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Dear Faculty Member,

On behalf of the faculty and staff of Behrend College, | want to congratulate you on your appointment
to the faculty of Penn State University.

At Behrend we’re proud of the reputation we have developed for teaching excellence and we want to
provide you with the support necessary to continue in this tradition. This teaching handbook has been
designed to assist you in performing your teaching duties and supporting students in their learning. In
addition to the information in this book, the school directors, faculty members, and staff members
throughout the college are willing to help you or to answer any questions that might arise.

The Center for Teaching and Educational Technologies exists specifically to help faculty members be
excellent teachers. Dr. Qi Dunsworth, director of the Center, is prepared to help members of the
faculty. Feel free to visit Qi at her South Cottage office if you want to talk about pedagogy, specific
classroom teaching techniques, or ways to enhance student learning with technology.

I hope that you find this handbook to be a useful tool in meeting the goals for your classes. You can
find a version of this document at www.pserie.psu.edu/faculty/academics/facultyhandbook.htm. Two
other documents, the University Faculty Handbook
(http://www.psu.edu/dept/vprov/pdfs/pt_faculty handbook.pdf) and the University Faculty Senate
Policies for Students, (http://www.psu.edu/ufs/policies/index.html) are also valuable information
resources.

Please feel free to forward any comments or suggestions that you may have. In the meanwhile, | wish
you a productive first semester at Penn State Behrend.

David Christiansen

Associate Dean for Academic Affairs
djc21@psu.edu

898-6160


mailto:djc21@psu.edu
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Penn State University

A. Mission Statement

Penn State is a multi-campus public land-grant university that improves the lives of the
people of Pennsylvania, the nation, and the world through integrated, high-quality programs
in teaching, research, and service. Our instructional mission includes undergraduate,
graduate, and continuing and distance education informed by scholarship and research. Our
research, scholarship, and creative activities promote human and economic development
through the expansion of knowledge and its applications in the natural and applied sciences,
social sciences, arts, humanities, and the professions. As a land-grant university, we also
hold a unique responsibility for outreach and public service to support the citizens of
Pennsylvania. We engage in collaborative activities with industrial, educational and
agricultural partners here and abroad to disseminate and apply knowledge.

. History of Behrend College

Penn State University consists of seventeen colleges, eleven of which are located in
University Park and six of which, including Behrend College, are spread throughout the
state.

Mary Behrend donated the campus to the University in 1948 in memory of her husband,
Ernst, co-founder (with his father and brother) of the Hammermill Paper Company. In
donating her family’s Glenhill Farm Estate to Penn State, Mrs. Behrend was responding to
the need, expressed by a committee of prominent Erie residents, for a public, coeducational,
nonsectarian university presence in Erie.

In 1948, 146 students enrolled at what was known as The Behrend Center. Those first
students could complete only their first year at Behrend before transferring to University
Park. When Penn State reorganized in 1959, the Commonwealth Campus System was
established, and The Behrend Center became The Behrend Campus of Penn State. Both the
enrollments and the physical expanse of the campus grew throughout the 1960s and early
1970s. By 1971, more than 1,200 students were enrolled. On January 20, 1973, the Penn
State Board of Trustees granted four-year college and graduate status to Penn State
Behrend. With that decision, Penn State Behrend became the first Penn State location
outside of University Park to achieve such status. Today, over 4,300 students attend classes
on the Behrend campus while another 300 take classes entirely online. More than 1,650
students currently live in residence halls and student apartments on campus.

The college is a growing institution that in recent years has added a number of impressive
facilities, including an athletics and recreation center, chapel and carillon, observatory,
three residence halls, Knowledge Park, and a baseball/softball complex. Opening in Fall
2006 was the $30 million Research and Economic Development Center, which houses the
Sam and Irene Black School of Business and the School of Engineering. The newly
renovated Turnbull building houses the Psychology program and its state-of-the-art
research labs.



C. Principles of Penn State Behrend
Mission: As a four-year and graduate college within a land-grant and research university,
Penn State Erie, The Behrend College, provides a high-quality student-centered teaching
and learning environment. The college also provides strong research and outreach
programs with a particular focus on serving regional economic, social, and intellectual
development.

Vision: Penn State Erie, The Behrend College, will be recognized regionally as a high-
quality, student-centered college embedded in a land-grant university and research
university.

Other guiding principles include the college’s commitment to diversity (Appendix 1) and
the Penn State Principles (Appendix 2).

