Nuts and Bolts: Surviving the First Semester FAQ

We have put together a webpage that we hope will be a resource for many of your questions:

A few links are highlighted below.

What should be on my syllabi?

Syllabi will vary, of course, and you should consult departmental examples. But you should try to
include the following general categories: your contact information and office hour availability;
course objectives; required texts; student assignments and evaluation measures (i.e. description
of tests, papers, projects, etc.); course schedule; policies related to grading, attendance, missed
exams, etc); and the college’ s disability
accommodations for persons with documented disabilities. Students should notify the
Coordinator of Services for Students with Disabilities located in Student Academic Services.
Students should also notify their instructors during the first two weeks of class.)

Where do | get my course rosters?

See Knightvision: Resources: Official Course Roster. You will not receive a paper copy.

Where do | get my class pictures?

See Knightvision: Resources: Class Pictures.

Where are the dates for the academic calendar?
Onther e gi st r aftp://swwpcavihedu/admin/registrar/calendar/

What is the modified schedule for the opening day of class?

Note that attendance at Convocation is expected of faculty. Please wear regalia.
http://www.calvin.edu/admin/registrar/calendar/openingday.htm

What do | do if a student begins to miss a lot of class?

See Faculty Handbook 4.2.4.1
e Astudent who is absent from a class for three or more successive class periods may beiill
or have discontinued without notifying the professor or the office. It is expected in such
cases that the professor will notify the Registrar's Office. If, according to the registrar's
records, this student is still regularly enrolled, the Registrar's Office will notify the Student
Life Office, which will then investigate the case and report to the professor or professors
concerned. lliness or family crises, which prevent a student from attending class, will be

stat


http://www.calvin.edu/admin/provost/newfac/
http://www.calvin.edu/admin/registrar/calendar/
http://www.calvin.edu/admin/registrar/calendar/openingday.htm

reported to the student's teachers by the Dean of Residence Life (for resident students) or
the Dean of Student Development (for commuter students). Arrangements to make up
classwork and tests shall be made between the faculty member and the student upon his
or her return to class. Should such emergencies occur just prior to examinations, faculty
members have the option of waiving the final exam and giving a grade on the basis of work
done throughout the semester.

e Withregard to less serious illness, the Health Services policy is as follows:

0 Students are expected to make appointments outside of class time unless a serious
illness or injury is involved.

0 The nurses will supply an ill student with a Health Services visit verification form.
This is not an excused absence. Information is given (with the student's permission)
for the benefit of the professor, who has the power to grant excuses, makeup
work, incompletes, etc. Health Services staff members will not verify anillness or
injury for which they have not been seeing the student. Each time a health report is
requested, the student will be reminded that this is not an excuse, but a health visit
verification.

0 Iftheillnessis expected to result in hospitalization, more than three days of missed
classes, or the need to go home temporarily, the appropriate dean in Student Life
will be notified. With the student's permission, the dean will send a statement to
the professors involved.

What do I do for a student who seems to be in crisis?

Besides having him/her in for a conversation, you might recommend the Broene Center (362— 373
Spoelhof College Center). Students may drop-in or make an appointment. There is no cost for
students for this service.

What about a student who is struggling academically and requests a

tutor?

These students will need to secure a Tutor Request form from the SAS office. The form needs
your signature —be sure that the student has worked with you first, before asking for a tutor. In
general, a tutor meets with the student for one hour, once weekly. Students are not charged for
tutoring services.
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The Rhetoric Center (Library 207) is available for students in all majors and at all academic levels.

It is staffed by tutors drawn from a range of academic disciplines. Students can obtain help at

each stage of writing from idea generation to final editing. Like other tutoring services, the

Rhetoric Center is free.



How do I deal with a student who | suspect of cheating?

The first recourse is to speak to the student about your suspicions and see if the matter can be
resolved. You should also notify your chair. You may wish, if the matter remains unresolved, to
have the chair present for a second meeting. You should have established on your syllabi clear
consequences for academic dishonest. However, if the student denies the allegation, you may not
take unilateral action and the case will need to proceed to adjudication by the office of the Dean
of Judicial Affairs for Student Life. Whatever the result, academic dishonesty is to be reported to
this office (http://www.calvin.edu/admin/student_life/printable/academic-dishonesty.pdf).

What if | have to miss class because of an emergency? For conferences and
the like?

In case of emergency, notify your department chair or secretary. For scheduled absences, you
should inform the chair and make provisions to have the class taught by some other person or to
have some specified and scheduled activity take place during the class time.

When are grades due?

Midterm grades for first year students are due October 20.
Final grades for all students are due December 22.
Grades should be posted on Knightvision.

What is FERPA?

The Family Educational Rights and Privacy Act (http://www.calvin.edu/admin/registrar/
ferpa.htm) places significant restrictions on how and with whom faculty members may discuss
the educational progress of their students. In short, don't disclose information about grades or
performance of a student to anyone unless you are sure that this disclosure falls under one of the
exception clauses of the policy. For example, don't leave graded student work in a box out in the
hallway for students to collect.
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Formal student evaluations will be conducted at the end of the semester. However, you may wish

to obtain feedback earlier in the semester. A variety of forms for mid-course evaluation can be
found at http://www.calvin.edu/admin/provost/resources/eval.htm



http://www.calvin.edu/admin/student_life/printable/academic-dishonesty.pdf

