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ST. PETERSBURG
USFSP COLLEGE OF BUSINESS

FACULTY RESOURCE GUIDE

Introduction

On behalf of the faculty and staff of the College of Business at USF St. Petersburg, we would like
to take this opportunity to welcome you to our beautiful waterfront campus. We hope that
you enjoy teaching here and look forward to helping you become a member of our College or
academic community. We have prepared this packet of materials to help and guide you.

Please do not hesitate to ask your discipline coordinator or the Assistant Dean for
Undergraduate Programs for any further help you might need. Please also feel free to let us
know if there are additional materials that might be included in the packet.

We hope that your transition to working here in the College of Business is smooth and wish you
every success in your teaching endeavors.

USFSP College of Business
140 Harborwalk Avenue South
BAY 111
Saint Petersburg, FL 33701
www.stpt.edu/cob
727-873-4154 (P)
727-873-4192 (F)

Last Updated July 2011
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COB - Contacts

Maling Ebrahimpour, Dean

Robert B. Thompson
Assistant Dean for Undergraduate
Programs

Alison Watkins
Associate Dean for Graduate &

Certificate Programs

Fadia Anani
Assistant Director, MBA Program

John Jewell
Director, Program of Accountancy

William T. Jackson

Director, Sustainable Entrepreneurship

& Innovation Alliance

Dean’s Assistant

College Human Resource Representative

and College Budget Officer

College Facility Representative
Office Manager

Student Evaluations

Change of Grades

College Administrative Assistant
College Travel Delegate
Textbook Orders

Syllabi & CVs

MBA Enrollment Specialist

COB - Administrators

873-4786
bizdean@stpete.usf.edu

873-4494
rbthomps@mail.usf.edu

873-4086
awatkins@mail.usf.edu

873-4698
fza@mail.usf.edu

873-4110
jewell@mail.usf.edu

873-4892
wtj@mail.usf.edu

COB - Staff Assistants

Rosemary Trukenbrod — 873-4700
rtrukenbrod@mail.usf.edu

Joneen Maczis — 873-4791
jmaczis@mail.usf.edu

Gert Anderson — 873-4992
ganders2@mail.usf.edu

Felicia Johanson — 873-4994
feliciaj@mail.usf.edu

Madeline Vitale —873-4496
myvitale@mail.usf.edu

BAY 111

PNM 101A

BAY 111

POY 217

BAY 111

PNM 103D

BAY 111

BAY 111

DAV 108

PNM 101

BAY 111
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QUICK REFERENCE LIST

Campus Computing | IT Techs HELP DESK: 873-4357 | 7/29/11
Andrew Brown 873-4854 ambrown@mail.usf.edu | BAY 241
Robin Casey 873-4588 rcasey@mail.usf.edu BAY 231
John Diaz 873-4612 jdiaz@mail.usf.edu BAY 207
Gabe Enriquez 873-4184 gl@mail.usf.edu BAY 207
Gevan Peacock 873-4386 gpeacock@mail.usf.edu | BAY 207
Jeff Reisberg (Dir) 873-4552 Reisberg@mail.usf.edu | Bay 241

Classroom Techs

A/V 873-4409

Phones are located in

classrooms!
Blackboard
Academic Computing | Tampa Help Desk —
Tampa | 813-974-1222
St. Petersburg | David Brodosi 873-4126 brodosi@nelson.usf.edu
Tina Neville 873-4081 Neville@nelson.usf.edu
Adjunct Office Need to reserve in | PNM Conf Room can be | PNM CONF RM
PNM Bldg advance used if not otherwise PNM 110
reserved
Proctoring Office staff is not available to proctor for make-up exams;

exams may be scheduled in the Adjunct Office or PNM
Conference Room under Adjunct supervision

Copier & Scantron

Piano Man Bldg;

DAV 108 — Copier —

BAY 111 — Copier

Machines self-service; rear Self-service self-service
hallway — copier &
santrons
Adjunct Mail - PNM Rear Hallway | PNM Access Card —for | See Felicia for

Folders in filing
cabinet drawer

LOOK FOR PARCELS
in bin below

use at front & back
doors

processing request for
PNM Access Card

CAMPUS POLICE 727-873-4140 To open locked Phones are located in
classrooms classrooms!

PNM - College Felicia Johanson — | feliciaj@mail.usf.edu FAX: 727-873-4571

Administrative 873-4994 (PNM)

Assistant

PNM (Front) 873-4546 PNM (Back) 873-4841

Receptionist Desk

Student Desk

College Office Mgr

Gert Anderson

Ganders2@mail.usf.edu

FAX: 727-873-4538

DAV 108 873-4992 (DAV 108)
Assistant Dean Bob Thompson — rbthomps@mail.usf.edu | PNM 101A
873-4494
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DISCIPLINE COORDINATORS - As of Fall 2011

ACCOUNTING: John Jewell
James Fellows

ECONOMICS: Richard Smith

ENTREPRENEURSHIP:  William T. Jackson

FINANCE: Gary Patterson
ISM: Alison Watkins
MANAGEMENT: Scott Geiger
MARKETING: Karin Braunsberger

jewell@mail.usf.edu

fellows@mail.usf.edu

smithrb@mail.usf.edu

wtj@mail.usf.edu

pattersg@mail.usf.edu

awatkins@mail.usf.edu

geiger@mail.usf.edu

braunsbe@mail.usf.edu

COB Website: http://stpete.usf.edu/cob/index.asp

COB Faculty Resources: http://stpete.usf.edu/cob/faculty resources.htm

873-4110
873-4587

873-4943

873-4892

873-4005

873-4086

873-4732

873-4082

e For a copy of this resource guide (Adjunct Faculty Resource Guide):
Navigate to: Administration, and then access the guide in .pdf format.

COB Faculty Directory: http://stpete.usf.edu/cob/faculty/index.htm
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USFSP College of Business Mission Statement

The mission of the College of Business at USFSP is to educate current and future professionals
in the effective management and ethical leadership of organizations. We engage in theoretical
and practical research as well as provide service to both the University and external
community. We meet the demands of our diverse student population by preparing them for an
increasingly global environment with both undergraduate and graduate degree programs.

Program of Accountancy Mission Statement

The mission of the Program of Accountancy in the College of Business at USFSP is to develop
responsible employees, licensed and other professionals, and leaders through accounting
education and multidisciplinary learning, research, and service in a global environment.

Social Responsibility and Corporate Reporting (Program of Distinction)

The Program of Distinction in Social Responsibility and Corporate Reporting (SRCR) embraces
the College of Business (COB) mission, vision and values, and brings further definition and life to
these concepts. The SRCR Program establishes ethical behavior as a foundation for all work by
and teaching in the COB, and reinforces this with activities which include faculty, students and
outside communities. The SRCR Program emphasizes transparent financial reporting and
effective corporate governance at its foundation, and looks beyond to consider all
responsibilities to stakeholders, embracing corporate social responsibility, or “doing the right
thing.” The SRCR Program is fully integrated into the MBA Program and elsewhere embedded
in the COB curriculum.



MBA Program

USFSP College of Business offers one of the most dynamic Master of Business Administration
programs in the southeast. MBA Concentrations are: Corporate Social Responsibility, Finance,
Forensic Accounting, International Business, Managing Knowledge Resources, Management,
and Marketing Strategy.

AACSB Accreditation

The USFSP College of Business is accredited by AACSB International — The Association to
Advance Collegiate Schools of Business. AACSB International is the premier accrediting agency
for bachelor’s, master’s, and doctoral degree programs in business administration and
accounting, and as such is the most widely-recognized and sought-after endorsement of
business schools. Less than one-third of U.S. business school programs and only 15 percent of
business school programs worldwide meet the rigorous standards for AACSB accreditation. The
College of Business is currently separately accredited in both business administration and
accounting, and will undergo its reaffirmation of accreditation visit in Spring of 2013.

GETTING STARTED — HUMAN RESOURCE PROCESSES & PROCEDURES

There are many steps required for new faculty to be “put into the system.” Please refer to the
checklist below to satisfy these requirements.

All Faculty (ALL), Full-Time Only (FT)
Note: Allow several days for this process

e (ALL) Provide two (2) official transcripts of terminal degree and Master’s degree(s)
conferred prior to interview and/or issuance of Letter of Offer.

e (ALL) Sign and return USFSP Letter of Offer from the Dean’s office. Submit paperwork to
College of Business Human Resources Representative, BAY 111.

e (ALL) The College HR Representative will facilitate setting up an appointment with the
Human Resources Office (Bayboro, 2" floor, BAY 206) for you to complete all necessary
in-take forms:

a. New Employee Information Sheet

b. Direct Deposit Authorization Form (bank account information required)

c. Certification of Employability

d. Employment Eligibility Verification — I-9 Form (see Appendix A for list of
approved documents; Social Security Card will be verified)

e. Form W-4

bal

Demographic Data for OASIS



e (ALL) When necessary forms are completed, the Human Resources Office will enter the
new employee information into GEMS (the HR Information System). GEMS will
automatically assign an employee identification number.

e (ALL) The information is uploaded from GEMS to BANNER within 24 hours of the hire
date (refer to your Offer Letter for hire date) to obtain a UNA#. NOTE: Even if new hire
information is entered into GEMS prior to official hire date, the system will NOT upload
the information until the hire date.

e (ALL) Within 24 hours the information is then loaded into the USF ID system. An ID card
cannot be issued prior to that date.

e (FT) Contact Human Resource Benefits Representative to sign up for employee benefits.
Note that there are time limits between your official date of employment and when
your benefits must be activated. Depending on your hire date and payroll sequences,
you may be required to pay for health insurance benefits in advance. Make an
appointment with the benefits representative in the Human Resources Office ASAP.

e An employee identification number and UNA # is needed before the following steps can
be completed.

e (ALL) To obtain USF ID Card

a. Present your letter of offer to the ID Card Center located on the second floor of
the Nelson Poynter Memorial Library
(http://www.nelson.usf.edu/im/studentids.html).

b. Payment for your USFCard is made at the ID Card Center. The ID Center accepts
Visa, Master Card, or e-checks with no exceptions.

e (FT) Obtain office keys and building access cards from the college’s facility
representative.

e (ALL) Locate your mail drawer assigned by the college’s facility representative.

e (ALL) Obtain a campus parking pass from cashier’s office, Bayboro Hall = 1** floor. There
are different levels of parking offered (Gold, Green) and faculty does pay for parking.

e (ALL) To create usernames, passwords, and computing identities go to the USFSP web
site at www.stpt.usf.edu/computing/bayboro_account.htm.