D. Behrend College Academic Organization

Behrend College is headed by Chancellor Jack Burke. Reporting directly to him are Senior
Associate Dean Bob Light and Associate Dean David Christiansen. Bob is in charge of
college research activities, the many industrial outreach centers run by the college, and
multiple educational outreach initiatives in the region. David oversees academic affairs at
Behrend, including the academic programs in the schools and relevant college/university
policies. Faculty members are organized into four schools, each headed by a director:

« Sam and Irene Black School of Business -- John Magenau

« School of Engineering -- Ralph Ford

« School of Humanities and Social Sciences -- Dick Aquila

« School of Science -- Roger Knacke

Faculty members all belong to an academic discipline, which is headed by a program chair.
Faculty members who encounter any problems related to classroom instruction should first
try to get them resolved by their program chair, then by their school director, and finally by
Associate Dean Christiansen.

Instructional Policies and Principles

Listed below are several of the most important Penn State Behrend policies and practices
regulating classroom instruction. Some of these are University policies that apply to all Penn
State colleges; others are college policies as determined by the Behrend faculty and
administration. Please review them carefully and refer back to them when necessary. If you
have any questions about this material, please contact Dr. Christiansen.

A. Course Syllabus
A written syllabus must be distributed to students in each course within the first ten
calendar days of a semester. Changes to the syllabus shall also be given to the students in
writing. See Senate Policies 43-00, 47-40, 47-60, 48-40, and 49-20 for further details.
During the first class meeting you should talk with students about your expectations for
their academic performance and classroom behavior. Your expectations should be clearly
stated in your syllabus. See Appendix 3 for a sample syllabus. Each syllabus is required to
contain several elements:



http://www.pserie.psu.edu/academic/business/index.htm
http://www.pserie.psu.edu/academic/engineering/index.htm
http://www.pserie.psu.edu/academic/hss/index.htm
http://www.pserie.psu.edu/academic/science/index.htm
http://www.psu.edu/ufs/policies/index.html

1. Basic Information
Include the class name and number; your name, phone number, e-mail address;
office hours; required books or other necessary materials; and class cancellation
procedures. You should include a calendar with dates of class meetings, as well as
the graded assignments due on each date.

2. Grading
You must include a detailed explanation of your grading practices, especially how
the final grade will be determined. If you will compute the final grade on the basis
of a formula involving percentages or points, include the formula. If you will use a
holistic system, describe the system as specifically as you can. Once the semester
begins, you should not change your grading system or assignments.

3. Course Expectations
Identify the student-learning goals and objectives that will be used as the basis for
course grades. You should also provide a description of major assignments,
including information on appropriate content, form, and criteria you will use to
evaluate them.

4. Course Policies
Include basic course policies you will follow (e.g., attendance, makeup assignments,
tardiness, out-of-class preparation, etc.). Penn State treats the missing of class for
sanctioned college activities as an excused absence and faculty must give students
an opportunity to make up missed assignments. Students, however, are responsible
for making up any missed work. Participants in sanctioned college activities should
provide each of their instructors with a schedule of events and departure times early
in the semester.

5. Statement of Academic Integrity
The University requires all syllabi to include a statement on academic integrity (see
Senate Policy 49-20). A sample academic integrity statement appears in Appendix
4.

. Selection of Books

For some classes, the program offering a course will prescribe books. For other courses
instructors may choose their books. You should consult with your program chair if you are
uncertain which books would be appropriate for your class. Staff assistants in school offices
will assist with ordering books from the bookstore and/or obtaining desk copies of texts.


http://www.psu.edu/ufs/policies/index.html

C. Faculty Office Hours
Each faculty member is expected to hold regular office hours each week during the
academic year. At least three 50-minute periods per week should be scheduled; a larger
number of office hours is preferable. Office hours should be posted and included in class
syllabi, together with an offer to meet at other mutually convenient times by appointment, if
students or advisees are unable to see faculty members during regular office hours.

If for some reason scheduled office hours cannot be held on any given day, it is desirable to
email students or to place a note on your door notifying students and advisees that you will
not be available.

D. Class Lists
Up-to-date class lists are available electronically via eLion in the eLion Faculty Services
Class List. The can be delivered to your Penn State e-mail address and can be easily
imported into a spreadsheet, database, or e-mail distribution application. Additional
information regarding the class list file layouts and general instructions can be found at
https://elionfacadv.oas.psu.edu/reqgistrar/facultyclasslist.ntml#spreadsheet. If you are
unable to obtain class lists from eLion, please ask the staff assistant in your school for
assistance.

