:30am8:30pm F

7:30am8:30pm Sat

7:30am9:30pm Sun
Out of BoundsGrille Area

11:00am8:30pm M-F

7:30am8:30pm SatSun

Noyer Centre Food Malli Noyer Hall (East of the College of Business)

Retreat
11:30am1:30pm M-F A la carte faculty/staff dining (students
allowed only as faculty/staff guests)
5:000m-8:00pm M-F All -you-careto-eat, open tall
Crispy Greens/Fruits to Nuts
10:30am7:30pm Daily
Fruit to Nuts
10:30am7:30pm Daily
Burgersn-Spuds
Breakfast 7:30ari:30pm daily
7:00am7:30pm M-F
7:30am7:30pm SatSun
Pasta, Stir Fry, and Panini
10:3Gam-7:30pm Daily
Mo mo s
10:30am2:30pm Daily Lunch
4:300m-7:30pm Daily Dinner
Market Deli
10:30am9:00 pm Daily
International Café
7:30am-10:30am M-F Breakfast
11:30am1:30pm M-F Lunch
5:000m-7:00pm M-F Dinner
Yummies
7:00am-7:30pm M-F
10:30am7:30pm SatSun
Marketplace
7:00amMidnight M-Th
7:00am9:30pm F-Sun

Studebaker West Complex (East of the College of Business and Noyer Centre)

Micro Cafe
8:30am9:30pm M-F
5:000m-9:30pm Sun

Woodworth Commonsi Woodworth Hall (On Riverside, east of Scramble Light)
el Fire Dragon
10:30am7:30pm Daily



DellaCasa

10:30am7:30pm Daily
Deli World
10:30am9:00pm M-F
10:30am9:00pm Sun
Woodyds Grille
10:30am7:30pm Daily
Comfort Zone
7:00am10:30am M-F Breakfast
11:00am2:30 pm M-F  Lunch
5:00pm-7:30pm M-F Dinner
Patisserie
7:00am7:30pm Daily
Riverside Emporium
7:00amMidnight M-Th
7:00am9:30pm F-Sun

PARKING AND ON -CAM PUS TRANSPORTATION
Parking Permits

During the academic year, parking permits are required during the enforcement hours of 7:00 a.m. t
7:00 p.m., Monday through Friday, unless otherwise posted. For summer parking restrictions, watch for
ALLBSU announcenents on Outlook, or contact Parking Services. Faculty qualify for a General
Faculty/Staff Permit (yellow) or a Restricted Permit (red). You may only purchase one permit, but can
register additional vehicles. Younust display the window decal on the vele which is parked on
campus. Information on Faculty/Staff Permits can be obtained from the BSU Parking Services website a
http://www.bsu.edu/parking/faculty/

If you are an Indiana resident ande&e your new license platafteryou have applied for a
parking permit, be sure to contact Parking Services and update your vehicle information on file. You
must report changes in address, vehicle license number, or ownership to Parking Servicésewvithin
business days. You can report changes in person at the Parking Service Office (see addresddrelow
APayi ng f or )Paviakemail gt:pdPkerg@hsutedud

With a General Faculty/Staff Permit, you may parkiyof the yellow lots fron 7:00 a.m. to 5:00
p.m., Monday through Friday, and in the Restricted lots after 7:00 p.m. unless otherwise posted.

With a Restricted Permit, you are limited to one assigned Restricted (red) lot. The assigned lo
number is indicated on the window @g&c If your restricted lot is full, then you are permitted to park in
any General (yellow)ot or Commuter (greenpt. Restricted lots are reserved from 7:00 a.m. to 7:00
p. m. , Monday through Friday, and &a8re categori z:«

In the20092010schoolyeara variety ofconstruction projects may result in changes in parking
policy. Callthe Ball State Parkg Hotline at 2851208for more information or consult the parking
websiteat www.bsu.edu/parking/

Paying for Parking Permits
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Parking fees can be paid all at once by check or déaster Card or Visayr over time by payroll
deducti on. You can have up to eight eagbhtducti on:
deductions for a AGeneral 06 permit. There are 1
must fill out the appropriate form which is available from Parking ServiEasking Services is located
on the lower level of the L.A. Pittenge Student Center, Room L-1. (Corner of University Ave. and
McKinley Ave.)

Parking Hotline

For the latest information from Parking Services about hours, the availability of permits in restricted
parking areas, vehicle registration information, or tickeponse, consult the parking website
www.bsu.edu/parkingor call Ball State Parkin§ervices (289.208).

Parking at Another Campus Location

All parking facilities, except metered spaces, require a papgengit during enforcement hours.
Regular metered spaces are for 45 minutes. Even if you have a parking permit, you naaytoaek at
meters but the meter fee must be pai@ihere is metered space in the three parking garages. Itis on the
top level d the Emens parking structure, and on the first leféhegarage behind thiéittenger Student
Center and the McKinley Avenue garage behind the Music Buildi@grrently, it costs $5 per day or $1
per hour to parkn the three parking structures.

We recommendaot parking in spaces marked Permit 97 unless you have a permdtisTgarking
for those with severe disabilitieTickets are $11and your vehicle will be towed at your expéense

If you use a car from the motor pool, you must park youn oar in thespace of the BSU car you
are using.The car you park must have a BSU permit, or you will get a ticket.

Parking Tickets

Tickets are taken seriously and must be paid or appealed by the date noted on the ticket. You have
10 business days take care of this or a late fee will be assesséapaid parking tickets will result in
the withholding of any future salary increase A violation received under extenuating circumstances
may be petitioned to the Review and Appeal Committee. Appeatfarenavailable from Parking
Services and must be filed within 10 business days after issuance or the right to appeal is forfeited.
Notification of the committee's decision will be sent by mail and is final and binding.