Activate your USF NetID and email address.

= Have your USF ID card with you before beginning this process.

= Sign up at the USF NetID website (http://netid.usf.edu/).

= Follow the on-screen instructions carefully.

= The process of activating your NetID will automatically generate an email
address for you. This email address will be your netid@mail.usf.edu.
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Fill out and submit an Account Request Form.

= After activating your NetlID, please fill out and submit an Account Request
Form. This form is a PDF document file that must be printed out. You may
submit the form to Campus Computing by faxing it to 727-873-4160 or by
dropping it off at the computer lab in BAY 226.

Please allow 24 to 48 hours for the account to be created and activated.
You will be notified when this process is complete.

Log in to your office computer and email:

=  Computer: To log in to your office computer or a classroom computer,
use your new Bayboro domain account at the Windows Logon screen.
Your username will be identical to your NetID, while your password will
be the password you provided on the Account Request Form. If you need
assistant with logging in, please call the Help Desk at 727-873-4184.

= Email: To access your email, visit the USF Gmail Website. For reference,
the Web address for this site is http://mail.usf.edu/. Please use a
standards-compliant Web browser, such as Safari or Firefox for best
performance.

(ALL) Familiarize yourself with the university portal — MyUSF All Access log on located at
the bottom right corner of the USFSP home page (www.stpt.usf.edu) and log on to
access Blackboard, GEMS Self-Service, G-Mail and other USF systems from the Welcome
to MyUSF page. Your email address needs to be associated with your Blackboard
account. This step is performed by Academic Computing in Tampa (813-974-1222). Also,
your courses need to be associated from OASIS Schedule of Classes to Blackboard.
Therefore, your name MUST appear in the Schedule of Classes in order for your course
to appear in Blackboard. Blackboard offers training information, and it is strongly
suggested that you preview this information before your first class. While logged into
Blackboard you can access this information by selecting the “help” tab.
https://learn.usf.edu/webapps/portal/frameset.jsp?useCas

On-campus Blackboard training opportunities are offered periodically by Distance
Learning and Instructional Media Services at the Nelson Poynter Library.

(ALL) Prior to the beginning of classes, check your classroom and access to Blackboard to
be sure passwords and equipment are working properly. Be sure you can access the
software desired from your classroom computer and that the overhead projector works
properly, etc. For assistance, contact the college’s facility representative, St. Pete’s
Campus Computing help line (873-4357), AV/Media services (873-4409), and/or Tampa’s
Academic Computing help line (813-974-1222).

(ALL) Contact the Associate Dean for Undergraduate Programs to discuss classroom
assignment issues, processes concerning student issues and any questions regarding the
undergraduate program.
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ADJUNCT FACULTY ANNUAL REVIEWS

For newly hired adjuncts with no experience teaching in the USF System, a mid-semester peer
review of instruction will be accomplished by the discipline coordinator and will consist of a
review of classroom instruction and an abbreviated student evaluation of teaching.

An annual review of each adjunct’s performance occurs in the spring semester. The review
covers courses taught during the previous academic year. Student Evaluations (ratings) and
Student Written Comments are compiled by the COB Administrative Assistant and submitted to
the Annual Review Committee for evaluation. The committee prepares a written report
summarizing the adjunct’s performance. The report is maintained by the Assistant Dean for
Undergraduate Programs.

EXIT PROCEDURE

If you will not be teaching the following semester, we welcome the opportunity to meet with
you and have an exit interview to reflect on your experiences during the semester. In addition,
if you received an access card for the PNM Building, please return it to the College
Administrative Assistant. In addition, please assure that the COB has up to date contact
information so that we can forward your W-2.

BLACKBOARD (BB)

Blackboard is the university’s direct online course link between you and your students. You will
use Blackboard to manage your courses. You should post your syllabus on Blackboard, post
course materials, supplemental reading assignments, and most importantly, post grades in
Blackboard. There are many tools within Blackboard that can be utilized to facilitate
communication between and among student groups and between you and your students.

Your email address needs to be associated with your Blackboard account. This step is
performed by Academic Computing in Tampa (813-974-1222). Also, your courses need to be
associated from OASIS Schedule of Classes to Blackboard. Therefore, your name MUST appear
in the Schedule of Classes in order for your course to appear in Blackboard. Blackboard offers
training information, and it is strongly suggested that you preview this information before your
first class. While logged into Blackboard you can access this information by selecting the “help”
tab. https://learn.usf.edu/webapps/portal/frameset.jsp?useCas

On-campus Blackboard training opportunities are offered periodically by Distance Learning and
Instructional Media Services at the Nelson Poynter Library. (See sections related to First Day
Attendance and e-Grades).

COURSE TEXTBOOK REQUISITIONS

Adjuncts may be assigned a textbook currently adopted for a course for continuity during an
academic year cycle. Adjuncts may discuss and coordinate adoptions with the discipline
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coordinator and the College Administrative Assistant.

Book Order Due Dates — designated by the Campus Bookstore (Barnes & Noble):

Spring Term: October 15
Summer Term: March 15
Fall Term: April 15

Submitting Course Textbook Requisitions

Course book orders are coordinated through the College of Business by the College
Administrative Assistant for smoother interaction with the campus bookstore. All textbook
requisitions must be submitted in writing. Official book order forms are distributed to faculty
mailboxes. You may also receive book order forms electronically. Pursuant to Florida Legislature
HB 603, effective July 1, 2008, the University, through its on-campus bookstore, is required to
post all book adoptions on its website 30 days prior to the first day of class of each term.

Textbook requisitions can be submitted on the official order form, or via e-mail. All textbook
requisitions must include the following: Title, author, edition, and ISBN number. In addition,
please assure that bundled products are both useful and cost effective for students. If
switching to a ‘new’ edition, please make every effort to assure that changes to the ‘new’
edition are substantive in nature.

Submit the textbook requisition information to the College’s Administrative Assistant by the
given due date allowing ample time for the College to process the book orders in a timely
manner. The information will then be submitted to the Campus Bookstore.

Faculty Desk/Review Copies

Faculty can review textbook materials before determining their use in the classroom. For your
convenience, following is a listing of publisher contact information for the 4 major textbook
publishers:

McGraw-Hill/lrwin Publishing: 800-338-3987
USFSP Rep: Lauren Rose
Lauren rose@mcgraw-hill.com
813-433-4804
www.mhhe.com

Pearson/Prentice Hall: 800-677-6337
USFSP Rep: Chafika Landers
Chafika.Landers@pearson.com
727-688-0131
www.pearsonhighered.com

12



Cengage (Thomson/South-Western):800-423-0563
USFSP Rep: Lisa Rumore
Lisa.rumore@cengage.com
813-373-3994
www.Cengage.com

Wiley: 800-225-5945
USFSP Rep: Akemi Williams
awilliams@wiley.com
727-252-8804

FIRST DAY ATTENDANCE, GRADES and STUDENT EVALUATIONS

Students who do not attend the first class session should be automatically dropped from the
course by the instructor unless they have given prior notification to the instructor or a staff
member in the College of Business.

First Day Attendance

The USF System has a policy of mandatory first day attendance which is taken through the
Blackboard System. To access Blackboard from the USFSP Home Page (www.stpt.usf.edu) scroll
the bottom right corner and locate the “Select a Login” box. Select “MyUSF All Access” which
takes you to the “Welcome to MyUSF” page. Click on Blackboard and log in. In the middle of the
screen you will see “Quick Course List”. Locate the current term and below it find the course.
Below the listed course choose “First Day” and follow instructions for taking and submitting
First Day Attendance.

After the first week of the term, your roster of students will be updated in Blackboard.

Training in the use of Blackboard is offered periodically by Distance Learning and Instructional
Media Services at the Nelson Poynter Library.

e-Grades

e Faculty are required to submit final grades for ALL students. Additionally, midterm
grades are required for freshman students: these provide important indicators to our
Advisors and Administrators. e-Grades are submitted using myUSF (Blackboard).
Blackboard offers training information, and it is strongly suggested that you preview this
information before your first class. While logged into Blackboard you can access this
information by selecting the “help” tab.
https://learn.usf.edu/webapps/portal/frameset.jsp?useCas
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Student Evaluation

Student evaluation is highly valued in the College of Business as a means to encourage feedback
that enables us to maintain and enhance our reputation for excellence in teaching. Evaluation
of undergraduate classes with 10 or more students and graduate classes with 5 or more
students is mandatory. However, we encourage you to make student evaluation of all your
classes routine.

Evaluation forms are distributed to faculty mailboxes three weeks prior to the end of the term.
Detailed instructions are provided on the envelope containing the forms. It is a good idea to
take a supply of #2 pencils to class on the day of the evaluation! You will need to appoint a
student proctor to oversee the evaluation. The instructions provide detailed guidance for both
yourself and the proctor. Our Office Manager coordinates student evaluations and will answer
any questions that you may have about the process.

COURSE SYLLABI

A copy of the approved College of Business syllabus format is in Appendix B and is an
accreditation requirement. An electronic copy of the template can be acquired from the
College administrative assistant.

Course Syllabi are collected by the College every semester for accreditation purposes. Syllabi
should be reviewed by the discipline coordinator. Once reviewed and finalized, submit syllabi
electronically to the College Administrative Assistant at least one (1) week before the term
begins. Syllabi should also be posted on Blackboard. It is necessary to submit syllabi for each
course you teach, but not necessary to submit an individual syllabus for different sections of
the same course.

Each course and syllabus must include, at a minimum, the objectives listed in the master course
description (see the College Administrative Assistant for the Generic Syllabi (adopted 2010) for
the particular course. Instructors may include additional objectives at their own discretion.
Instructors should contact their discipline coordinator to determine if they need to provide an
assessment of student outcomes for AACSB, SACS, and ALC assessment of student learning. All
instructors teaching courses that utilize student performance data for assessment are required
to work with the undergraduate committee to determine what data are needed and report
such data in a timely manner.