E. Grading
1. Official Policy

The University’s grading policy (Senate Policy 47-40, 47-60) states that “grades shall
be assigned to individual students on the basis of the instructor’s judgment of the
student’s scholastic achievement™ according to the following definitions: “A
(EXCELLENT) indicates exceptional achievement; B (GOOD) indicates extensive
achievement; C (SATISFACTORY) indicates acceptable achievement; D (POOR)
indicates only minimal achievement and indicates that the student may be seriously
handicapped in carrying a more advanced course for which this course is a specific
prerequisite; F (FAILURE) indicates inadequate achievement necessitating a repetition
of the course.” Furthermore, you may assign undergraduate students the grades of A,
A-,B+,B,B-,C+,C,D,and F.

2. Practices
It is important that you gain a sense of the appropriate standards of student performance
at Penn State. This is best achieved by talking with your program chair and senior
faculty members in your discipline. You may wish to ask experienced colleagues to
share their tests, assignments, and their grading standards to compare with your own
practices so that you have a better sense of what your colleagues are requiring of
students in similar courses.

It is permissible to grade an individual assignment or determine a final grade according
to standards more lenient than those you have defined in your syllabus. However, it is
not appropriate to impose a stricter standard than you have defined. Keep good records
of grades, attendance, and other factors used to compute the final grade. Grade books
are available from your school staff assistant for this purpose.

3. Reporting Grades
Instructors submit grades by using the eLion grade entry application.
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F.

4. Deferred Grades
Faculty members may choose to submit a “deferred grade” for a student who, because
of extraordinary circumstances, was unable to complete all the course requirements.
Deferred grades must be completed by the end of the sixth week of classes of the
following semester, whether or not the student is enrolled for the following semester
(excepting summer enrollment). Deferred grades that are not completed default to
grades of F after that period. See Senate Policy 48-40 for details.

5. Change of Grade
Grade changes are appropriate if a final grade has been assigned, but a miscalculation
on the part of the instructor has occurred. Use the grade change authorization form
from the Registrar’s Office to report the new grade. Corrected grades must be changed
within one year of the end of the semester in question. See Senate Policy 48-30 for
details.

6. Disputed Grades
Students who wish to contest a grade (assignment or semester) have the right to request
mediation. AAPP G-10 Grade Mediation and Adjudication establishes an informal
phase of the mediation, in which the student meets first with the instructor, then with
the program chair, and then with the school director. Because this phase is informal, no
documentation is required and only the disputed assignment(s) should be reviewed.
The program chair will attempt to mediate an agreement between the student and
instructor; if s/he concludes that no agreement is possible, the case will be sent to the
school director for a second attempt at mediation.

If the school director is also unable to effect a resolution, the process enters a formal
stage in which the student files a formal petition with the Associate Dean. He will
review the petition to determine its validity. The Associate Dean has the authority to
dismiss the case or attempt additional mediation.

Informing Students of Progress

Instructors should keep students informed of their academic progress consistently
throughout the semester. Return graded exams and assignments on a timely basis so that
students can track their own progress. Prompt feedback helps students to learn from their
mistakes so they can improve on future assignments. You may wish to pass out up-to-date
summaries of the students’ grades two or three times during the semester, including a
computation of what their final grade would be at that time. This will ensure that there are
no “unpleasant surprises” for students at the end of the semester.

Students should receive significant grades or other feedback before the University’s “action
dates” (e.g., late drop deadline) to help them to evaluate their progress when options are
still available. Action dates are published in the Schedule of Courses each semester.
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G. Required Mid-Semester Evaluation
Shortly after the start of the third week of classes you will receive an e-mail prompting you
to log onto eLion to evaluate the performance of first-year and provisional students. You
will have the opportunity to identify specific concerns with their academic performance.
Students and their advisers are notified if their performance is unsatisfactory. See Senate
Policy 47-70 for details.

H. Final Exams
The final exam must be given during the assigned final exam time. Faculty members may
assign take-home examinations or term papers in lieu of a final exam; however, these
assignments may not be due any earlier than the first day of the final exam period. No
assignments worth more than ten percent of the semester grade may be given during the
final week of classes. See Senate Policy 44-10 and 44-20 for details.

Final examination periods are 110 minutes long. At Behrend, a student may access his/her
personalized final exam schedule on eLion beginning the first day of the final exam conflict
filing period (approximately the fifth week of the semester). A personal message on eLion
notifies the student that his/her final exam schedule is available.

