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Date: 

August 2011
To:  

Faculty and Staff Colleagues
From: 
Mary Cisar, Registrar, Assistant Vice President for Academic Affairs, Professor of French, x3434; cisar@stolaf.edu
Subject: 
2011-12 Academic Year, Start-Up Information for Faculty
I hope that everyone is having a profitable and relaxing summer.  In no time flat, it will be September, and our new students will be joining us.  This message contains a lot of information that I hope will be useful to you as you gear up for the new academic year.  Please read it carefully and refer to it as needed.  Please do not hesitate to contact me if you have any questions.
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA):

It is essential that all faculty and staff understand and comply with federal FERPA regulations concerning student privacy.  Please take some time to review the material at the links below. 

General information on FERPA: http://www.stolaf.edu/offices/registrar/ferpa.html
Information of special interest to faculty: http://www.stolaf.edu/offices/registrar/ferpa-facguidelines.html
Information concerning release of education records via letters of reference/recommendation: required step the student must take: http://www.stolaf.edu/offices/registrar/ferpa-cover.pdf (Education Department and Health Professions Committee have a customized form.)

SIS, RESOURCE-25, GMAIL ENHANCEMENTS:

1.  SIS STUDENT FERPA INFORMATION—IMPORTANT!: We are now able to gather several required pieces of information from students by means of placing holds on the students’ SIS account and requiring specific actions to remove those holds.  Our two required annual FERPA notifications are now completed in this way.  

Furthermore, the SIS now shows much more completely than before any restrictions by students on release of their education records and their directory information.  In your class and advising lists, names of all students with any type of restriction appear with a red background.  Click on the name to read the specific restriction.  This information is CRUCIAL to check in general, and specifically if a parent or another third party calls you asking for information.  If you have any students with this red background, please be aware of the restrictions that apply to them. 
2. SIS ENROLLMENTS AND CLASS / LAB SCREEN: The SIS Enrollments screen now includes class meeting times and GE attributes of each course to facilitate monitoring of registration and enrollment. The class/lab screen has two new search options (by faculty, by course time).
3. OFFICE HOURS ON SIS: All faculty are encouraged to post your office hours on the SIS Faculty Personal page.  Here’s how: Log into the SIS, choose Personal under Faculty on the left, and then add your office hours and click “Update Office Hours.”  IIT plans to pull this information into the password-protected electronic directory, and students will also be able to see the information by clicking on your name on relevant pages of the SIS.

4. RESOURCE-25:  Our campus-wide scheduling software has been upgraded over the summer. There are new procedures in place for scheduling events.  Your AAA will receive training and is being asked to share that training with all faculty in her department/program.  There will also be announced opportunities for individuals to attend training sessions.
5. SCHEDULE APPOINTMENTS ON GMAIL: Using your St. Olaf gmail calendar, you can also define times for scheduling appointments.  This is a good way to schedule advising sessions and other meetings with students, because it is FERPA-compliant (unlike the practice of posting a paper schedule on your office door and having students sign up for appointments there).  To use: 
· log into your St. Olaf gmail account, 
· go to the calendar and choose either the “day” or the “week” view. 
· define a block of time for appointments by clicking on the starting point and dragging the cursor to define the desired block of time.
· When the little window comes up to name your event, choose instead “Appointment Slots” on top.  The first time you do this, you will get an explanatory message.

· Name your event (“What”) and pick the duration of your appointments, then click on “Edit details.”  
· You’ll see a long URL, which you can copy and paste into an email to a group of students (which you can create via the SIS to be sent to a class, your advisees, etc., or blind-copy the students you wish to include.  
· The students will receive this and can then choose slots; their names will appear on your calendar but will not be visible to others who are scheduling appointments.
PREPARATIONS FOR NEW STUDENTS:

We have been working with faculty, staff, and our new students to complete the following in preparation for Week One (September 3-7, 2011:

1. New students have their St. Olaf email accounts;

2. New students have submitted their advising questionnaires, which advisors will receive at the end of August, and which we use to help assign advisors and for registration planning purposes;

3. New students are completing placement processes in chemistry, mathematics/computer science/statistics, French, German, Spanish;

4. We are completing the data entry of all Advanced Placement, International Baccalaureate, and other pre-college credit.  This will appear on students’ degree audits by the time you work with your new advisees;

5. Students are or soon will be pre-registered into their American Conversations, Great Conversation, Religion 121, or Writing 111 course, plus, for music students, into Music 111/113.  The rest of their registration will take place on Tuesday, September 6. See below.