Vehicle Immobilization Boots& Towing of Vehicles

If you park in a towin zone or park overnight in a lot where this is not permitted wjthue towed.
All faculty/staff and commuter surface lots, and parking structures are posted for no overnight parking
Monday through Fridaylf your car is towed, you will have to retrieve it from Nye's Wrecker Service
located aBO1 S. Liberty St The phone number is 2&D92. The towing charge must paid incash.
Towing fees cannot be appealel ticket for improper parkingvill be written before the vehicle is
towed. Vehicle immobilization boots and towing are currently used by Parking Services if five (5) or
11
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more outstanding citations hagecunulated All in all, people who have been through this report that it
is a most unpleasant@vwt. We recommend that you avoid it!

Campus Shuttle

The Campus Shuttle Bus Service provides free transportation for faculty, staff, students, and visitors
along McKinley Avenue. The stops are marked. All you have to do is hop on! It is avaualylé to
10 minutes from 7:00 a.m. to 11:45 p.Monday through Thursday, and 7:00 a.m. to Ju48. on
Friday. There is limited service from the footbadlditim to campus on Sunday from 6:00 p.m. to 10:45
p.m. BSU often provides shuttle service foiagti t i es whi ch overtax the U]
such as events at Emens Auditorium, sporting events, etc.

MITS Buses

MITS stands for Muncie Indiana Transit System, and it is our city bus system. MITS can take you
to many destinations arodMuncie, including Ball State, the Muncie MalValmart, and downtown.
Ball State faculty and other employees and students can ride the buses for free by presenting their Ball
State ID to the bus driver. Call MITS for schedule and route information@289) or visit the website at
www.mitsbus.org

A

Late Night Transportation : Charlieds Charter

I f you are working | ate at night, you nGmy wa
sponsored by thBepartment of Public Safety and the Student Government Association, Charlie's Charter
provides free and safe transportation for students, staff and faculty after the Campus Shuttle has stoppec
running for the evening. nday terou@hhThurstlay feoth $:00@mato t e |
3:30 a.m. The phone number is 7/BIE or 55005. The service does not run during the summer.

TELEPHONE SERVICES
Making Calls on Campus

Faculty, staff, andampus officebiave severigit numbers which begiwith 285. Students in
residence halls have sevdigit numbers which begin with 214 To call a campus number from another
campus number, you dial only the last five digits. So, for example, to react0285rom another
campus phone, you diatE42. To obtain the number for a student or faculty member before the new B
book (name for the Ball State telephone directasypublished, call 289241.

Long-Distance Calling

Each faculty member is issued an authorization code which igaesferald. TheAdministrative
Coordinator in your department can help you with this. The code must be kept securdepéstment
will be billed for long distance calls charged to your authorization code.

For long distance calls (eitherside or outsidareacode 765):
Dial 9 + 1.
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Dial area code plus seven digit number.
Listen for special tone.
Dial your authorization code.

If you need help, dial O for the BSU operator.

Voice Mail
For access to voice mail, inquire of your department chair or uhegar administrative
assistant.
SMOKE FREE CAMPUS
If you are a smoker, there are 12 outdoor locations on campus, where smoking is permitted. You
can locate them on a map of campusnatv.bsu.edu/smokefreeAnd, you may also smoke in a personal

vehicle on campus. Other than that, you can receive a $50 fine for smoking on campus, and a $1000 fint
because of the state law. The restrictions apply also to guests and contractors on campus.

FACULTY BENEFITS

HEALTH CARE PLANS/ OP TIONS

The university has several different plans and options for employee health care. For additional
information please check the benefits websitew.bsu.edu/payroll/benefits/

LEAVES OF ABSENCE

A variety of Leaves are possibfer example Medical Leave, Family Leave, and Sabbatical
(Special Assigned Leave with Pay). For additional information please check the Leaves of Absence
website:.www.bsu.edu/hrs/leavesofabsence/

RETIREMENT PLANS

Information about retirement options, including Tax Deferred Annuity, Deferred Compensation,
and I N State Teachersd Retirement FunplldandDeduct i
Employee Benefits Office (Administration Building G29). Make an appointmed4{®) to talk with
Elizabeth Voland, Pension Benefits Specialist, if you want clarification on available pension options.

For additional information please check tlenéfits webpageyww.bsu.edu/payroll/savingforretire/
WORKLIFE PROGRAMS:

Child Care and Other Work/Family Concerns

WorkLife Programs is a resource and referral service that provides infomatiniversity
employee®4/7 through their websiteyww.bsu.edu/hrs/worklifen such things as: relocation
information; city and county schoglsousing (apartments, condominiums, property management
firms, realtors) employment opportunities for a spouse or other paramerchild and elder care
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options.

WorkLife Programs also administers the Employee Assistance Program (EAP). This service is
offered to all university employees to assist vadrsonadifficulties. The university's EARvorks
closely with the Counseling Center to offer the confidential support and direction employees need.

For additional information about WorkLife Programs wsww.bsu.edu/hrs/worklife/or contact
Marta Stephengjuman Resources Programs Coordinator; b1 &7.

CHILD STUDY CENTER

For preschool or pattme child care, contact the Child Study Center (CSC). The CSC is a lab
school under the auspices of the Deparitrof Family and Consumer Sciencesiw.bsu.edu/fcs/csc
Child Care is available for up to 23.5 hours per week. The infant/toddler program, for ages 6 weeks to
3 years, is open 7:30 a46:00 p.m., and the preisool, for ages 3 years to pikg is open 7:30 a.m.
5:30 p.m. View program times on the website. Call CSC at1287, 8:00 a.m5:00 p.m. during the
academic year, or contact Robin Box, Director of the CSG8344.

WORKING WELL PROGRAM 8 WELLNESS

Being well and fit makes it easier for us to do our workorkihg Well at Ball State University
is a health enhancement program designed especially for Ball State emploigdssignedo help
usimprove or maintain a healthy lifestyle and to optintizaltkcare resourcednformationon health
assessment, coaching, nutritional counseldgightWatchers and more can be found at the Working
Well website www.bsu.edu/workingwellor call: 5-9355.