Students who have two exams scheduled at the same time must file a request with the
Registrar’s Office for a new exam time. Students who have three or more exams scheduled
within one calendar day or three exams scheduled back-to-back consecutively have the
option to file a request with the Registrar’s Office for a new exam time. The Registrar’s
office will determine which exam will be moved. See Senate Policy 44-25 for details.

I. Defining and Maintaining Academic Integrity
The pursuit of scholarly activity in an open, honest, and responsible manner is a guiding
principle at Penn State. Academic integrity includes a commitment not to engage in or
tolerate acts of falsification, misrepresentation, or deception. Such acts violate the ethical
principles of the University community and undermine the efforts of others.

Violations of academic integrity include but are not limited to:
e cheating on a test
unauthorized possession of exams
plagiarism
submitting work from a previous class without instructor approval
altering assignments after they have been submitted or graded

Faculty members may assign appropriate academic sanctions to students guilty of
academic dishonesty. For additional information on the academic integrity policy, see
http://www.pserie.psu.edu/faculty/academics/integrity-guidelines.pdf. If you have any
questions about this policy or about a specific academic integrity incident, contact Dr.
Christiansen.
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J.

Inappropriate or Disruptive Student Behavior

Penn State Behrend operates on the assumption students will behave in a civil manner in
the classroom. Students, however, occasionally act inappropriately and it may be necessary
to respond to disruptive behavior. Please review Appendix 5, “Faculty Rights Regarding
Classroom Behavior.”

K. Classroom Absences

1. Student Absences

Senate Policy 42-27 states that students are expected to attend every class meeting and
are responsible for all assignments in the course. Instructors are required to provide
students opportunities to make up work they miss because of “regularly scheduled,
University-approved curricular and extracurricular activities,” as well as “other
legitimate, but unavoidable reasons.” Students should contact the instructor prior to the
missed class or, if a prior notification is not possible, as soon as possible.

The Faculty Senate has taken the position that students may not be required to provide
documentation to validate their absence. If it is later discovered that a student made a
false claim to justify missing class, s/he will go through the Academic Integrity process.

Faculty Absences

Except in unusual circumstances, all classes should meet on the days and at the times
assigned. IlIness of the instructor is usually the only reason for a last-minute
cancellation. Faculty members who know in advance that they cannot meet a class
because of University responsibilities should schedule an appropriate alternate
classroom activity (e.g., guest lectures, films, or proctored examinations).

Rescheduling a class meeting is difficult. When arranging a make-up class, be sensitive
to the work and family responsibilities of your students. Students cannot be required
to attend a make-up meeting. It may be prudent to anticipate this problem by
scheduling one or two classes in your syllabus as “catch-up days.” If you decide to re-

schedule a class meeting, be sure to reserve the classroom through the Registrar’s
Office.

Faculty members are encouraged to attend professional meetings in their areas of
expertise, and directors may authorize absences for up to three class meetings per
semester for professional purposes. Advance authorization is required for any instructor
absences other than class cancellations necessitated by instructor illness.

Faculty absences from class meetings due to illness are to be reported to the school
office prior to the beginning of the class period. Each school office is responsible for
informing students that classes are cancelled due to faculty illnesses -- usually by
leaving a note on the appropriate classroom chalkboard prior to each class meeting or
by other announcements such as email. When an instructor cannot meet a class for any
reason, students are to be notified either prior to or at the beginning of a scheduled
class.


http://senate.psu.edu/policies/index.html

L. Confidentiality
1. Posting Grades

Student records (grades and attendance) must be kept confidential, according to Federal
law. Student grades may not be posted by name or undisguised PSU ID number. You
may not simply cut off or delete the first five digits of the PSU ID numbers as they
appear on your grade roster. Instead, assign each student a random, private code. If you
post grades, be certain that you do not post the private codes according to the alphabetic
arrangement of student names.

2. Parents, Guardians, and Other Instructors
Penn State students are legally considered to be adults. Therefore, parents, guardians,
or spouses of students are not entitled to information on student progress without the
written consent of the student. Other instructors are not entitled to know how well a
student is doing in your course unless an instructor is also the student’s adviser. If you
have any questions about what student information you may provide to others, contact
the Registrar’s Office at 898-6104.