6. We are assigning faculty advisors to the new students.  These assignments should be in the SIS by about August 17. Advising packets will be distributed to advisors via the AAA’s during Week 0 (week of August 29).  Please plan to read everything in the packet before Saturday, September 3, when you will meet your new advisees for the first time (see below).  Please pay close attention to your email; at this time of year, a lot of departments/programs send out crucial advising information.
ADVISING:

The Academic Advising Center provides a wide array of resources for advisors at the AAC Web site: http://www.stolaf.edu/services/aac/advisorforms.html (Advising Tools and Resources, on right). These resources were developed by a working group of faculty and staff from across campus to provide practical help to advisors. We hope you find them useful.

Please take some time over the summer to familiarize yourself with these resources, especially:

1.  The Academic Advising Syllabus (to distribute to your advisees): http://www.stolaf.edu/services/aac/AdviseSyllabus2.pdf 
2.  Other suggested tools, resources, and activities, plus tips for the advisor/advisee picnic:   http://www.stolaf.edu/services/aac/AdvisorPicnic.html 
3. Information from departments and programs: http://www.stolaf.edu/catalog/ (section on Academic Programs, choose department or program; find additional information at the departmental/program link at the top of each page).
The annual academic advising workshop, scheduled for Monday, August 29, 9:00-10:30, is open to all advisors.  More information will be coming later.
WEEK ONE

The Week One schedule is found at: http://www.stolaf.edu/stulife/weekone/ (links at left)
The three goals of the week are: 
1. to help new students take leave of their families and to ensure that students are settled into their residence halls; 
2. to create opportunities for students to meet other students, faculty, and staff and feel that they belong to a community that cares about them and to which they also have certain responsibilities; 
3. to prepare for registration and become registered for courses.  
All of the events of Week One are designed with one or more of these goals in mind.  
Please familiarize yourself with the schedule; there have been a number of exciting changes this year.  You will receive the final brochure during Week Zero. 

I highlight below the events that require faculty participation.  Please mark your calendars now and plan to work your Labor Day plans around this schedule.  Your presence and contribution during this first weekend of the academic year are crucial to getting all of our new students off to a good start.  Thank you for your attention to these important dates and for your participation in Week One.  
Week One:  Saturday, September 3-Wednesday, September 7: Sessions involving faculty:

Saturday, September 3:

4:00-4:45:  A St. Olaf Welcome.  Program for new students and parents. (faculty should plan to arrive early and to process in academic regalia; further information to come later)

4:45-6:30: Advisor/Advisee Picnic. Immediately following the welcome ceremony, all faculty who have new student advisees (first-year students and/or transfer students) meet their advisees in the Skoglund fieldhouse and share a box picnic.  The event runs till about 6:30 at the latest.  It is crucial that all advisors be at this picnic to meet your advisees unless you have communicated with Cheryl LaCroix (lacroix@stolaf.edu) in advance.  Please consult: http://www.stolaf.edu/services/aac/AdvisorPicnic.html for some suggestions for conversation. Make sure your advisees know when and where to meet you for required advisor meetings on Tuesday morning 8-noon.
Sunday, September 4 (also on Wednesday, same time):
Feel free to join us for the 7:00 a.m. fun run/walk with any students who show up (yes, there will be some early birds!).
Monday, September 5:
Morning: Registration Planning Workshop:  “Tying Up Loose Ends” sessions require the participation of faculty who oversee placement exams, the writing program, FYW and Religion 121 placement (you know who you are, and thank you); this will take place in the Tomson Hall atrium.
Afternoon:  Exploring Academic Departments and Programs. These sessions repeat throughout the afternoon; departments/programs assign staffing.  See Week One schedule for rooms.
Tuesday, September 6:

Morning:  All faculty advisors with new advisees must be present to meet individually with your advisees to prepare for registration. Please make sure each student gets his/her OWN registration card with label showing name and appointment time!
Afternoon (noon – 5:00 approx.): Registration.  I’ll be asking for department/program representatives for the full afternoon.  Each department/program should be represented throughout the afternoon.  Individual students’ advisors are not present.  We hope to be finished this year by 5:00, but please plan to have someone present until ALL students have left the NEW registration site, which is the ATRIUM AND ADJOINING CLASSROOMS OF TOMSON HALL.
Wednesday, September 7:

Drop-add day for all students (not just new students): departments and programs should have someone available all day to advise students and sign drop/add slips.  Students will likely be looking for individual faculty as well, so it is important that people be around at least part of the day and that you post your office hours for that day. On this day, students will be allowed to drop any course or add an open course via drop-add slip with NO signatures; we will require a signature to add any closed course. First-year students must have their advisor’s signature for any drop-add during their first term on campus.
During the early days of the term, there will be students dropping and adding courses, and it is also important during these days that each faculty member keep regular office hours and post the times accurately so that students can find you.  (See above: posting office hours on the SIS.)
Check the Week One brochure for other events; you may be assigned other responsibilities by your department/program.

THURSDAY, SEPTEMBER 8: CLASSES BEGIN!!  

RESOURCES ON THE REGISTRAR’S OFFICE WEB PAGE (Suggestion: bookmark it):
Important beginning-of-term information: 
2011-2012 Academic Calendar with Important Academic and Administrative Deadlines:

http://www.stolaf.edu/offices/registrar/calendar.html
Holy days of your or some of your students’ religious traditions may affect your course’s schedule.  As you prepare your syllabus, please consider a statement explaining how your own religious observances may impact your teaching, and how students should go about informing you of their own situation in this regard.
**Early heads up:  Final grades for fall semester will be due Friday, December 30, 2011, 9:00 a.m. (in the morning).  Please plan accordingly.**
2011-12 Final Exam Policy and Schedule: http://www.stolaf.edu/offices/registrar/fes2011-12.html 
The 2011-12 St. Olaf Academic Catalog (http://www.stolaf.edu/catalog/): 3 crucial sections for advising and teaching:

· Graduation requirements
· Academic regulations 
· Academic programs
Faculty Services at http://www.stolaf.edu/offices/registrar/facultyservices.html
Consult this link when planning your courses, preparing for advising, planning to submit a new course proposal, and much more!  Detailed resources for a variety of frequent faculty tasks.
FERPA (privacy) information: http://www.stolaf.edu/offices/registrar/ferpa.html
General information for faculty: http://www.stolaf.edu/offices/registrar/ferpa-facguidelines.html
Student requests for reference letter or recommendation: there is a required form that the student must complete.  See: http://www.stolaf.edu/offices/registrar/ferpa-cover.pdf  

IMPORTANT: Non-St. Olaf students taking or auditing courses:
NO, REPEAT NO person (St. Olaf student or otherwise) may sit in on a course without being officially registered either as an enrolled credit student or as an auditor.  Some non-degree-seeking St. Olaf students you might encounter are listed below.  In NO case should one of these types of student be allowed to take or audit a course if the course is full and there is a wait list.  St. Olaf students have priority.
High School Honors students: A very few high school students have been accepted to take one St. Olaf course per semester (NOT interim), contingent on availability.  These students may contact you, but they have been told that there is no guarantee of a course and that they will not know until after the first day of class.  For any questions, contact Paula Stowe, stowe@stolaf.edu, x3006.
Faculty or Staff:  There is a special form for people to fill out—they must see Katherine Baker, bakerk@stolaf.edu, x3758. All of the above constraints apply.

Continuing Education, Townspeople: same constraints; they must see Katherine.