Recreation

Many faculty take advantage of the convenient and-meaihtained recreation facilities to
work out on their own or in organized classes. Ball Gym includes a fithess room, walking track, pool,
and spinning studio. Irving Gym includes a pool vditing tower, racquetball courts, fiekports
building, and the Office of Recreation Services. In the fall of 2010, facilities will be hugely expanded
when the new fitness facility adds to the Irving Gym/Lewellen Pool/fSglorts Building/Worthen
Arenacomplex. For more information, seeww.bsu.edu/recreation

Ball State Employee QuickCare Clinic

TheBall State Employee QuickCare Clinic is located in the lower level of the Amelia Wood
Health Center, 170Neely Ave. The QuickClinic provides catey nurse practionef®r common
illnesses, and minor injuries on weekdays to Ball State employees, spouses, their dependents older
than 2, and retireeslypically, the clinic has a supply of flu shotlslo coinswance or deductible will
be required for employees, their families or retirees under 65 who use the clinic and have the Ball State
low deductible or high deductible wellness option PPO as their primary health plan. All employees,
spousesanddependents to are not covered under these plans are welcome but must pay in full at
time of service.
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No appointment is necessaryWalk in hours are ‘80 a.m.to 5:15p.m. Monday through Friday.
FREE parking is available at the rear of the building. Phone28648.106 if you have QuickClinic
guestions.
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PROMOTION AND TENURE MATTERS

A STATEMENT FROM DEA N MAGGIOTTO

As you begin a career at Ball State University, | want to emphasize a simple message: we want you
to be a successful faculty member. We hopedahaiew tenurdrack faculty will be tenured, advance in
rank to professor, and receive merit salary increases along the way.

To reach those goals, we expect all tertumek faculty to make recognizable contributions in each
of the three areas of revidhat are standard in academe: teaching, scholarship and service.

Of the three, teaching is clearly our most important responsibility. We must spend the time
necessary to develop and hone effective teaching skills. While that special dffcontimue throughout
our careers, as curricula and pedagogies evolve to accommodate advances in our disciplines and the
changing learning styles of our students, there is an especially heavy investment of time and energy at tr
beginning of our careers.

New faculty must also build upon the skills and experiences in research and scholarship acquired in
graduate school to create a body of work sufficient in size and quality to merit promotion and tenure. For
many, their dissertations can be a resounc®ie or more refereed publications. For others, their
dissertations will become the basis of a book. Still others will continue to mine topics first encountered
during postdoctoral fellowships. Beyond these initial steps, it is important to reabzevie expect all
faculty to generate new scholarship that is cumulative and integrative but not completely derivative of
earlier work. New faculty should aspire to create research programs flexible enough to accommodate
changes in their fields and thetumal evolution of their own interests.

Scholarship takes many legitimate forms. Ernest Boyer proposed four types of scholdrship
scholarship of discovery, the scholarship of teaching, the scholarship of integration, and the scholarship
applicatoni in which faculty engage and for which they should be recognized. These are alternative
forms of scholarship. No one expects all faculty to engage in all areas of scholarship all the time.
However, as we choose the particular mix of scholarshagisatiti form the body of our work, it is
essential for us to keep in mind the requirements and guidelines of the university and of our respective
colleges and departments. For example, peer review is a common requirement for scholarship to be
credited tathe body of required work. Similarly, it is generally recognized that presentations and papers
delivered at professional meetings supplement books, articles, chapters, video programs, etc., but do not
substitute for them. New faculty should consult thlejpartment chairs for particular requirements
pertaining to their disciplines.

Service is the category perhaps least understood by new faculty. Simply put, universities are
collegial organizations that depend upon the good citizerist#p, servica of faculty members to staff
the committees and task forces required to meet th¢oddgy obligations of the university, its colleges,
departments and programs. Whether advising a student club or honorary, chairing a curriculum
committee, or serving om search committee or in the Faculty Senate, the active participation of faculty in
the service function is essential. Service extends into professional organizations and into outreach
activities, whose benefits accrue to the university. New facultyisdMg wonder what the appropriate
balance is among teaching, scholarship and service. At Ball State, as at most colleges and universities,
new faculty should focus on teaching and scholarship and should become involved in governance and
other service g@dually. Here too, new faculty would be wise to consult department chairs, mentors, and
senior colleagues for guidance.
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Finally, while each faculty member is individually responsible for demonstrating excellence in
teaching, scholarship and service, aoulty member stands alone at any point in the probationary period.
The university community is always there to support you. Use the technology and other resources we
have made available. Accept the advice and constructive criticism of your colldagomesnber, we
want you to succeed.

SUGGESTIONS FOR NEWFACULTY FROM EXPERIE NCED FACULTY

After our students, the most important matters of concern to regular faculty members early in our
careers are generally promotion and tenure. Professors at bggamdimtermediary levels must
constantly upgrade their professional accomplishments so that they may climb the rungs on the scholasti
ladder.

There are several areas that must be considered when applying for tenure and for promotion. For a
faculty aching, research, and service become barometers of professorial achievement. Serious
evaluation of each of the areas is of utmost importance and a considered balance of accomplishments in
all three areas is required for success in either tenure or poorndthe professor's curriculum vitae is the
major formal means of presenting accomplishments for assessment.

Curriculum Vitae and Supplementary Materials

All untenured, tenurérack faculty must prepare an updated curriculum vitae each Fall semester.
The chair of your Department Promotion and Tenure Committee and your Department Chairperson will
tell you when it is due. The curriculum vitae and supplementary files of the untenured faculty are
reviewed at the Department level every year. Departncentplete this review before the end of the Fall
semester and provide feedback to faculty on their performance. Your Department then sends a letter anc
documentation regarding your progress to the Dean, who must approve progress toward tenure
recommendatias and report to the Provost.

In the case of application for promotion, the recommendation is first made by the Department
Promotion and Tenure Committee. The College Promotion and Tenure Committee then ranks the
credentials of candidates and recommeaqjwoval for some, generally not all, of the candidates. The
Dean, Provost, President, and Board of Trustees subsequently must approve recommendations for
promotion.

There is a specific format for the vita required by the College. The chair of ypartbent
Promotion and Tenure Committee and your Department Chairperson will have copies of the most recentl
approved form.It is also on the college websitevatvw.bsu.edu/sh/secure/cshdocumeritke same
document can be used for both tenure and promotion review. Follow the format carefully in preparing
your document. Include accurate, complete information.