M. Evaluation of Teaching
The University requires all faculty members to have students evaluate their teaching. The
University form for evaluation is called the Student Rating of Teaching Effectiveness
(SRTE). Instructors’ schools provide faculty members with SRTEs and instructions for
their proper use each semester. SRTES are to be distributed in your classes in or after the
thirteenth week of the semester. The SRTEs may not be administered during final exams
week. The college requires that faculty have all of their classes evaluated. See
http://srte.site.psu.edu for details.

Il. Teaching Resources

A. John M. Lilley Library (www.pserie.psu.edu/academic/library/index.htm)
The John M. Lilley Library collection contains more than 130,000 volumes and over 600
periodical subscriptions. In addition, access is provided to more than 350 electronic
databases that include more than 10,000 journal subscriptions. Interlibrary loan services
provide prompt access to the more than 4 million volumes found in other Penn State
libraries. Faculty members and students must register with the Library in order to initiate
borrowing privileges and to gain access to databases.

The Library is typically open from 8:00 a.m. to 12:00 a.m. Monday through Thursday;
Friday 8:00 a.m. to 6:00 p.m.; Saturday 12:00 p.m. to 8:00 p.m.; and Sunday 1:00 p.m. to
12:00 a.m. during the regular semester, with extended hours during the last two weeks of
the semester. A reference librarian is on duty during most of the week to assist the faculty
and students with their research needs.

Specific library contacts:
e  Course Reserves: Lisa Moyer, lam13@psu.edu, 898-6313.
e Library instruction sessions: Patience Simmonds, pls7@psulias.psu.edu, 898-
6062.
e Interlibrary loan: Patti Mrozowski, pjm6@psu.edu, 898-6259.
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e  Borrowing privileges/Circulation questions: Lisa Moyer, lam13@psu.edu, 898-
6313.
e  Recommending titles for purchase: Melissa Osborn, mao21@psu.edu, 898-6055.

B. Copy and Multimedia Center (www.pserie.psu.edu/cmc/)
The Copy and Multimedia Center (CMC) supports Behrend’s faculty, staff, and students
with audio-visual, printing, copying, photographic, video-conferencing, and graphic design
services. Professional, high-quality services and equipment are available primarily for the
classroom but also for out-of-class programs.

Specific CMC contacts:
e  General Information: 898-6121
e  Audio-Visual Equipment Request: 898-6286
e Instructional Services Specialist: 898-6116

C. Center for Teaching and Educational Technologies (www.pserie.psu.edu/faculty/teachingcenter)
The Center for Teaching and Educational Technologies (CTET) helps faculty members to
enhance their teaching using the latest research in pedagogy and in instructional
technology. The director of CTET, Dr. Qi Dunsworth, can work with you to develop
teaching strategies that make courses more engaging, increase active learning, and enable
students to think more deeply about concepts. In addition, they can provide strategies on
the proper use of educational technology to facilitate students’ learning (e.g., PowerPoint,
ANGEL, the Web, animation, video, multimedia, etc.). Specific areas of focus include:

e designing a course and developing a syllabus

managing a classroom and addressing student behavior

ensuring students understand course material

evaluating student learning

creating an active learning environment

creating a teaching portfolio

using Penn State’s course management system (ANGEL) (see Appendix 6)

integrating educational technologies into your courses

For more information on the services available or to schedule an appointment, please
contact Dr. Dunsworth, at quz2@psu.edu or 898-6537.

D. Learning Resource Center (www.pserie.psu.edu/academic/lrc/index.htm)
Behrend’s Learning Resource Center (LRC) is dedicated to continuous improvement in
learning and academic achievement. It provides free peer tutoring for writing, math, and
many classes. The LRC also provides in-class workshops on study skills, time
management, and other topics. For more information on the services available at the LRC
or to schedule an appointment, please contact Ruth Pflueger, director of the center, at

rcpl@psu.edu or 898-6140.
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V.

E. Computer Resources
1. Computer Center (www.pserie.psu.edu/compcntr/compindex.htm)
The General Electric Foundation Computer Center is located in the Hammermill
Building. The center consists of classroom-sized computer labs located across the
campus. Labs are equipped with personal computers that are connected to the
Computer Center’s local area network. These networked computers have access to the
Internet and a wide variety of application and instructional software packages.

2. Technology Classrooms
All classrooms are networked technology classrooms with access to the Internet and
various networked software programs. Each room has video projection capability and
includes a podium designed for instructional use. Each classroom has a Windows-based
multimedia system with a wireless mouse. Most of these PCs also have a DVD CD-
ROM drive (those without DVD drives have a regular CD-ROM drive). Most
technology classrooms also have a mobile port.