OFFICE HOURS AND MAKE-UP EXAMS

You must designate hours during which you will be available for office conference with your
students. These hours must be on regularly scheduled class days, and be adequate to ensure
students have reasonable ‘access’ to you. You should include your office hours in your syllabus
and post them on your office door. In addition, please provide an up to date copy of your office
hours to the College administrative assistant.
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Increasingly, students confer with faculty by e-mail. You should balance your expectations in
this regard with the amount of scheduled and unscheduled time you allocate to office hours. At
a minimum, you are expected to offer 1 hour per class section per week for consultation in your
office. You should encourage students to make appointments to see you.

Make-up exams are to be scheduled and proctored by faculty. Faculty should reserve one of the
COB conference rooms or arrange exams to be taken in an available office.

CURRICULUM VITAE

Your Curriculum Vitae or Resume will also be requested once a year in the fall and will be
evaluated for academic and/or professional qualifications.

The College is required to maintain a record of faculty qualifications and achievements for
accreditation purposes. You can update your CV outside the regular submission cycle at
anytime. This will provide the College with the most up-to-date information, and enable
significant achievements to be celebrated!

RECORD RETENTION AND DISPOSAL

Tests and exams, if not returned to the student, should be kept by the faculty member for one
(1) year. The COB arranges periodic shredding days so that faculty can dispose of stale
materials. The College Administrative Assistant will inform the faculty when a shredding day is
scheduled. It is the faculty member’s responsibility to box and move the materials to the
appointed staging area. See Appendix C for more information.

COLLEGE OF BUSINESS PROGRAM SHEETS

Appendix D contains program sheets that detail the core and required courses for major
programs within the College of Business. These worksheets are printed for student use to track
academic progress. These program sheets are for your reference only. Program sheets are
available to students in the Advising Center in Davis Hall.

COB — ACADEMIC ADVISING

The College of Business has three (3) academic advisors. Their offices are located in Davis Hall
(DAV 134):

Stephanie Turner, smt@mail.usf.edu ext 3-4726
Julie Harding, harding@stpt.usf.edu ext 3-4029
TBA

The link for USFSP, Academic Advising is: http://stpete.usf.edu/advising/directory.htm
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STUDENT DISABILITY SERVICES

Faculty should become familiar with the University’s procedures and policies concerning
students with disabilities. The following link to disability services may assist in this regard:
http://stpete.usf.edu/disability/

CAREER CENTER

The Career Center helps students and alumni identify career goals and achieve career and life
satisfaction.

Services include:

e corporate information sessions

e networking activities

e seminars and forums on such topics as resume writing, interviewing and networking
skills, and business etiquette

e internships

e in-class presentations

The College has partnered with the Career Center to expand these services including the annual
Career Expo (a career fair held in early spring semester). Students and Alumni can submit their
resumes and search career and internship opportunities posted by Employers on Recruit-a-Bull,
USFSP’s web-based e-Recruiting program.

For more information, contact Barb Oliver at 727-873-4129 or oliverb@mail.usf.edu. You may
also view information on the Career Center web page at http://stpete.usf.edu/career/.

ACADEMIC SUCCESS CENTER

When appropriate and to facilitate the success of our students, faculty may want to refer
students to the Academic Success Center for tutoring and extra help. The following link will
assist in this regard: http://stpete.usf.edu/success/index.htm

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

Appendix E is a summary of FERPA provided by the Family Policy Compliance Office, U. S.
Department of Education. FERPA is a Federal law that protects the privacy of student education
records. Faculty should become familiar with this law.
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FREQUENTLY ASKED QUESTIONS ?

What should | do if | will not be able to attend class
meetings or office hours?

Contact the College of Business Office Manager or any of
the Administrative Assistants. A note will be posted on
your office door and/or classroom doors immediately. If
you are able, use Blackboard to post an Announcement to
the students and — if you have time — use the ‘broadcast’
facility in Blackboard to send an e-mail message to them.

How can I find out about important dates?

The University academic calendar can be found on the USFSP home page of the home
website: www.stpt.usf.edu and navigating to the Events icon at the bottom of the page.
The College’s Administrative Assistants can also help with information regarding
University holidays, drop/add dates, and other events.

| have a maintenance request. What do | do?
Our Office Manager coordinates all facility matters for the College of Business.

I need computer assistance. Who do | contact?
You may contact the College Administrative Assistant who can submit a service request,
or you may contact the Campus Computing help line at 873-HELP (4357). Please visit

their website for more information http://stpete.usf.edu/computing/index.htm You
may also refer to the Quick Reference List on page 5 of this handbook.

How do | assign an “Incomplete” grade for a course?

You and the student will fill out the “Contract for Incomplete Grade” form available
from the Office Manager or College Administrative Assistant. Place an ‘I’ for the grade
on the gradesheet. When the student completes the course, fill out a “Change of
Grade” form available from the Office Manager. The originals of both forms should be
properly signed and returned to the Office Manager for processing.

What do | do about undergraduate student problems and/or conflicts?

Faculty are encouraged to resolve student issues among themselves and the student.
When student issues arise, inform Assistant Dean for Undergraduate Programs or
Associate Dean for Graduate & Certificate Programs, as appropriate, immediately. If the
student and faculty member do not resolve the issue, the student can make an
appointment with the appropriate assistant dean to discuss the matter further.
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My Paycheck is directly deposited. Will | receive a pay stub?

Pay stubs are not printed for distribution. Payroll records are maintained through the
GEMS Self-Serve system. The GEMS Self-Serve system can be accessed through the
MyUSF All Access portal and selected on the Welcome to MyUSF page.

How do I find out about campus events?

Go to the Calendar of Events located on the USFSP home page at
http://stpete.usf.edu/calendars/index.htm. You may also add your name to the
appropriate Listserv to receive regular communication concerning campus matters as
well as other vital information. You may also contact David Brodosi,
brodosi@nelson.usf.edu, for additional Listserv information.

What technology is available in the classroom, and how do | find out how to operate it?

Support and maintenance of our classroom technology is provided by the Campus
Computing staff. They can be reached on 3-HELP (727-873-4357) or following this link
http://stpete.usf.edu/computing/index.htm

Guidance on the use of the technology in our classrooms can be found by following the
link to Classroom Technology at

http://stpete.usf.edu/computing/classroom technology.htm. Here you will find links to
specific instructions on the operation and use of the technology in each of our
classrooms: click on the link to the room you will be using to read them. Information is
also posted next to computers in the classrooms.

How do | book AV Resources?

Requests for audio-visual resources (projectors, TV/video etc) must be made at least 24
hours in advance using the http://www.nelson.usf.edu/forms/imform.html form
available through the links on the Nelson Poynter Library home page.

What is the Policy on Consensual Relationships?

The USF policy on consensual relationships can be found in the USF Policy and
Procedures Manual (Policy 1-022, revised 6/3/05)

Where can | find resources to get started with some research?

USF provides substantial support for research. Use the Libraries tab to find links to
Research Tools (classes and tours, RefWorks (bibliographic software) training, subject
guides etc) and Services (including Faculty Orientation, Library Instruction Requests,
Copy Services and help with Faculty Reserves).
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What is the policy on final examinations?

This is set out in the USFSP Faculty Handbook, as follows: The last six days of the Fall and
Spring semesters shall be set aside for final examinations, and any comprehensive final
examination must be given during this designated period. If a segment examination is
given in lieu of a comprehensive examination, the segment examination must be given
in the period designated during final examination week. Take-home final examinations,
papers, projects, practica, and competency examinations are exceptions to the above
rule and may be scheduled for completion at any time at the discretion of the instructor.
(Policy 10-005).

What are the expectations about office hours?

You must designate hours during which you will be available for office conference with
your students. These hours must be on regularly scheduled class days, and be adequate
to ensure students have reasonable ‘access’ to you. You should include your office hours
in your syllabus and post them on your office door. In addition, please provide an up to
date copy of your office hours to the College administrative assistant.

Increasingly, students confer with faculty by e-mail. You should balance your
expectations in this regard with the amount of scheduled and unscheduled time you
allocate to office hours. At a minimum, you are expected to offer 1 hour per class
section per week for consultation in your office. You should encourage students to make
appointments to see you.

What if | have an emergency (medical, safety, fire, security) while in the classroom or on
campus?

Call the USFSP Police Department at 873-4140 and/or Dial 911. Classrooms are
equipped with telephones and emergency procedures information is posted.
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ST. PETERSBURG
USFSP COLLEGE OF BUSINESS

Teaching Resources Recommended by the Teaching Committee, COB -USFSP

Books

Bain, Ken (2004). What The Best College Teachers Do. Harvard University Press. (USF-St
Petersburg)

Barkley, Elizabeth F., K. Patricia Cross, and Claire Howell Major (2005). Collaborative Learning
Techniques: A Handbook for College Faculty, Jossey-Bass. (USF-St Petersburg)

Davis, Barbara Gross (1993). Tools for Teaching, Jossey-Bass. (USF-Tampa)

Filene, Peter (2005). The Joy of Teaching: A Practical Guide for New College Instructors, The
University of North Carolina Press. (USF-St Petersburg)

Fink, L. Dee (2003). Creating Ssignificant Learning Experiences: An Integrated Approach to
Designing College Courses, Jossey-Bass. (USF-Tampa and online)

Kellough, Richard D. (1990). A Resource Guide for Effective Teaching in Postsecondary
Education, University Press of America. (USF-St Petersburg)

Kirk, Delaney J. (2005). Taking Back The Classroom: Tips For The College Professor On
Becoming A More Effective Teacher, Tiberius Publications. (USF-St Petersburg)

Tice, Stacey Lane, Nicholas Jackson, Leo M. Lambert, and Peter Englots (2005). University
Teaching: A Reference Guide for Graduate Students and Faculty, 2" edition, Syracuse University

Press. (USF-St Petersburg)

Nilson, Linda B. (2003). Teaching At Its Best: A Research Based Resource For College Instructors,
Anker Publishing Company, Inc., 2nd edition. (Tampa has 1*" edition of this).