For those applicants seeking promotion, examples of vitae submitted by recentlyeol éecatty
are available for examination in the Dean's Office. These examples demonstrate what successful
candidates have submitted for review. New faculty will want to consult with their mentors on effective
means of presenting their materials.
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Documentation, including actual student rating forms, copiegulflicationsand grantsand letters
of commendation, is organized in supplementary files. Even though one does not wish to appear arrogat
about achievements, in this case, modesty will bring feexgards. Try to be concise and well
organized.The intention is to show to reviewers a continuous pattern of scholarly developrhéntan
be done with a systematic listing of accomplishments both during and prior to employment at Ball State.

It is necessaryo number the pages of the vita and to have corresponding supplementary materials
also easily identified. Cross referencingéessary You will document your work in the three areas of
teaching, research, and service

Teaching/Learning:

Teaching information should include classes taught, courses designed, courses revised, and studer
supervised in independent syucburses and thesis work. Student ratinggegaired Also required is
peer review or chairperaaeview of teaching. Other evidenakexcellencanay include evidence of
student learning and notes of commendation sent from students or other faculty about courses taught or
other teaching activities. Student ratings from each course are inclutthedsimpplementary documents
and summarized in the vita. Review committees also like to see grade distributions for each class taught
Departmental recommendations prevail on the teaching evaluation forms to be used. Excellence in
teaching must be demdreted for promotion and tenure.

Research/Scholarship:

Scholarship information should include completed works as well as projects in progress which are
likely to come to academic fruition: articles, books, special creative projects, grants funded, etc
Information on publishers, journals, places of presentation, etc., are necessary data to include. Often the
may be some confusion about how the term "research/scholarship” is used by a faculty member's
department. If a person is seeking promotiotV@ntenure, a clear understanding is vital. Talking with
your mentor, other faculty, and your Chair will help to clarify what will be accepted as research. In many
areas, but especially in the sciences, there are increasing expectations that fd@ntyagé in
successful grantsmanship to obtain external funding.

The vita form asks the faculty member to write about his/her scholarships, explaining the scope, the
coherence, and the appropriateness of the methods of dissemination. This is art eppelfaimity for
you to provide a context and explain the importance of your work. This becomes even more important if
your work is either out of the mainstream of your field or if you are the only person in your department
working in a given area.

Applicants may want to examine a copy of Ernest Boyer's text on schol&shgdarship
Reconsidered The scholarship of discovery is especially important for beginning assistant professors.

Additionally, firm appreciation of the hierarchy of publicatioutletswould be wise. The more
prestigious the journathe awardor place of presentation, the bettdfaculty should also be aware that
the dossier must include refereed weirk., scholarship that has undergone formal, external review
High quality scholarship must be demonstrated for promotion and tenure.

Service/Engagement:

Service is the third area which will affect the curriculum vitae. As mentioned earlier, a balance is a
desired effect in all applications for advancement. Even thpugmotion and tenure committees tend to
give more weight to your accomplishments in teaching and research, you must have substantial,

significant service to your credit for promotion and tenure.
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Memberships on Departmental or College conmees{ student advising, presentations to University
groups, offices held and other work in professional organizatoasll considered service.
Professionallyrelated service to the communigyalsoincluded. Service on Department, College, and
University committees is a good way to meet colleagues and learn some of the complexity of University
operations.

A good place to start your service is on Departmental Committees. Service on University Senate
councils and committees is another way to pauditapn the governance of the University. Generally,
policy recommendations made by councils and committees are referred to the Senate for its review and
approval. If such recommendations are approved, they are then sent to the Board of Trustees, which
malkes final decisions.

For a listing of the Senate councils and committees, sdeathdty and Professional Personnel
Handbookwww.bsu.edu/academicatffairs//media/pdf/handbool.pthe committees are broadly
classified. Some are involved in developing significant academic policies, such as recommendations for
change in the University Core Curriculum. Other committees engage in the housekeeping functions of th
institution, such & hearing traffic ticket appeals. If you are new to the university, you may want to
discuss with your mentor the nature of the committees on which you might wish to serve. Each spring yo
will receive a form from the Senate Governance Committee askiygpdompreferences for committee
service. Our Coll ege also sends out an annual
indicate interest in specific committees.

External Letters for Promotion from Associate to Full Professor:

It is a few yeas down the road before beginning assistant professors become associate professors
and then become ready to apply for full professorship. However, at that time, you will need positive
letters from experts in your fietho are not Ball State colleagu€eBhe letters comment on the quality of
your scholarship. Now is the time to establish relationships with people who might be called upon in the
future for reviews. You and members of your Department Promotion and Tenure Committee will have
input into theselection of the external reviewers. The department chair solicits the letters from potential
reviewers, typically in late spring or summer before the fall in which your department would consider you
for promotion to Professor.

Additional Suggestions abat Promotion and Tenure

Pay very close attention to the feedback which you reeazeh yeafrom your Department
Promotion and Tenure Committee and Chair. If the feedback is very general about recommended areas
need of additional work, try to get diication. If the feedback identifies shortcomings, rather than
debating or ignoring the evaluation, even though you may feel angry or confused, you need to work first
to understand what is being required of you and then to satisfy the requiremenépedghe find it is
useful to keep notes of these conversations. Be sure to follow through on Department suggestions.

Research seems to be the area which has the widest range of misunderstaoampt be too
often stressed to get your Departn'edefinition of research: where do the lines get drawn and what
lines are used? A mentor may help. Advice from current or past members of P&T committees might
help. If models of materials sent forward by successful candidates in recent years alpbeavai them
as prototypes.

The aim should be for substantial entrieglithreeareasd teaching/learning,

research/scholarship, and service/engagement.
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A faculty member may appeal a negative decision by his or her department. Appeals asgdoe b
only on allegation of violation of policy, allegation of unfair treatment, or allegation of discriminatory
treatment. Be sure that you have appropriate documentation prior to the appeals process. Generally, in
appeal situations, you are able to havéaculty friend" assist you. This usually proves to be a very good
idea. TheFaculty and Professional Personnel Handbam#tains the information required for such a
procedure (p.69).