If you experience any problem with a technology classroom or a roll cart unit, please
report the problem to CMC (898-6121).

Additional Academic Resources

A. Division of Undergraduate Studies (www.pserie.psu.edu/academic/dus/dusindex.htm)
The Division of Undergraduate Studies (DUS) is Penn State’s enrollment unit for students
who have not declared an academic major or selected a college. DUS provides academic
advising to DUS students and other Behrend students who request its service. DUS is also
responsible for coordinating the advising of provisional students.

B. Students with Disabilities (www.pserie.psu.edu/student/Educational%20Equities/index.htm)
Behrend College provides services for students with physical disabilities, hearing impairments,
visual impairments, attention deficit disorder, and learning disabilities. The Director of
Educational Equity and Diversity Programs provides assistance and support for students. Many
services are coordinated by the Director and are tailored to meet specific student needs.

C. Career Development Center (www.pserie.psu.edu/student/cdc/index.htm)
The Career Development Center (CDC) offers a variety of career-related services to the
full-time students of Penn State Behrend. The following is a list of services available
through the CDC:

e Choosing a Major

Internship Counseling

Individual Career Counseling

Career Resources

Resume Files

Job Announcements

Career and Graduate School Fairs

Video Interviewing
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D. Health and Wellness Center (www.pserie.psu.edu/student/health/index.htm)
Services include a fully credentialed and licensed laboratory, on-site medications as
prescribed at the time of the visit, and all required immunizations (except the polio
vaccine). Located in the Carriage House, its office hours are Monday through Thursday - 8
am - 5 pm, and Friday, 9 am - 5 pm. For more information, contact the center at 898-6217.

E. Student Activities (www.pserie.psu.edu/student/activities/index.htm)
The office of Student Activities oversees student activities, cultural affairs programs,
student organizations, service and leadership development, intramurals, recreational
activities, the Reed Union Building, and many special campus-wide programs. The office
also is an excellent resource for publicity materials for events, meeting room reservation
information, and organization information.

F. Personal Counseling Services (www.pserie.psu.edu/student/counseling/index.htm)
While most students cope successfully with the demands of university life, for some the
pressures can become overwhelming and unmanageable. Students may feel alone, isolated,
helpless, and even hopeless. These feelings can easily disrupt academic performance and
may result in harmful behaviors such as substance abuse and attempts at suicide. The
counseling office offers:

e Individual counseling

Consultation and referral

Support groups

Crisis intervention

Programs on topics of well-being

Confidential and free services for currently enrolled students

Penn State Policies on the Web

Faculty members should be familiar with University policies pertinent to the faculty. These
include Human Resource policies such as HR-05 (“Regular” and “Nonregular” University
Employees); HR-61 (Faculty Contracts); HR-21 (Definition of Academic Ranks); HR-40
(Evaluation of Faculty Performance); and HR-23 (Promotion and Tenure Procedures and
Regulations). All of these policies can be found on the Web at www.guru.psu.edu/policies.

All faculty members should also be aware of policies AD-47 (General Standards of
Professional Ethics); HR-76 (Faculty Rights and Responsibilities), which describes the use of
an ombudsman for conflict resolution, and AD-41, 42, and 29 on sexual harassment,
nondiscrimination and harassment, and intolerance, respectively.

The policies mentioned in this handbook concerning students can be found in the University
Faculty Senate Policies for Students, located at www.psu.edu/ufs/policies. The University
Faculty Handbook is located at http://www.psu.edu/dept/vprov/pdfs/pt_faculty handbook.pdf.
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Appendix 1: Definition of Diversity and Diversity Mission Statement

Behrend College Definition of Diversity

The College is committed to the principle of equitable treatment of all individuals. At Behrend we are
dedicated to providing an inclusive campus environment reflective of contemporary society. We
acknowledge that while individuals are distinguished by a myriad of factors -- such as ethnic heritage,
gender, sexual orientation, age, religious beliefs, ideologies, socio-economic status, life experiences,
and physical characteristics and capabilities -- we demand that no one should be defined or narrowly
perceived by these terms. Our commitment to diversity insists that individuals should be appreciated
through their actions and beliefs, and not by their association with a particular group. Institutions of
higher learning should be models of inclusiveness for society.