Brinkley, A (1999). The Chicago Handbook for Teachers: A Practical Guide to the College
Classroom, University Of Chicago Press. (USF-St Petersburg and Tampa)
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Barbara Walvoord (1999). Effective Grading: A Tool for Learning and Assessment, Jossey-Bass.
(USF-St Petersburg and Tampa)

Stevens, Dannelle D. (2004). Introduction to Rubrics: An Assessment Tool to Save Grading Time,
Convey Effective Feedback, and Promote Student Learning, Stylus Publishing (USF-St Petersburg

and Tampa).

Journals with articles on teaching

The Chronicle of Higher Education

e College Teaching

e Harvard Educational Review

e Journal of Accounting Education

e Journal of Education for Business

e Journal on Excellence in College Teaching
e Journal of Management Education

e Journal of Marketing Education

e New Directions for Teaching and Learning

Websites on teaching

www.delaneykirk.com (tips on teaching and classroom management)

http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/teachtip.htm

(variety of teaching tips and class activities)
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OMB No. 1615-0047; Expires 08/31/12
Department of Hiomeland Security FO[:“} I.'?’ Emp_loym?nt
U.S. Citizenship and Tmmigration Services _ __Eligibility Verification

Read insructions carefully before completing this form. The instructions must be available during completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT
specify whichk document(s) they will accept from an employee. The refusal to hire an individual because the documents have a
future expiration date may aiso constituie iliegal discrimination.

Section 1. Employee Information and Verification (To be completed and signed by employee at the time employment begins.)

Print Name: Last First Middle Initial | Maiden Name
Address (Street Name and Number) Apt. # Date of Birth (month/day/vear)
City State Zip Code Social Security #

I attest, under penalty of perjury, that I am (check one of the following):

L1 A citizen of the United States
L—_] A noncitizen national of the United States (see instructions)

I am aware that federal law provides for
imprisonment and/or fines for false statements or
use of false decuments in connectior with the
compietion of this form. [::] A lawful permanent resident (Alien #)
D An alen authorized to work (Alien # ar Admission #)

usntil (expiration date, if applicable - month/day/vear)
Employee's Signature : Date (month/day/vear)

Preparer and/or Transtator Certification (To be completed and signed if Section | is prepared by a person other than the employee. ) 1 attest, under
penalty of perjury, that I have assisted in the completion of this form and that to the best of my knowledge the information is true and correct,

Preparer's/Translator's Signature Print Name

Address (Street Name and Numbey, City, State, Zip Code} Date (month/dayyvear)

Section 2. Employer Review and Verification (To be camfleted and signed by employer. Examine one document from List A OR
examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, mumber, and
expiration date, If any, of the documentfs},)

List A OR List B AND List C

Document title:

Tssuing autherity:

Document #;

Expiration Date (if any):
Document #:

Expiration Date (i any):

CERTIFICATION: 1 attest, under penalty of perjury, that I kave examined the document(s) presented by the above-named employee, that
the above-listed document(s) zppear to be genuine and to relate to the employee named, that the employee began emploeyment on

{month/day/vear) and that to the best of my knowledge the employee is authorized to work in the United States. (State
employment agencies may omit the date the employee began employment.)

Signature of Employer or Authorized Representative Print Name Title

Business or Organization Name end Address (Street Name and Number, City, State, Zip Lode) Date (month/dayyear)

Section 3. Updating and Reverification (70 be completed and signed by employer.)
A, New Name (ff applicable) B. Date of Rehire (month/day/vear) (if applicable)

C. If employee's previous grant of work authorization has expired, provide the infermation below for the document that establishes current employment autherization.

Document Title: Document #: Expiration Date (i amy:

1 attest, under penaity of perjury, that to the best of my knowledge, this employee is antkorized to work i the United States, and i the employee presented
decument(s), the document(s) | have examined appesr to be genuine and (o relate to the imdividual.

Signature of Employer or Authorized Representative Bate {month/dayivear}

Form 1-9 {Rev, 08/07/09) Y Page 4



LISTS OF ACCEPTABLE DOCUMENTS

‘All documents must be unexpired

LISTC

Documents that Establish
Employment Authorization

Social Security Account Number
card other than one that specifies
on the face that the issuance of the
card does not authorize
employment in the United States

. Certification of Birth Abroad

issued by the Department of State
(Form F5-545)

. Certification of Report of Birth

issued by the Department of State
{Form DS-1350)

. Original or certified copy of birth

certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

. Native American tribal document

. 1.8, Citizen ID Card (Form 1-197)

. Identification Card for Use of

Resident Citizen in the United
States (Form [-179)

. Employment authorization

LIST A _ - LIST B .
Documents that Establish Both Documents that Establish
Identity and Employment Identity
Authorization OR
1. U.8. Passport or U.S. Passport Card 1. Driver's license or IID card issued by
a State or outlying possession of the
United States provided it contains a
photograph or information such as
2. Permanent Resident Card or Alien name, date of birth, gender, height,
Registration Receipt Card (Form eye color, and address
[-551)
2. ID card issued by federal, state or
3. Foreign passport that contains a local government agencies or
temporary I-551 stamp or temporary entities, provided it contains a
1-551 printed notation on a machine- ph@tograph or information such as
readable immigrant visa name, date of birth, gender, height,
eye color, and address
4. Employment Authorization Document | 3. School ID card with a photograph
that contains a photograph (Form
1-766) 4. Voter's registration card
8. In the case of a nonimmigrant alien 5. 10.S. Military card or draft record
authorized to work for a specific
employer incident to status, a foreign | ¢ Military dependent's ID card
passport with Form [-94 or Form
[-94A bearing the Same NAME as the 7. U.S. Coast Guard Merchant Mariner
passport and containing an
o Card
endorsement of the alien's
nonimmigrant status, as long as the . . .
period of endorsement has not yet 8. Native American tribal document
expired and the proposed . ) . .
employment is not in conflict with 9. Driver's ilci:nsct}isstaed by a Canadian
any restrictions or limitations government authority
identified on the form
For persons under age 18 who
are unable to present a
document listed above:
6. Passport from the Federated States of
Micronesia (FSM) or the Republic of
the Marshall Islands (RMJ) with 10. School record or report card
Form 194 or Form 1-94A indicating
nonimmigrant admission under the 11. Clinic, doctor, or hospital record
Compact of Free Association
Between the United States and the s D hool d
FSM or RMI 12. Day-care or nursery school recor

document issued by the
Department of Homeland Security

Hlustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)

Form 1-9 (Rev. 08/07/09) Y Page 5
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COURSE TITLE, PREFIX AND NUMBER
Syflabus —Term & Year

Instructor: Office Hours:
Office: Monday:
- Office Phone: | Tuesday:
Instructor’s Optional Wednesday:
Homepage:
Fax: _Thursday:
Email: Friday:
Classroom; | N
Time: By
Appointment

COURSE SPECIFIC SECTION

Course Prerequisite and Grade Requirements:

Prerequisite course name and number {if any), and any special grade
requirements regarding passing certain courses with a “C” or better (for some majors);
or a “C-" or better (required for graduation for College of Business core courses).

Course Description;
Course description from USF course catalog.

Course Objective(s):

Course objectives listing and narrative as desired — May be determined by
individual disciplines for core Business courses.

Required/Supplementary Text(s):
include title, author, edition, publisher, and 1SBN.
Determination of Final Grade:
List all grade components and specifically how the student’s final grade will be
determined for the course {point values, weights, etc.). Also, include a separate

description of each component of the course for which the student will receive credit. For
example, you might briefly describe the type of exams and/or quizzes given, homework



assignments, required papers and projects, class participation and/or attendance (if
graded).

Course Policies:

List all instructor requirements and expectations, including attendance policies,
making up missed work or missed exams, preparation for class, and class conduct — including
cell phone use.

Tentative Course Schedule/Outline:

List the scheduled chapter coverage for each day during the semester the class will
meet, including due dates for assignments and homework, dates for quizzes and exams, and
the “drop” date.

Business Program Learning Goals {Skill{s) and Perspectives)
Addressed in This Course:

Mark the appropriate area(s) with a 1 to 5 ranking {with 1 being light treatment and 5
being the highest degree of integration), and briefly explain how you will specifically address
the skill during the semester in your course.

1. 2. 3. 4, 5. 6.
Interpersonal Analytical Information Reflective Ethical and | Multicultural
and and Critical Technology | Thinking and Social Competence
Communication| Thinking Skills- Skills Experiential | Consciousness
Skills Learning
Lto5ranking | 1to5ranking | 1to5ranking| 1 to 5 ranking! 1105 mnkmg” 1t05 rankin

Only list and explain below those (of the six) that will be covered in your course during the
semester, A brief description of each of the six perspective areas is listed below under
“BUSINESS PROGRAM LEARNING GOALS”. Example:

Interpersonal and Communication Skills — week 2, chapter 11 and the semester project

Information Technology Skills — week 3, chapter 12-14, and spreadsheet homework
assignments

BUSINESS PROGRAIM LEARNING GOALS;

(1) INTERPERSONAL AND COMMUNICATION SKILLS
- Written and verbal communication skills
- Working in a team/group environment



i

Group and individual dynamics in organizations
Influencing others toward a common goal (i.e. Leadership)

(2} ANALYTICAL AND CRITICAL THINKING SKILLS
Problem solving skills (from the “defining the problem” step to “implementation”)
Ability to evaluate, then choose, alternative strategies/courses of action
Ability to prioritize
Data analysis skills

{3) INFORMATION TECHNOLOGY SKILLS
Basic computer proficiency
Ability to conduct basic research using the Internet
Ability to use word processing, presentation, and spreadsheet software

(4) REFLECTIVE THINKING AND EXPERIENTIAL LEARNING
Applications Orientation
Multidisciplinary approaches to solving management problems (ability to integrate

learning from various Business disciplines)

Service learning (may including community and University/College service)
internships

Study Abroad Programs

Personal professional development {etiguette, dress, professional conduct)

{5) ETHICAL AND SOCIAL CONSCIOUSNESS
Corporate social responsibility
Ethical and legal responsibilities
Value systems
Personal conduct

(6} MULTICULTURAL COMPETENCE

Giobal awareness and understanding

Diversity in both domestic and international contexts

Cultural differences and their impact on economic/business environments

UNIVERSITY/COLLEGE OF BUSINESS SECTION

Academic Dishonesty:

See USF Policy on Academic Dishonesty and Disruption of Academic Process at

www. ugs.usf.edu/catalogs/0304/adadap.htm

Because of the University’s commitment to academic integrity, plagiarism or cheating on
course work or on examinations will result in penalties that may include a grade of “f” for
the specific exam or course work and a grade of “F” or “FF” for the course. Any incident of
academic dishonesty will be reported to the dean of the college. Definitions and



punishment guidelines for Plagiarism, Cheating, and Student Disruption of the Academic
Process may be found at the web address listed above.