Do you have questions aboutiOW
the PROMOTION process works?

GET ANSWERS!

Join us for the Annual

PANEL DISCUSSION
with recent members
of the

COLLEGE PROMOTION & TENURE COMMITTEE

Friday, September8l 20(®
3:30:5:00 p.m.
AJ 175
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TEACHING MATTERS

TEACHING

Teaching is a major responsitylof faculty in the College of Sciences and Humanities. Consistent
with a teacher/scholar model, faculty teach students in the classroom, and often engage students beyonc
the classroom in their own cutting edge scholarship. Ball State is building longttradition of
providing personalized and experiential learning for students, so faculty are exploring ways of providing
students with more immersive learning experiences, as they create a vibrant learning environment. We
also play a key role for thigniversity, as we teach the majority of required Core Curriculum courses in
this College.

Ideas for Helping Students Succeed

We want our students to learn, progress through their programs of study, and gréatiasteare
some tried and true strategithat we can incorporate into our classes that help students do this. These
days, retention of students is everyoneds busi:

The items below were collected and adapted by Paul Ram@rgviouDirector of Freshman
Connections at Ball State, frotime FYE Discussion Board (National Resource Center for the Yréest
Experience and Students in Transition by Barbara Gaddis, Director of Student Retémitrersity of
CaliforniaCS). Our suggestion is that you browse the pisk two or three newdieasand try them.
(www.bsu.edu/freshmanconnections/facultysjaff/

Making Connections in the Classroom
1. Send a welcoming email to students before the class begins. Encourage studgsmtheir
BSU email accounts. Tell them a little about yourself or ask them to email you about their
goals for the course.
2. Learn the names of your students as qui ckl
students t he nlikethemtacalyod.i t|l e youdd
3. Require students to meet with you early in the semester to get to know them personally.
4. Encourage students to form study groups/learning communities.
5. During an early session, have students write for 5 minutes about their hopets, desas,
and expectations of the first year.
6. Be the first to arrive at class and the last to ledve a few minutes early to class and chat
with the students. At the end of each class period, ask a different student to stay a few minute
just to talk.
7. Use index cards to learn something about your students and use the information when
conversing with them.
If possible, email or telephone a student who is absent.
Get feedback periodically from students about how the class is going. Consider using a
variety of informal class assessment strategies.
10. Lend books and borrow books, or place copies of required texts on reserve in the Library.
11. Have students pick up exams/quizzes from you in your office rathedistaibbuting them in

©

class.
12. Encourage studemt t o establish a fAbuddy systemodo fo
etc, recognizing that you are not their fAbu

13. Encourage students who had the first part of the course together ta@yetiker in the

second part.
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14.

15.
16.
17.

Creat situations where students can help you (get a book from the library, look up some
reference, conduct a class research project, etc.)

Circulate around the class as you talk or ask questions.

Set aside special office hours and be there. Encouragmtud stop in.

Take pictures of the students and post in office or lab in order to know them more quickly.

Teaching Strateqgies to Help Students Be More Successful

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.
31.

32.

33.

34.

If you assign a research paper or other projects involving use of outside
sources,go over specific examples (as opposed to general statements) of

what constitutes plagiarism.

Devote time early in the course to helping students better understand the
quantity and quality of work involved.

Use active learning strategies (clickerscdssion, etc.) whenever possible.
Forexample, see link on pe&s-peer instruction developed by Eric Mazur at
Harvard Universitymazurwww.harvard.ediresearch/detailspage.php?ed=18row)d=8
Make your expectations and academic policies explicit.

Have a student panel of upper division students talk about what to expect their
first year. I't can be effectcessftd t o have
talk about their experiences.

Prepare students academically and psychologically for exams: Tell students
how to study for your tests and give sample test questions and answers.

Give each student a mtdrm grade and indicate what the studanst do to

improve it. This is required for freshmen at Ball State.

Urge students to talk to you about problems (such as changing work schedules)
before dropping the course. It may be possible to make alternate arrange
ments.

Not i fy aadveetifwoueate abysattendance/performance problems.
Return assignmenendexams as quickly as possible with comments.

Have students do twminute papers about what they learned, what questions
they still have, etc.

Continually mention campusseurces, such as the Writing and Learning
Centers, as appropriate. Provide an introduction to these services, have
representatives visit class, but also bring up their services often during the
semester.

Set up special tutoring/review sessions.

Insert skills building into your small groups. For instance, after the first few
weeks, talk about note takingndask students to bring in notes from a class to
analyze. Show students what good notes should look like. Give class credit for
notes t&en in class.

If you assign a research paper, arrange a library orientation to help students
learn their way around the library.

Provide opportunities for i mprovement:
students to work with the Learning or Winigg Center. Allow students to revise

S

f

papers for a better grade (but dondét annou

may inadvertently promote procrastination).
When possible, stress how the course relates to careers. The following
activities could beiseful for you:
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¢ Inlarge group, do a career panel, featuring careers related tdigoynline

e Have guest speakers talk about what they majored in and how they came to where
they are now as part of the introduction.

¢ Emphasize how college courses prephean with the skills needed for careers.
Have students compose a career audit plan, explaining what they want to
accomplish each year and how it will help them achieve their goals.

e Have students create a plan of courses for the next semester usingltigeacata
bulletin.

Making Connections Outside the Classroom

35. Socialize with students as your style permits by attending sporting eweiks)g between
classes, sayinghello®0 anmouncing that you will be eating lunchhaving coffee ilAJ on
a designated day/time.

36. Volunteer to advise or meet with new students during orientation.

37..Be friendly and say hell o; even ipprobagblyu don
remember a face.

38. Require students to participate in at least@amapus activity of their choosing and ask them
to write or explain how this helps their college careers. @ownets for this. Even better, ask
students to take a leadership role in sactévity or meeting.