The College also affirms its belief that diversity has a critical role in a liberal education. A college
campus provides a unique intellectual environment for individuals with different experiences,
backgrounds, and values to interact with one another. An institution that embraces diversity facilitates
discourse by providing all its members opportunities to examine new and unique ideas. Only through
the open exchange of different beliefs, experiences, and values can individuals develop the important
critical thinking skills that will serve them throughout their life. This type of liberal education allows
students and faculty to create and share knowledge in a safe, accepting, and nurturing environment.
The breadth of opinions and experiences that the members of our academic community share results in
a richer education for all.

Vision

Behrend will have a student, faculty, and staff community that reflects contemporary society. The
college will provide programs and services in and outside the classroom that examine and promote an
appreciation and celebration for differences of race, ethnicity, global perspective, gender, age, physical
ability, and sexual orientation, among others. The college environment will be free of discriminatory
barriers, both physical and attitudinal.

Mission

With significant input from the Educational Equity and Campus Environment Committee (EECEC),
the Diversity and Educational Equity Committee (DEEC), and the Women’s Liaison Committee, the
college will develop, implement, and evaluate strategies for recruiting and retaining a more diverse
college population, for assessing the campus climate and promoting an appreciation and celebration of
differences, and for ensuring equal access to programs and services by all members of the college
community.
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Appendix 2: Penn State Principles

The Pennsylvania State University is a community dedicated to personal and academic excellence. The
Penn State Principles embody the values that our students, faculty, staff, administration, and alumni
possess. It is understood that members of the Penn State community agree to abide by the principles to
ensure that Penn State is a thriving environment for living and learning. By endorsing these common
principles, members of the community contribute to the traditions and scholarly heritage left by those
who preceded them and promise to leave Penn State a better place for those who follow.

I will respect the dignity of all individuals within the Penn State community.

The University is committed to creating and maintaining an educational environment that respects the
right of all individuals to participate fully in the community. Actions motivated by hate, prejudice, or
intolerance violate this principle. | will not engage in any behaviors that compromise or demean the
dignity of individuals or groups, including intimidation, stalking, harassment, discrimination, taunting,
ridiculing, insulting, or acts of violence. I will demonstrate respect for others by striving to learn from
differences between people, ideas, and opinions and by avoiding behaviors that inhibit the ability of
other community members to feel safe or welcome as they pursue their academic goals.

I will practice academic integrity.

Academic integrity is a basic guiding principle for all academic activity at Penn State University,
allowing the pursuit of scholarly activity in an open, honest, and responsible manner. In accordance
with the University’s Code of Conduct, I will practice integrity in regard to all academic assignments. I
will not engage in or tolerate acts of falsification, misrepresentation, or deception because such acts of
dishonesty violate the fundamental ethical principles of the University community and compromise the
worth of work completed by others.

I will demonstrate social and personal responsibility.

The University is a community that promotes learning; any behaviors that are inconsistent with that
goal are unacceptable. Irresponsible behaviors, including alcohol or drug abuse and the use of violence
against people or property, undermine the educational climate by threatening the physical and mental
health of members of the community. | will exercise personal responsibility for my actions and | will
make sure that my actions do not interfere with the academic and social environment of the University.
I will maintain a high standard of behavior by adhering to the Code of Conduct and respecting the
rights of others.

I will be responsible for my own academic progress and agree to comply with all University policies.
The University allows students to identify and achieve their academic goals by providing the
information needed to plan the chosen program of study and the necessary educational opportunities,
but students assume final responsibility for course scheduling, program planning, and the successful
completion of graduation requirements. | will be responsible for seeking the academic and career
information needed to meet my educational goals by becoming knowledgeable about the relevant
policies, procedures, and rules of the University and academic program, by consulting and meeting
with my adviser, and by successfully completing all of the requirements for graduation.
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Appendix 3: Sample Syllabus

Penn State Erie, The Behrend College
School of Business
Principles of Marketing

MRKTG 300

Spring 2004
Instructor: Jana G. Goodrich
Class Time and Location: T-R 043 Kochel

Sec 001, 2:30 — 3:45 p.m.

Office Location: Office #8 Carriage House Annex #2
(Formerly Carriage House Annex South)

Office Hours: Wednesday, 8:30 - Noon
Thursday, 8:00 — 8:30 a.m.
Other times by appointment
(I am in the office almost every day)

Phone: Office: 898-7271
Home: 825-1523 (Before 10 p.m., please)

E-mail: jgg3@psu.edu

Course Communication/Supplements: Posted on ANGEL

Textbook: Marketing: Concepts and Strategies 12e
Pride & Ferrell
Houghton-Mifflin

At least one per team: The Marketing Game, 3e

Mason & Perreault
Irwin-McGraw Hill

Course Prerequisites: Fifth semester standing

Course Objectives

This course provides students with an introduction to the field of marketing and the marketing concept as a philosophy of
doing business. It is designed to help students learn about and apply theory and the basic concepts and practices of modern
marketing in a variety of settings. Marketing is a dynamic and interesting topic to study, because we are all impacted by it
every day. “Real-world” situations will be emphasized, and students are expected to read current business publications
frequently to offer examples and applications in classroom discussions.