Students with Disabilities:

Please notify your instructor if you have a learning disability or require special
assistance with this course. Confidential personal and learning assistance counseling are
made available to students through the Division of Student Affairs. Contact R. Barry
McDowell (873-4990} mcdowell@mailf.usf.edu for more information (Disability Services
Office focated at TER200).

Religious Holidays:
Students who must miss an examination due to a religious holiday should notify
the instructor during the first two weeks of class.

Copyrights:

Your policy toward the use of course materials goes here. For example, “students may
tape lectures and use slides from the Web for their own study, but may NOT sell these
materials to others.”
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RECORD RETENTION AND DISPOSAL

Taken from Chapter.5, USF Faculty Handbook

"‘Tests and exams, if not returned to the student, should be kept by
the faculty member for one year. ”

Taken from USF Office of Registrar, Student Records Management
Manual, Section III, Record Retention Guidelines

“Destruction/Disposal Guidelines

The disposal of Student Records must occur in accord with retention
schedules, after destruction approval is granted and then in a secure
‘manner. Any document (paper, form, microfilm, report, etc.) that
contains personally identifiable student information, even if it is not
-considered to be an official student record, cannot simply be placed in
the trash. Such documents include but are not limited to computer-
generated reports/lists, microfilm/fiche, notes, fetters/memos, and
forms. There are three basic ways to dispose of paper documents that
contain personally identifiable information. The appropriate method
should be chosen for each office based on the volume of materials and
the availability of shredders or recycling bins.

Shredding - any document with personally identifiable information can
be shredded and then placed either in a recycle bin or in the trash.

Sensitive Material Recycling - locked recycling bins desighated for
confidential materials if they are available.

Burning - any document with personally identifiable information can
be burned.”



APPENDIX

D - COB Program Sheets

25



‘Juawainbas sseulsng-uoN N0y pg 03 Ajdde jou seog .,

Sl 95-09 '9bumy ssouisng sjgextaddy 0o-vs oBuey ssoulsng-UCH Bjqejdanyy
dSSN Je polee iy sseuiend ot NIW SOIYIT JO SUSIOS [2OMI0d (¥
SRIUBHINEYSUSIDG [BIOINBYSG (£

Buisiapempo jsn id)s mmndny 01£€ ONF 40 0§28 ONZ (2
Lr-g28 (222) xvd (srgesnun) 011€ WOD 10 8092 DS 40 009Z DdS (L
LISP-€L8 (L22) :3OI0A SMNOM ITEVINNOTNON 'H SUNOH SSINISNE-NON CZ¥INDIY A
9L08-104EE T ‘Bangsieied 1S
YINog SnuaAy YIUSADE 0¥l
Huisiapy sxenpeibiapupn
sseuisng jo abs)10) 45480

{paanbai i)
SIALDTTIZ TVHIANTD D

1BNPLIZ) O} SINCH WP (Z) WAL « (e ssausng u sindwod 0oLz $99
Builp § yiel ey UoOpIOE) o SHALLOITI SSINISNE D 0T NIN DNLLIEAM B SN LYHI LN
SINCH (s soddn a1 & dS4SN 38 DOV 0 SuH o NI
SIS 18 DOLIES SiU 9 188} JO 0F () JwByy oi6ejens 068r G930 «
BBMNCT) jRUOlEUIBIY pasosddy S0 « ®
. 89507 SUNUNooDY [aAst Jaddn siy § Shid SANSSI HOMVIAL B SYMOM HOrvYi
sjuswennbay Buoppy (1pEe OOV "E01E DOV Hd) 08 - NN SINIWSHINODIY LiXI SNV Iva3gn ‘a2
6% | sexe] jespdd 100F Xyl
WD UBYS 559 opeiB ou UM sesInoY {£L1€ OOV 'LOFE DOV Hd)
bei-a14 pajepuey 81918 £ U1 V4D 00°Z (€) i Bumipny  zgor DOV {vaWv 1Y) SALLOIISHId NYISY ¥O ‘Ny3LsY3
4S0 18 paydiieny 3PeLD 1 U0 VD 002 « (1%E€ DOV 'E0IE DOV “ud) 0'F NI I00HA NYODIRSNY NLLYT NYDiudY L
Xop 9891107 i UG V4D 65T 4 {e) SWIBISAG OJU] 20y LOYE OOV
perojduicon SuN0L 10)SoUI08 00 o (LFEE DOV 'E0LE DY Hd)
{ {1 20V [Belouelld 183U €1L1E 20V o's N SiHV INid '8
spudiaNbag UoISSILPY GO0 B {LLOZ D2V M)
{e) [104u0D R 09V 180D LPEE DOV
1883 T8I {L20Z OOV Wd)
LTIV T Jepsums] (e | 20V [BIOUBUIS JBIU] EOLE DOV 08 NiW SIAILIIISYD TYOIHOLSIH '8
"$88IN0T DO 1Y 10} paunbas 81 (-0, JON} Dy Jo spRib v
onf IsepAl ] :isvid 15084109 Bupunoooy pannbay SORUOUOD0IOIN £Z0F 00T &
20l ONILNAOIOY Ut : SHWOUCOB0I0BN £L0Z 00T »
IANGId oMl §seall WY id S3ZN0DLO) BupasiBazo) ropd sjuswennbas vossiupe goY feeue sy ] o9 NIA SHAMNIOS WINOS P
(suH ¥2) WOrvIN 4
oNl iseAl | S3OM BaA
p3 uen Bopeyen | — (¢} Buniew 00@ % 181 Bereng osgy 939
&) Bunexse oiseg  £20€ MY 09 MW SHONSHOES IVHNLYN ¢
BT (g) juswabeueyy Jo seidioULd G208 NV
(g) suonezieBi0 Ul SWaISAS O3] LLOS  INSI | s1E3S Julouood g sng O0LE aIND «
() goueul4 jo sedoulld €orPs NI (%011 OV da) SNINOPED) SSPUISNE €877 IV
al (€ | sseuisng pue me 0zee NG 09 NI SCAOHLIN SAILYLLNYND T
wepmg | (£) 11 sonspels OlWoUooT R sNg  00ZE WD s e
(€)  1sonsHElS DJMUOWCDT B SNg 00LZ BWD || uopsodwon Z0LL ONT
isjeniu) eag 9] SORUOUOOBOIN £20Z 003 | UOHSOdILOD LOLL DN
SOSIAPY §0 e1EQg ® SOHuOUODRCHEW £1L07 009 0% NN NOILISOdIROD HSIMONE b
—_— .i.IMmW 20y uep jo %ﬁﬁ%a L0290V A 5 v
20V Uil JO sadpu SIRISP 10U J0] ualuslinbs BSG] 928
8pP0J SIAPNIS .:u_.mwa € saginog Mﬁiﬂ%&a hoysvm vowm_m_mzwenwm _‘uhmmhw__ncé wwmhmsﬂ m.\n_oﬂ.wﬁw‘sw_a Mﬁ_og ge
{yoes ulJeyeq 1o ,-0.) FHOD SSIANISNE T JNIRSHINDIY NOILYONGOS TYeENID v

Joousyiom Bojered 71-1 107
DNILNAODDY - §83NISNE 40 39371102




“uswannbal ssouBNg-uoN oy p§ 0} Ajdde Jou ssoq .,

i 9o-08 -2buey ssoushg sjgeldesoy 0obg 2Buey ssawsSNg-UON aiqeidenay
OLEE ONT 10 052€ ONI (2
GIS:1S0) 18 POUIES sl SSOUISng OF NI, OL1E WO 10 8097 DdS 10 0092 248 (1

Buisiapempaysn-idys mmmdny
Vel lzzn) xvd
1isb-e28 (£22) HOI0A
OLOS-LOLES 1= ‘Bingsiajed 18

SHNOH SSINISNS-NON 03HIN03Y  'd

LINOS SNUSAY LJUBASS OFL
Buisiapy ajenpesfuspun (painbay y)
ssousng Jo 0681100 dSISN (siqesnun) SIAMLDETE TVH3INID 'O