UCC216 UNIVERSITY CORE CURRICULUM

TheBall StateUniversity Core Curriculum is in the process of being revised to prepare students
for life in the21% century. According to the framework for the new caveny.bsu.edu/provost/ucc)]/
which was discussed widely across campus during 28008, Ball State students will learn to transform:

Experienceinto information (isolate discrete, recognizable and usable facts),

Information into knowledge(analyze facts within an intellectual framework,atiger meaning in
experience),

Knowledgeinto judgment (reflect on knowledge gained to make choices and direct what they
think, say and do),

Judgmentinto action (take individual responsibility and contribute to the wading of their
communities)

BE SURE TO ASK YOUR CHAIRPERSON OR MENTOR IF ANY OF THE COURSES
YOU ARE TEACHING ARE APPROVED UCC21 COURSES!

Some courses have been approved for inclusion in UCC21, and others will be submitted
and approved during the 20@910 school year. The goal is thia¢ tcore will be completed for the
entering freshman class in Fall of 2010. During 20020, courses that have been approved will be
taught in their new format. Entering freshmen, if they wish, may complete the UCC21 core, but they may
also complete theore as it appears in the current Undergraduate Catalog .
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If you are teaching a UCC2dpproved course, there is a detailed master syllabugocandgill be
expected to follow the syllabus closel major difference between UCC21 and the core curncutus
replacing lies in the identification of the transformations practiced during the course (Eto I, | to K, K to J,
J to A) and the multiple methods of assessing that students can demonstrate the transformations.
Assessing student learning outcontest treflect the cognitive transformations is required.

Courses fall into Tiers that correspond roughly to Freshman, Sophomore, and Upperclassman
years. Tier 1 Foundation courses will include entries in History, Mathematics, Oral Communication,
PersonaFinance, Physical Wellness, and Written Communication. In Tiers 1 and 2, there will also be
courses that represent the Domains of Fine Arts/Design, Humanities, Natural Sciences, and Social
Sciences. Domain courses are designed to introduce studdrgsitays of knowing that are
characteristic of difference disciplines. Tier 1 Domain courses help students transform Experience into
Information and Information into Knowledge. Tier 2 Domain courses guide students to transform
Knowledge into Judgment. &tents take 27 credit hours of Tier 1 courses and 12 of Tier 2. Students
will be able to count up to six credit hours from their major department towards the core. Tier 3 courses
include capstone and immersive learning courses, and require studeatsfiorin Judgment into Action.

Additionally, students must take courses with WISER+ designations. The WISER+ elements
insure specify particul ar e mp h astaads forrcourses WithCe nt
significant inclusion of Writing.W courses must be in Tier 2 ar Bstands for International awareness;

S, for Service and civic engagemeht;for Environmental awareness and sustainabRtyfor Respect

for human liberty and diversityf;, for Technological literacy; and,, for Ameican institutions and/or

history. Tier 1 and 3 courses may carry a WISER+ designation. Tier 2 courses must include at least one
WISER+ element.

It is anticipated that most departments will offer courses in all three tiers and with one or more
WISER designations. For more information, consutw.bsu.edu/provost/ucc?2br Associate Provost
Marilyn Buck, mbuck@bsu.edu

EVALUATION AND ASSESSMENT OF TEACHING
Student Ratings

The University requires that each departmesgan approved form to evaluate teaching. Students
fill out the forms toward the end of the semester, but not during the exam period. The forms are
administered under specific conditions that aredisn theFaculty HandbooKpp. 145146):
anonymously, by someone other than the instructor, without the instructor in the room. The ratings are
sealed in an envelope to which the instructor will not have access until after student grades have been
postal. The ratings are then considered the property of the instructor, although departments have the rig
to use them in collecting data to evaluate programs (without reference to instructor). However, major
promotion and tenure decisions on the instrusteaching abilities atgased heavily on the figures of
these ratings. The reality is that numbers are more easily compared than narrative comments.

Peer Ratings

Peer review is an additional source of information for evaluation of your teachingretAeer
might include one or more of the following: a) classroom visitation, b) evaluation of syllabi, exams, and
other classroom materials, and c) evaluation of student achievement. In some departments you may
choose who will evaluate your teaching, wdees in other departments individuals are assigned to do

annualpeer evaluations. Some departments even have a special committee that does all pednratings.
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other departments, the chairperson does the revi@ase check with your department regagdhe
procedures for peer evaluation. Some form of peer review is required for Promotion and Tenure
evaluations.

EVALUATION AND ASSESSMENT OF STUDENT LEARNING
Assessment of Learning Outcomes by Each Department

BE SURE TO ASK YOUR DEPARTMENT CHAIR IFOU ARE SUPPOSED TO BE
COLLECTING DATA ON STUDENT LEARNING WHICH WILL BE A PART OF THE
DEPARTMENTAL REPORT! During the 2008006 academic year, each department in the College of
Sciences and Humanities designed an assessment plan thas frerodlecton of data about student
achievement of learning goals. The idea is that departments will use the data they collect to make
curriculunrevisionsonanog oi ng basi s. These data wil/l be a
review for national aceditation.

Other Assessments of Classroom Learning

The Office of Academic Assessment and Institutional Research periodically offers workshops on
classroom assessment technigues. These-so@dl assessment techniques, which are not used for
making pesonnel decisions, can provide immediate feedback to instructors about what students are
learning in the classroom so that improvements or adjustments can be made during the term. For
example, the "minute paper" asks students to indicate the most impbmagrthey learned in a particular
class session. For more information about these workshops, call Donald Whitaker, Executive Director of
Institutioral Effectiveness, at-5974(dwhitake@bsu.edu

ONLINE TEACHIN G

Ball State Universitylike all institutions of higher learning, is becoming increasingly involved in
offering more courses online. You may have the opportunity to offer one or more of your courses online
both during the summer atide academic yearSeewww.bsu.edu/distanceed/secutéyou have an
interest in this area, you should discuss the possibility with your chairperson and then contact the School
of Extended Education for more informatiolfi.you plan on teaching during the summer to supplement
your academic year income, we especially encourage you to explore this option, because each year mor
students are opting to take summer courses online rather than on campus.