SHNOH TEVINNOI-NON 'H

SJenpaIg) 03 SINOH UPSID 02} WALIUIN o

Builtiah g e 8Ny UOPIOS {1 NIA DONLLIEM B IHNLYE3ILT
sinay jeas Jeddn g «
SIZNPRID OF SINOH IPBID 071 WU « by oiboiens 068y HID »
esinoy (euolelaly peaosddy 0D 4
dSASM1 18 PBUIES 81U (g 188] JO OF NI SINSS HOMYIA 8 SHHOM HOPYIN
sjuswannboy [BUCIHDDY (g ssausng Ul siepndwo) 0oLz SO0 09 - NIA  SINIWIHINDI3Y LIXF iV vEzs '8
SAALOTTE SSANISNE D
i, UBHIL SE3} Nﬁm._m O Uria SOSINGY AS4511 1B pauies 814 uoD3 gL NHEA
bas-oxg pejepueys 93818 L Wl VdD 007 {e) (v3MYIVE SALLDIISHAD NYISY HO 'NY3LSY3
ASN 12 poydiueny WPsIS [je Uo YdD 007 9] 0'E NN FIGCHIN NYDRNSNY NLLYT ‘NYDibdY L
BioAl 8BeROD e U0 YdD 05°T < )
peyaduio]) SH0Y JOISOUISE 09 « (g}
(€ 0t NN Siv INId '8
sjusisinbay boSSIWPY HOG . (ee7e Nid spnaus Aew)
SBSINOD SOIUOLOST [eAs] Joddn siy g} snid
sl B (£) souUoUoDB0IDEY SlBIPBWIBIUl £0TE O0F
pwuIng FESUR] (€) iooie ooa Aveuse) 003 jeneBeuely €08 403 09 NI SIAILDIASH T TYOROLSIH '8
HO fovyj 90ud slepswiaiy] LOLE 003
onN Iseal 1 isviD edfunugz :§981N01) sALou0sy pannhay SONLOUOISOINN €702 OO0 5
i Joleuwr SHINONODT i $88inos SOHUCUCOB0I0BIY €107 00T «
AN ol iseal ] Y T JopBuniaysifal o} aoud sjuswainbal UCISSIUPE GO D 190U ISHN] 0'e NI SAONIOS IVIDOE ¥
{Sui 12) MWOrYWE  'd
oM Isenl ] ] B9 A
P usgy Bojeen (g) Bupew v 310K 268 088 gID
(€ Sunesep olsey £Z08 MW 09 NIR SIONINE IVHNIYN £
rUIEN {£) usluabeueyy 10 sedioulid SZOS MVIN
() suoneziefi( L SWLISAS O LL0E WS { §]E1S DIWOU0DT B SRE 0017 SIND »
Amv aduB 4 1o wm_au.um_‘_n_ SO¥E  NiH {80l DYV Hd) SNINJJED) SSBUISNE CC27 OVIN
a &) | sssuisng pUR MBT QZEE hd 18] MiA SOOHLIAN IAILVLIINYND 2
jepmg {£) 15 sousness orUoUooa B SNE  00ZE HND
(€} 1souspels DwuoL0d3 P SN 00LZ SWD jf uogisodwoD Z0L L ONI
ssieni GLAE (e} SORUOUOISB0IOIN €207 003 f uogisodwon LOLL ONI
JOSIADY 0 ey e} soiwouodscoel €L0Z 003d o8 i NOLLISOJ4IRCD HSTTONT ')
me 20y vep o sediould 12027 90v
£ 20V Ui JO sSldUNY  L20T DOV {sire1op auow Io) Japuisanbay SHY [R1a0I 985)
9PO] sBIPNIS ._Omm_\,m $381n0 S)sinbasaiy vowwos pajepuey SIS elualinbal obgIoAR Y4 0'Z B YW SINoY 68
{yoes w;ieneq 0 /0. JHOD SSENISNG 3 LINENSHIN0EN NOLLVONGE TVHEINED Y

Bofeles Zi-1i 2
SOHNONOD3 -~ SSINISNE 40 A9D3T7TT70D




$4H 99-0g =buey sssusng sjgeidanay
dS4S Je peules S1Y SSSusng ¢ N

-wswaiinbal ssausng-uoN oY ps o Ajdde Jou svoq .

09-+5 (eBueyd ssausng-uop ojgeidency
0LES ONT 10 0528 ONZ (¢

Buisiapempaysnydis-mmmysdiy

Lbb-eie (22l xvd
115t-c48 (L2L) :aDI0A

OL1E WOD 10 809Z DdS 10 009Z OdS (1
SHNOH SSINISNG-NON QIHINDIY a

9106-102£€ T4 ‘Bangsisiod 18
YINeg SNUBAY YIUSASS 0¥
Buisiapy slenpeaBiapun
ssauisng Jo ab3{109 ggd4sn

{eigesnun)
SHNOH AIEVINNOD"NON 'H

(pasnbai )
SIAILDATT TVHINID "0

BJENPEID O} SINOH HPBID 02 WNUNHE o

Bunuim 7 YIe 8jny uopion o

S4NOH joas saddf gt o

dSd3SN 18 pawes siY 09 }5e) 3o 0¢ NI o
8sIn07) |euonewsiu] paaosddy 900 «

sjuawaanbey jeconippy

o, UBY] SSB| 8pesb OU YHIM S95IN05

bal-ald pajepuey 33BIS £ Ul ¥dO 007 «

45N 1e pajdwany Hpaid 12 U0 vdo 007 «
Hiop 88a1|0D ||le U YYD 057 <
polaldwos SINOH J91SIWSE 09 «

sjuawsnbey UCISSILIPY ‘F09

1844 SIH
Jswiung Iagsue)

on[1ssal]l sv1D

SENAT oN[1lssall]l wvid

9 eap

p3 ven Bojejeq
RN Y

Ha

juapnlg

SBILy leAg
JOSIAPY 10 ?1eQ

SpoQ salpnis Jofe

$95:n090 Jolew g fe 0] palnbsal Janaq 10 -0 Jo epeib v

0t NIN ONILMM 9 FHNLYHALIT
{€) EInduion. ok wibpy aifeiens 088y 999 »
S3ALLOITI SSANI
Jofeus uj edb up 0z SANSST HOMVIAL R SHEOM HOMvI
0’9 NIA ENIFWANINODIY LIX3 S1HY Tvy3Ign g |
dS4Sn 1e paules sinoy Jofew g | NiW
(€) (VaWV1V) 3AILD3dSYId NVISY 8O ‘Nu3LSVYI
() 0t NIN TQQIN ‘NYDIHIWNY NLLYT ‘NYORIHY 2
3
(€)
suondo eAnvsie 1o) Bojeieo 988 - sy 2L Snid 0¢ NN SIMYV AN 9
(%) 16 e2unosoy UBWNH  LOSE NYIN
(£ Bullesunod 1B sNG [IBWS b0y NYIN
(£) 3B\ sng lews g Insuaidanul  Zo8y NYW
(e} uoEDID SINWBA MON XXXy LINJ 09 NN SAAILDIASHA TVIIHOLSIH G

'$954n0D diysinaualdol; Jug pal inbay

SALUDUDIBOIINA 207 O]

Jofewr § Nz sy UL
$9s1n02 Bupje) o) Joud sjuewielinbaluojssIpe O J9aw 1SN 0'9
(SHH vZ) HOrvin 4

SOIUOUCDB0BH £107 OO «
NIW SIONTIDS WIDOS ¥

Bupiep sa¢) ¢ 16w 0188188 068F 9399
Buneygpy olseq  £zog WA 0'9
ewsbeuey Jo seidoulld 208 NYIN

NI S3ONIIDS TVHNLYN ¢

suopeziveBlo) ul SWeSAS OJU  LLDE  NSE

soueuly Jo sodioullg  €O¥E NI
| 8S2UISNY pUB MBT 09

0’9

{yoes ul Jeyag 10 _.-o,_v. mmoo wwmzmmnm..w

it vonsedwoD ZoL L N
j uosodwo 1611 NI
NIN NOLLISOdWOD HSITONT "L

{s)e1op alows Jof Juswalinbay sl [RI2GIT 995)
WeLsnbsa 9belane 49 0°Z B Yl SInoy 8¢

LNIWIAINDIAY NOLLYDNRAE TVHANTD 'V

1oaysyiom Bojejed zZ)-1102

JIHSHNIANIHdIHINT SSANISNG 40 395371109



[Buisiapempaysnidismmmdyy
Livbelg (L2) Xvd
1sb-g28 (L22) 3DI0A
8105-1.0.6¢€ 1d ‘Bangsiad 18
YInog anuony UuseAss Ol
Buisiapy sjenpeiSiapun
ssaujsng Jo 9681109 dS4SN

sS4 8909 -obusy sYoupsng agepiadey
dSGMN 1B palues sy ssausng 0 NIl

Justianbal ssauIsNg-UON oY s 0} Ajdde jou ssog
0o-ws ebfupy sseusng-uoy aqe)dasoy
DLEEONT Jo 0gZE DN (Z

01 L€ OO 10 8092 D34S 10 009z 0451
SHNOH SSANISNE-NON J3¥INDIY a

{olgesnupn)
SHNOH TEYLINAOD-NON

e3enpeIs) O] SINOH YP3ID HZL WNUILIA o
BunLia g tiei oy uopios o

NoH PAsT s0ddn 8y o

d 2480 12 POIES 814 0D 392 4O 0F NIK <
a8In0s jpuORBLLIgIU; Paaclddy 205

Sjudwsnbayy feuoippy

W), e seof opziB ou ym sesInos

bei-sid pejepuey e3218 £ Ul V4D 007 4
28 ye pedweliy HpaID fe U0 Y40 007 4
o oBsjjoD [ie U0 V4D 05°F o
pEjodwon SINOKH 19)S8WISS 09 «

SuswWwaliNbay uoIssILpPpY 900

{311} =YY

JBuiume Jglsurig

onNl Isoal ] :isvio

NI oNl IseAl 1l wyid

BT T dBEA

pa uen Bojeen

soluen

ql

wepnig

‘Slenig jBRg

JOSIARY §0 8380
e8P0 s.eipnis ._Omm_.a

{paninbai §1)
SIALDEIZ YHANID D

o'e NN ONILIMM B JenivyeaLn

Jwbpy oiferens oeey 939 «

(€ sseuisng Ul s/endwiod 00LZ SO
SAAILOTTA SSANISNG
4SS 12 DLIES SIY NI L NI

SIANSSI HOMVIN F SHHEOM HOMviN
09 - NIN  SLNZWININDIN XA Slyviveagn g

{v3RVTY) SALLDILSHAL NYISY §0 ‘NYIL8VE

(€) G'0 NN EICOHA NYOIMTIRY NILVTNYDIRIEY L
€)
(£)
) 9t NI SIHMVINIA 9
{(xy@ad Ni-d BABY 1SN BIBLE JO B8J)
$8SIN0T 20URUl] [9A8)| 1addn siY 2L smid
(€ 80UBULY Bjelodio) ADY  pLby  Nid
(€ SWBLNSOMI] JO Ulld POSY N 0% NI SIAILDALEHT TYORIOLSIH 'S
(e SPIN 8 ISUL [BIOUBUIY €0EP  NId
edb ulw o'z 1$981N07 @IuEtly painboay SOIUOUOSOOIIA £Z0FZ Q0T 4
iofett NfJ Ul s8sinos SLUOUODR0I0BIN €102 O «
- o-ButioysiBar oy solid sjuswoinbal uoissitupe GOO 188U 1SN . 0'9 BHA SIAHNIIOS IVIDOS P
{SuH L2} " orvi
(g} Bupe oeg 318w obsiens 0ssh 83D
{£) Supaxel oiseq €708 HYA 09 NN STONIIDS TVHNLYN €
{€) wewebeueyy Jo saidpulld 5206 NVIW
{£) suopeziuebi(y Ut SWe)sAg Ojul LLOE WS | 81218 OJWou003] B 8ng 001 Z SN .
Amv aaueul - o wm.amoc:m eO¥E  Nid {5044 DN dd) SR sseusnNg 2T OVIN
{e) | ssauisng pue me 0zZee N8 09 NHA SAOHL3W IAILYLILNVND 2
{£} |} sonsHElS DIRUOUCOF B SNG  0OZE GND R
(€} sopspels oMuUOUOOT B SNE OOLZ WD i uonisodwiod 2oL L ONI
{€) SOMWOUODSOIIIN €202 003 | uoBisedwiod LOLL DN
(&) SOHUOLICDBOIBY €102 QD3 05 NN NOLLISOdINGD HSH1ONE )
- (e 20V UBW JO Seidiould 1202 DOV
{e) 30V ul4 40 seidUld 1207 D0V (sye1ep euous sof Juswiasnbay suy Ri1sgr] 59%)

$98IN0) asinbaiald LOUNLOD PAIEPUEK S)Ig
(uoes uplagaq Jo -0, IHOD SSINISNS

Bwenbsal abeioar Y4 07 © UM SIN0Y GE
INIRIHIN0IN NOLLYONAZ TVHINTD Y

Joysyiom Bojeteo i -4 32
SONVYNIH - SSENISNY 4O 30371100



SiH 99-09 :ebury ssauisng ajqeIdosoy
S-S 1B poauwes Suy ssauIsng £8 NIW

‘Juetuannbas ssauisng-uoN Moy 5 03 Ajdde Jou seog .,
oe-ps abuey ssatnsng-uon aiqeidessy

OLEE DN 1o 05ZE ONT (2

[Butsiapempajsnidis mmmdipy

Ligtcig {420 Xvd
LLSy-g28 (222) 13DI0A

QLLE WOD 10 8092 DS 10 0092 OdS (1
SHNOH SSANISNA-NON d3dINDay

9105 F0.EE 1] ‘Bungsieled 1s
YINog anuaay UUsAag gpl
Buisiapy ayenpesfispun
ssauisng Jo obeljo dS4SN

{otgesnun)
SHNOH ITGVINNOD-NON

{ponnbes 1)

8lENpRIS 03 S.MNOH UPaID 02} WnWIuN <

Buili  YiBW 91Ny uopioD

SO |27 Jeddn gF

dSd4S0 18 pauiea Siy 09 ISE1 JO 0 NIN 4
9s4noy [Buoeuasiul pasciddy 900 4

SjuaLualinbeys [eUoltppY

{e)

ng
Jofew vt edb uiw gz

"LL0E WS

Ajuannouod use} aq Aew (aeq ddy sng) zeze WSl

dS4SM1 18 paules siy NG| 81 NIN

0., UBY] $53( opeib ou YIIM $951N07

{£)

apo)) saIpnis Joley

(e

()

INIWIOVNYIN SWALSAS NOILYWHONI - SSINISNE 40 3931109

bai-ald porepuely 91RIS L U1 VD 007 4 (£
48N 12 pajdwany Upaid [IE UO VYD 00T < (£
oM 809]100 JIB U0 VYD 057 « IS8AIDS8 WS pascudde siy 6 snid
pojejdiuos SINOK J91SBIag 09 « (€} sty ojul Bulbeueyy 00EF WSI
_ (e} wwod ey sng 0Zzy WSI
sjustuelinbay uolSsIWpY 80 (e ulupy asegeleq Zler NS
(¢} uhisag g sAleuy sAS €LLE WSI
‘SIH 1844 (£} wewdolpraq ddy sng zg2e WS
JInng rajsueaj '$554n02 paiinbas g Joy paanbal 81 { -0, 1I0N) D, Jo apeib v
1885IN0D) SWosAg uoneuoju] Jwoawabeuey paanboy
oN[1seal ]l :sv1D -iofews WSI uL-S95IN0D
10} Butisls|Bei 0y sopd sjualuasnbey UOISSIWPE 07 YoaUL ST |
ANTTd oN[1seafl  wvd {(SHH ¥2Z) MOrvI
o SELTY {e)  Bupely oo 910 21Bspng 068F 839
EERICTS) Bojeen (¢ Bugoyle mseg £20€ Uy
{£) wawsbeuepy Jo sajdoulld  GZ0E N
DweN (£) suonezivefio us SWHSAS oJul LLOE WS
{€) souBUL JO soldDUl]  £OPE
a (€) [ SSBUISNG PUE MET DZEE
uepnig {) Il sansnes otwouooy
(0 1D T
'sjenu) lleag {€)
JOSIADY jo a3 {g)

SAAILDI I TYHANTD
0 NIW DNILIMM ® ZHNLYHIL
Huby 216s1ens 0687 939 .«
SINSSLHOrYIN 2 SHHOM HOMYIW
0'9 NN SINFWIHINDAY LIXI S1HV VI
{Vamv1v) IALLDI4SH3d NYISY HO ‘NY3ILSY3I
0  NBA  IQ0QIN ‘NYINIWY NILYT ‘NVYIINAY -
0t NIW SIYV AN -
0% NIW SUAILDEJSHA TVIHOLSIH
SOIWIOUOBOIDIA £207 00T «
SOIUOUODR0LIBIN €102 OO &
0% NI SIDINTIDS WID0S -
09 NIW SIONITIDS IVHNLYN °
09 NI
| vegisodwoD ZoL L DN
| uosodwo) LoLL DNT
09 NIWN NOILISOdINOD HSINONT -

{sile10p 210U Jo) Juawainbay sy (Bl 59s)
WswWalnbal 9BRIgAR YdS) 0°7 B YIM SINoy go

LINTWIHINOEY NOLLYONAE TVHANIO

199YsyI0Mm Bojeled Z1-110Z



[Buasiapempasnydis -mammydiy
Livy-e28 {422) iXvd
Lisy-gL8 (Z24) ADIOA
9L0S-1048€ 14 Banasioied I8
HINOg SNUSAY YIUBADS Ot
Buisiapy e1enpeifilspun
ssauisng jo Baljo) dS4Sn

S13 gg-p9 aBuey ssauisng o|geidonoy

dS4SN 18 palues 51y ssausng 0¢ NIN

uawiaiinba) ssamsndg-UoN 1n0Y 5 o) Aldde Jou sa0(] ,

09-p6 :eBuey ssausng-uoy ajgeidesoy
0LEE ONF 10 0528 ONI (Z

0L1€ NOD 10 8062 DdS 10 0092 0dS (1
SHNOH SS3ANISNG-NON g3n03y  'd

SleNpeIs 0) SO UPBID 07| WNWILIN «
Bunum ' e almy uopion o

SiNOH joas soddn gy o

dS45N 12 paules suy 09 ISe) JO 0F NI
251n07) |Buonewsiul paaoiddy goo 4

sjuswaiinbay jeuopippy

w2, UBL] 553} 9pelf oU YlIM $051105
batraid pajepuey 9iBIS L Ul V4D 00°Z «
4S50 12 paldwaiy Hpaid 2 Yo vdo 002 «

Yo 9691100 1B Uo ¥dD 052 o
palo|dwoy SINOY 19}SoWas 09 «

sjuslusinbay uoISsIupY g0

1SIH SaH

lBuwing dajsuer)
oN[ IseAl 1T 1svio

HERE oN[ IseAl 1 wyy
B EFTY LRaj

p3 use Bojeren
BUIBN

Hell

juapnig

sjeniy| -feag
1OSIAPY §0 IR

apoy soipnig Joley

{eiqesnun)

(paanbal )
SIAILDITE TVHINTD D

SHNOH JATEVINNOD-NON H

0¢  NIW ONELRAA 9 FdnLydE L
B o1be1eng 0687 939
SANSS| HOMYIAL ® SHMOM HOMYIN

09 NN SINIWIHINDAY LIXI S1yY vuHIan 9

_BAI109|3 $SBUIsng Umh_:_um.m
EM:QEDO 00LZ S50

(VAWVTV) 3ALLDOAdSHAd NVISY JO ‘NYILSVE

Eomm us _ng 10,-0,) mmou wmwz_m:m 3

SAALLDTTIASSANISNG ™S 0°E NN TTAGIN ‘NYDRHAWNY NILYT ‘NYDIRAY 2
© dS4SM 12 pawes siy Ny 5L NI
c :
me 0 NN SEMV INId 9
5
NV s Jaddn sinoy 8 Snld
{¢) 181y jeuoneWSIUL Q09 NYIA
(e 10 saunosey uBWNY  LOSE NYIN 09 NN SAALLDIASH I IWIIHOLSIH 5
{€) Areuy aeyeg uebi) 0bZ8 NYIN
edf Ukl oz :$98.n07) juswobeuey paimbay SAILOUOIBOINN €207 00T »
iofet Ny Ut $98In0D SOIUCUODB0IIEH] £10Z QDT «
._oh Bupieysibal o} Joud syuswsinbel UOISSIWIPE GOD 190w 1SN 09 NIW SIAINTINS TVID0S b
{S¥H 21} HOfvYI
. te) DBunewoeqw iy oibelens gy QIO
{g) Sunsyiep olseq £zZ0g MyYW 0% NI SIONTIDS IVHNLYN €
{e) wswabeuepy [0 seidiottid G208 NYIN
{¢) suongzEBIO U SWOISAS OlU L10E WS SJE)S DHUOUODT '8 SNET 004 Z GND
{£) OOUBULA JO $8|APUIA £0PE NI (&0l Y s8alIsNg €627 OV
[ sseuUIsng pue MeT 0Zee ing 08 NN wao:m_a FAILVLIINYND 2
wo_ mzm_ﬂw ,uztocoomw um. m:m. .
. il uomsodwoD g0t DNA
j uomsodwoD 1oL ONT
09 NN NOLLISOdWOD HSITONI 'L

(s)1e10p suow 10] Juswalinbay sy 1BI9gI] 588)

wawainbal ab21aAR V4D (7 B YIM SINOY 98
ANSNTYINDIY NOLLVONGE TVHAINID 'V

waysyiom Boees Z1-1 107

INIWIOVNYIN - SSINISNG 40 39371100



[Buisiapempacysnidis v diy
Lbbeds (228 ixv4d
Lisv-£28 {Z2L) J3DI0A
910%-10.£€ 4 ‘Bingsisied 1%
INoG anuaAy HiueAag OvL

siH 9g-00 :ebuwy ssoursng oqeidanay

dS48M1 18 PaUIES 54 SSaUISng OF NI

Quatiainbai ssaulsng-UoN 1oy v5 0 fidde jou ssogg,
po-py eBury ssaursng-uop oigeydesoy