IMMERSIVE LEARNING

Immersive learning experiences at Ball State have most or all of the following characteristics:
e carry academic credit
e engage participants in an active learning process that is stthtegmt but guided by
a faculty mentor

¢ produce a tangible outcome or puatl such as a business plan, policy recommendation, book, play,
or DVD

e involve at least one team of students, often working on a project that is interdisciplinary in nature
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¢ include community partners and create an impact on the larger community asarethasstudent
participants

¢ focus on student learning outcomes

¢ help students define a career path or make connections to a profession or industry

For further information on Immersive Learning, go to the wegsite
http://cms.bsu.edu/academics/undergraduatestudy/beyondtheclassroom/immersivelearning
http://cms.bsu.edu/aboutrategicplan/whatisimmersivelearning.aspx

CLASSROOM MATTERS

CLASSROOM INSTRUCTIO NAL COURTESY AND ETI QUETTE

Most of us share classrooms and teaching laboratories with faculty from our own department, and
sometimes from all over the University. Sasitmportant, especially when the next class will file into
the room 15 minutes after you leave, to leave the room in order. There are some common expectations

e Dismiss your class on time, and make sure you and your students are out of the room, so
thatthe next faculty member can set up and begin on time.
If you used a chalkboard or whiteboard, erase it clean.

¢ If your students arranged their desks for work in small groups, return the chairs to the
original room layout.

e When sharing a common computert paur documents in a folder, and find out if your
department wants the computer turned off at the end of class or not.

e Lab benches must be dry and clean, with all equipment clean and put away.
Find out if you are expected to lock the classroom door elfies.

OFFICE HOURS

Ball State facultyare accessible to students electronically and in person. Each department tends to
have formal or informal expectations for the number of hours per week a faculty member sets aside for
office hours, so check wityjour faculty mentor. A general guideline would be one to two hours for each
course you are teaching. The need may vary with the type of courses you are teaching and the number
students. It is also kind and useful to tell students that you will mtethem at arranged times if they
cannot see you during your posted office ho@sme students will be annoyed if they do not receive
almost instantaneous response to an email. It is helpful to give them an idea of about how quickly you ar
likely to respond.

THE SYLLABUS AND COU RSE OUTLINE

A well-planned course outline serves as a contract to help your students avoid confusion about
expectations and to help you feel more confident about your class. All departments should have on file a
official syllabus for every course.

The09-10 Faculty and Professional Personnel Handlaedcribes aourse syllabusas a course
guide that should include the "course description, course objectives, course rationale, course content,
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format, and bibliogrnahy" (seeHandbook p. 210 www.bsu.edu/hrs/handbooks/Yourindividual
course outlinewill be based on the generic departmental syllabus.

Departments vary in their policies on sharing individual seurutlines; some have specific copies
on file, while in other departments sharing is done on a more informal, gerpenson level. Mentors
will be able to provide guidance. Departmental syllabi are periodically upgraded.

Students usually are givencass to the course outline during the first week of class. Many faculty
post their course outline and other information on department or personal webteshe BSU
Blackboard course management and communication system. (See the information boaBthitkthis
Guide or online). For more information on Blackbw, callYasmin Tunc at %902 or ytunc@bsu.edu.

Suggested Components for Your Course Outline

1. A clear statement of your student attendance polidye University policy is that studentsear
expected to attend class. Faculty often give points for attending or subtract points for not attending.
Some professors have policies along the lines of dropping a student by a letter grade if they miss thre
or four classes. It is important for youteke attendance. Some forms of financial aid require a
report of student attendance. It is not unusual to receive a request from the Registrar or Financial Aic
for documentation of student absences for specific studéseseHandbook p. 213.)

2. Astaement such as the following, for students v
adaptations or accommodations because of a disabfifigu have emergency medical information to
share with meor if you need special arrangements inecti®e building must be evacuated, please
make an appointment with me as soon as possib

3. Course title and catalog description.

4. Course objectives and rationale.

5. Your name, office location, office hours, telephone number and email adanes$ you wishhours

during which you will respond to emails

Required text and/or other readings.

A clearly-expressed explanation of grading criteria. (According to the Faculty Handbook, it is the

responsibility of the i nst reacourse,rhe lfiasisoon whicl grades t

are to be determinedo [p. 213].) You shoul d

grading scale. Consult with your department to learn the department stance on plus/minus grading.

Standard departmenaolicies, if any (for example, policy on laboratories).

Your policies or those of your department regarding electronic devices (for example):

Electronic devices such as cellular phones, pagers, beepers, etc. should be turned off during class. |

youhave a medical device attached to your person that emits sounds, please notfiribtoras

soon as possible. If you have a medical emergency for which you must have your device

on, please inform your instructor at the beginning of classe andturn your devicetéi v br at e 0 |

possible.

10. Your policies on makeip quizzes; tests; late assignments; absences (excused or ungxXmaded
exam (for exampl e: AYou must take the final

11. A calendar showing topics, exam datesljdays, withdrawal dates and assignments (You may want
to put at the top of the calendar somet hing |
notified in class of any change. 0)

12. Your specific final exam date and time. This is listethm official Schedule of Classes. The exam
dates are set by the university, and you MUST give your exam within that specific block of time.

Any change in time of the final exam during the designated Final Examination Period must be
approved in adance by the Director of Academic Systems.

~N o

© ®
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NOTE: GIVING A WRITTEN FINAL EXAM IN CLASS BEFORE THE DESIGNATED
PERIOD IS NOT PERMITTED EXCEPT IN VERY SPECIAL CIRCUMSTANCES WHICH
HAVE BEEN APPROVED IN ADVANCE IN WRITING BY YOUR DEPARTMENT CHAIR
AND THE DEAN. M ore details appear on page 215 of thieaculty Handbook. If you are
using inQsit, the electronic testing service, for which students reserve a testing time in an
inQsit Lab, the exam may be scheduled for angumber of daysduring the final exam week,
but must include the officially scheduled exam period.

13. Hints on how to be successful in the cjdes example, specific studying strategies.

14. A description of course projects/assignments which count as artifacts for teacher education majors tc
include in th& portfolios. (This should be included for all courses which are part of a teacher
education program. Look in the Undergraduate Catalog to learn if your course is required for teachel
education majors.)

15. If assignmergwill require use of outside seurces, include a statement regarding plagiarism.

OFF-CAMPUS STUDENT EXPERIENCES

Organized offtampus experiences that enhance student learning within a course or a major are
encouraged. These may include whadkess activities such as trips tgjaarry or a Universitynanaged
wildlife area during a scheduled laboratory period, as well as trips with a small number of students to
present research at a state or national professional meeting. Whenever you are responsible for student
travel, you mussubmit a BSU student field trip form for approval by your department chair and an
associate dean. The form includes space for the names of students participating, as well as emergency
contact information for each student.

TRIPS MAY NOT BE SCHEDULED DURI NG THE FIRST WEEK OR LAST TWO
WEEKS (INCLUDING FINAL EXAM WEEK) OF A SEMESTER. IN THE EVENT
THAT THERE IS AN EXTREMELY CONVINCING REASON TO SCHEDULE A TRIP
DURING THESE WEEKS, THE CASE MUST BE MADE TO AN ASSOCIATE DEAN,
WHO THEN CONSULTS WITH THE DEAN, TH E PROVOST, AND THE VICE
PRESIDENT FOR STUDENT AFFAIRS.

THREE TYPES OF EXCUSED ABSENCES FOR STUDENTS

The following three situations dondédt necessar
your attendance policy should make allowanceshHent

Right to Funeral and Bereavement Leave

Students will be excused from class for funeral leave in the event of the death of a member of the
student 6s I mmediate family or househol d, i ncl uct
grandfathergrandmother, grandchild, brother, sister, faiinelaw, motherin-law, daughtein-law, son
in-law, stepfather, stepmother, stepson, and stepdaughter. The number of excused absences allowed is
determined by the distance of funeral services from Muhuigna, as follows:

Three work day$ within 150 radius of Muncie;
Four work days$ between 1500 mile radius of Muncie;

Five work days beyond 300 mile radius of Muncie;
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Seven work days outside of North America

Inthe eventofthd eat h of a s t-in-khwe, stepfathemdatv,domthmesirt-ldwe sisterin-
law, uncle, aunt, nephew, and niece, students will be allowed one work day.

A student may contact the Office of the Dean of Students to request that an infornmettimeal
(without verification) be sent to the student 0:
each instructor. Given proper documentation, the instructor will excuse the student from class and
provide the opportunity to earn equivalenédit for assignments missed. If the student is not satisfied
with the outcome, he or she may appeal as outlined in the Ball State University Procedure for Student
Bereavement Appeals.

Military Leave
The following information is from the BSUdard of Trustees Report of
September 21, 1990, Iltem No. 9A.
Policy Concerning Students Called to Active Military D(Effective Fall Semester, 1990

This policy applies to students who, at the beginning of a semester or term, are members of the
NationalGuard or a reserve component of one of the military services, and who are called to active
military duty during that semester or term. It is based upon University policies in effect Fall Semester
1990; should such policies change or terminate in thegfutiis policy will be adjusted accordingly.

A. All students called to active military duty during the first half of a semester or term will be officially
withdrawn and a full refund of fees for the semester or term will be made.

B. All students calledat active duty after the first half of the semester or term may:
1. Withdraw and receive a full refund for tuition; or
2. Request incompletes, and, if granted, complete course requirements upon return to the University
at which time the incompletes will bemoved.

C. Those students living in University housing will have their charges from room and board or apartment
rent prorated to the date their contract is terminated. All cancellation charges will be waived.

D. Those students receiving financial awdl be subject to the refund policies as provided by agencies
sponsoring the aid.

E. Graduate students will be granted an extension of time to complete degree requirements equivalent te
the period of active duty but in no event to exceed four years.

F. In accordance with established policy, graduate and doctoral assistants are eligible for fee
adjustments (i.e., remission of the contingent fee, graduate course fee, and waiver of the nonresidenc
fee) during their term of employment; if the period of @yplent is at least two consecutive
semesters (two summer terms constitute a semester), for fee adjustment purposes employment may
considered to include the semester and summer terms immediately following the assistantship. For
purposes of qualifying fdhe fee adjustments immediately following the assistantship, graduate and
doctoral assistants called to active duty after the first half of a semester or in the second term of
summer session (when the term of employment includes both terms) may ¢qeriddas being
equivalent to a semester.
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Absence Caused by Field Trips or Activities in Which the Student is Representing Ball State

According to theFaculty Handbookfaculty are expected to allow these students to make up all
missed course activis during their absence, including, but not limited to, class activities, assignments,
examinations, and final examinations. Students should not be penalized for their absence while
representing the University. When possible, students are expectedytetthese activities before their
absences.

Students might be involved in anything from an undergraduate research conference at another
university to a baseball game in which they are competing against a MAC Confevahc&hey will
give you an dicial travel authorization form before the event.

FACULTY ATTENDANCE

The expectation within the College is that all classes will meet regularly as scheduled on the master
schedule when students register, drat you as the faculty member of record will meet with your classes.
Some of us may recall from our graduate school days a professor or two who felt thaincpadeiv
classes in favor of working on a book or gathering data in exotic places wasgolkarr Here iis
considered irregul ar. Similarly, some of us ki
dondt have Apersonal 6 days while the semester i

Clearly, most faculty travel to professional meetings or have athieersity business which causes
them to leave campus and miss classes from time to time. If you plan to do such travel, fill out a travel
authorization form, which your department administrative coordinator will give you, and have it approved
byyource part ment chair per defaneyoa mmadel. tChngpletiDgefamséfaeyddf f i c €
travel is for insurance coverag¥ou will not receive reimbursement for travel unless you turn in your
forms before you travellt is up to you to find a subdtite for your classes. Another faculty member or a
graduate assistant might teach the class or proctor an examination for you. Students need to be involvec
in an academically productive manner while you are away.

If you are ill and cannot meet a clagst a message to your department caadgtry to find
someone who will substitute for you. While there may be a time whefingyourself suddenly
indisposed, and your clakasto be cancelled, this should be a rare event.

If you de