0SZE DNFJo oLee DNA (2

0L1E WOD 10 8092 DdS 10 009Z DS (1

BuIsIApY ajenpeibiapun
ssoulsng jo aBoH02) dS48N

SIENPEIG O] SINOH HPBID OZ L WNUNLIN «
Bunum 2 Yiel ejny uoplon o

SinoH [oas Jaddn gy o

4SSN 1B pauLeEs S14Y 09 1581 JO O NIIW
88IN07) |BUOfjEUIIU] paaciddy 900 o

sjusUIRINDEY [EUCHIPPY

W, UBL) S83) apeif ou UM S9S.1N0D

bawraig pajepuely 918IS L LIVAD 007 <

A4S0 je peldwieny 1IPaID 112 U0 ¥d9 00'7 o

HHom @bojoD [e uo vdo 067 <
palejduio] SINOH JISoWas 09 «

Sy 1Sap
ISWILNG JBJSURL)
oNl Isoal 1 LsviD

N4 oND Tsaal 1wy 4
oN[ Iseal I B BB
p3 usn Bojeen
awep

al

juspnig

IS|eRIU| H1:7%]
HOSIADY Jo 81Q

apoy) saipmg Jolepy

SHNOH SSANISNS-NON QININD3Y  a
{poanbau 1)
{o1gesnun) SIAILDFTI TVHINTD 0
SUNOH FIGYINNOINON 'H
0 NN DNILIMEAM ? J8NLve3LN
Wby 21631808 068 939 «
SIANSSHHOMYN 2 SHHOM HOMYW
(e} 9108} SSaUIsSng pasinbay 09 NIW SINIWIHINOIAY LIX3 SLdv Tvyaarn g
(g} ¢ S UL siomdiion ool e S99
SAALLDITA SSANISNE D
£ {(VIWVYTV) SAILDT4SH3d NVISY HO ‘NYILSYT
{£) 0'¢ NHN FTCQOIN ‘NYSRITWY NILYT ‘NYSiHdy 'L
{£)
{e)
1$2SIN0Y MW [@A8] Jeddn sayZ L snid 0t NIW SLMV INId 9
{£) swvgold Wb Buesieiy 2oy vl
(£) Bulllss [BUOISSOI0Id  (OFE MV
{£) youeasoy Buapely €198 My
dS4SN 1 powes siy Hyin §1 NIW 0% NIW SIAILDAMSHAL TVIIHOLSIH ¢
189500 Bujjayiey pennbay
SHSIN0S WA 1Y 10} PRANbal 81 (-0, 10N) WO, 10 9pBRIn Y SORUCUCOS0IA £207 OO0 &
a0l [0 UL SesInoy SOUUOUCTROIOBI €107 O «
Joy Busesibsi-oy Jopud sjustussnbel uolssiupe gon 19awIsni 0'9 NIN SHONIIOS TVID0S ¥
{SHH 1) HOPYW A
(£ Bunie 09¢} 9 15 2ibsiens 068y 9499
(£ Buneyiep oiseg €208 WY SHONHDS IVHNIYN €
(£ uswefeuey Jo ssidiould GZ0E NV
(¢) suonezueliQ w SWASAS OJu LL0E WS
(¢ aoueUld Jo sadoulld  €0FE NI
(¢) | ssBUISNg pue Mg 0ZEE  INg z
e (€)1 SOBSHEIS OIWIOUOOT P SN 00ZE AWD e
() SN oy ) i domisodwo) ZoL L ONE
() t uomisodwon 1oL L DNI
me 09 NIW NOILISOdINOD HSITONT '
— e
(£ (sieyop atow 10} Juswaiinbayl SLy jeI8GIT 99S)
51000 b o 2P ...u.wK wawalnbal abeione Y49 0'7 B yim SINoy g¢
{yoee uyseRsq 1o -0,) IHOD SSANISNG '3 ANFWNTHINDAY NOILYONAT TYYINID 'V

yoaysIom Bojeled Z10z/ 11)2
ONLLIMAVA - SSINISNG 40 3937109



€& = SIn0y SOIUIOUODS WinWiuiy 18 = SINOL SOHUOUOID-UOL WA
SiY 008-UCU /g BU} PIEMO] IUNOT 10U S80p,
{smnoy sseuisng ¢ 0} dn apnioul Aew)
SIAILITNE IVHANTD a

a

uepng 0'g NIN LIX3 ADVNONYT NOIFHOCd i)
s1ey|
A0SIAPY
‘feAg 0'¢ N1 ONLLEM 2 3HNLvHIL
10 areq

S3ANSSI HOMYW 8 SXUOM HOMvN
09 - NIN SINIWIHINDIY LIX3 SLYv Tvd=dln d

Buisiape/npa-ysnidis-mmmydiy
Libbgia {LzL) ixvd
Fisv-c28 {120 13DI0A
9L0S-30LEE 14 'Bungsialad 18

UINOG enusAy WUSAIS ¥l (VINVIY) SAILDEdSYAd NVISY HO ‘Ny3L1sv3a

Bursiapy !1enperbiapury N . B ‘ .
ssaulSng 30 469107 dS4SN £0LE Jo pUe 10LE 0D 0'e NIA  F1ACIN ‘NYDIHIWY NILYT 'NYDIbdy L
410G 10} UDSID SAI9091 JOU HIM SRIBPMS INq

£0.E JOT 104 poiniisgns ad ABUWN LOLE Q0D ##

21ENPRID 03 SINOH JIPaJD 07} WL « 0c  NIN SLYUvV INid 9
BUpuAL 9 YIB BNy UOPIOD o
sInoH jeAs Joddn gy o {¢)
Aouspisas 454SN o {g)
{£) 0’9 NIA SIAILITALASHUIL IWWIHOLSIH S
Suawaanbay jeuolinpY ()
{€) SOILOUOISCIOIN 207 0
HIOM wmm:co e udyd4do 00e A SOULUQUODB0ISEN ¢ 102 OO »
) ) €828 09 NIN S3DNIOS WIDO0S v
48N 1 paydsgly UPaID 112 U0 VgD 007 < - NISOpNIdUL ARRII0 dOT B DT 00T 10 XUDIT SR ISNUI SSIN0D IS L
edB uiw ¢°Z : sInoy 6 1SIAILDTTI SOINONOD
oN[ Isapl ] 1SV1D "4
] 09 NIN SIONIIDS WUNLYN €

USIH twng CSAH AL | S32)g DIWoUsS] B sng 00L7 gD »

*LNETS oN[ 1seAl T ‘wvd 09 Niln SGOHIAW JAILVIIINYND T

UoDB0DBW SlBIPALLIBIU] £0ZE

oN[ IseAl 1 pguen TUA KD ## sonucuony jeusbeuep £0/¢ i1 uomsodwoD zoL L ON
1] SONSlRlg DHUOUDT 9 SNy 00ZE j uoiisodwod Lok ONE
aLeN sahsieigioluotion: . v 09 NIW NOILLISOd4WOO HSINONT ')

{si21ap aiows 10} Juswasmbay suy |[2i18qIT 595)
wBsinbol afelsne y49 O°F 8 Yim sunoy ¢

INZWIHINDEY NOLLVONAE TvHINID Y

ap07) sapMS Jofen

(35003 Hoee 11 palinba) Jopo
SASHNOD DINONODT gIMIND3Iy 3 1@ausyiom Bomieo z1-1 102

SOINONOD3 NI JOrvI Q3 LVITIHdY




APPENDIX

E - FERPA

26



Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) (20 U.5.C. § 1232g; 34 CFR
Part 99) is a Federal law that protects the privacy of student education records. The
law applies to all schools that recelve funds under an applicable program of the U.S.
Department of Education.

FERPA gives parents certain rights with respect to their children's education records.
These rights transfer to the student when he or she reaches the age of 18 or attends
a school beyond the high school level. Students to whom the rights have transferred
are "eligible students.”

Parents or eligible students have the right to inspect and review the student's
education records maintained by the school. Schools are not reguired to
provide copies of records unless, for reasons such as great distance, it is
impossible for parents or eligible students o review the records. Schools may
charge a fee for coples.
Parents or eligible students have the right to request that a school correct
records which they believe to be inaccurate or misleading. If the school
decides not to amend the record, the parent or eligible student then has the
right to a formal hearing. After the hearing, if the school still decides not to
amend the record, the parent or eligible student has the right to place a
statement with the record setting forth his or her view about the contested
information.
Generally, schools must have written permission from the parent or eligible
student in order to release any information from a student's education record,
However, FERPA allows schools to disclose those records, without consent, to
the following parties or under the foliowing conditions (34 CFR § 99.31):

School officials with legitimate educational interest;

Other schools to which a student is transferring;

Specified officials for audit or evaluation purposes;

Appropriate parties in connection with financial aid to a student;

Organizations conducting certain studias for or on behalf of the school;

Accrediting organizations;

To comply with a judicial order or lawfully issued subpoena;

Appropriate officials in cases of health and safety emergencies; and

State and local authorities, within a juvenile justice system, pursuant

to specific State law,

Schools may disclose, without consent, "directory” information such as a student’s
name, address, telephone number, date and place of birth, honors and awards, and
dates of attendance. However, schools must tell parents and eligible students about
directory information and allow parents and eligible students a reasonable amount of
time to requeast that the school not disclose directory information about them,
Schools must notify parents and eligible students annually of their rights under
FERPA. The actual means of notification (special letter, inclusion in a PTA bulletin,
student handbook, or newspaper article) is left to the discretion of each school.

For additional information or technical assistance, you may call (202) 260-3887
{voice). Individuals who use TDD may call the Federa! Information Relay Service at
1-800-877-8339.



Or you may contact us at the following address:

Family Policy Compliance Office
U.5. Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-5920



	Adjunct Faculty Resource Guide 7-2011
	adjunct faculty-handbook 7 16 2011 App A-E