At the conclusion of this course, students should be able to:

e Understand and be able to articulate the concept of marketing and its role in organizational success.
Thoroughly understand the 4 P’s and how to begin developing a successful marketing plan.
Identify the impact of marketing on personal consumption patterns.

Critically analyze corporate marketing decisions.

Recognize current marketing applications in foreign and domestic markets.

Course Organization
Class sessions will combine lecture with in-class exercises and discussion of important concepts and ideas. On-time
completion of reading and assignments is essential, as is class attendance and participation.
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The ability to communicate effectively is an essential skill for personal and career success. It is the hope of the instructor
that the classroom will become a forum for students to “practice” this skill. Strengthening writing, speaking, grammar and
usage, and presentation skills will be stressed throughout the course. During the semester, there will be many opportunities
for individuals to participate in class. All students are expected to come to class prepared to contribute.

Tentative Course Syllabus & Schedule
(Instructor reserves the right to modify schedule as appropriate)

WEEK # | Week TOPIC/CHAPTER DUE DATES/
Beginning ASSIGNMENT
1 Jan. 12 CH1 — Overview of Marketing
CH2 — Strategic Planning
2 Jan. 19 CH 3 — Marketing Environment
CH 6 — Marketing Research
3 Jan. 26 CH 7 — Target Markets & Segmentation -Segmentation
Due: Jan. 27
4 Feb. 2 TEST 1 -Ethical Packaging Report
*CH 4 — Social Responsibility & Ethics Due: Feb.3
Chapter Four Quiz: NO NOTES
5 Feb. 9 CH 8 — Consumer Behavior -Enhancing Your Creativity
CH 9 — Business Markets Due: Feb. 10
6 Feb. 16 CH 10 — Mktg Mix: Product Concepts
CH 11 - Mktg Mix: Managing &
Developing Products
7 Feb. 23 CH 12 - Branding & Packaging - Product Placement & Packaging
Due: Feb. 24
8 Mar. 1 CH 13 — Services Marketing
Test 2
Mar. 8 SPRING BREAK
9 Mar. 15 Introduction to Marketing Game Test Decision For Marketing Game
*CH 5 — Global Markets Chapter Five Quiz: NO NOTES
CH 20 — Mktg Mix: Pricing Concepts Decision #1 (Due via e-mail by noon
the day after it is done in class)
10 Mar.22 CH 21 — Setting Prices Decision #2
CH 14 — Mktg Mix: Place (Channels) Marketing Game Knowledge Quiz
(NO notes may be used)
11 Mar. 29 CH 15 — Wholesaling and Distribution -Store Layout/Atmospherics
CH 16 — Retailing Due: March 30
Decision #3
12 Apr.5 CH 18 — Mktg Mix: Advertising Decision #4
-Product Placement Movie
Due: April 6
13 Apr. 12 Game Advertising Assignment Due Decision #5
TEST 3
14 Apr. 19 *CH 23 — E-Commerce Chapter 23 Quiz: NO NOTES
CH 17 — Mktg Mix: Integrated -Ethics Assignment
Marketing Communication Due: April 20
15 Apr. 26 CH 19 — Mktg Mix: Personal Selling
16 May 3 FINAL EXAM — Date and Time TBA Cumulative questions from all
chapters will comprise 75-85% of the
final to assure mastery.

Academic Integrity Policy
This course will strictly adhere to the University policies regarding individual academic integrity, and students are expected
to conduct themselves professionally at all times, demonstrating the highest levels of respect for the instructor and the other
students at all times.
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Academic integrity comes under two general headings: behavior toward the instructor and other students, and general
integrity. The University defines academic integrity very clearly at:
www.pennstatebehrend.psu.edu/faculty/academics/integrity.htm All students are expected to visit, review, and know the
contents of this important University site. Dishonesty in any form will not be tolerated.

Additionally, students are expected to abide by the Penn State Principles, to act appropriately, and to be considerate of other
students at all times. This means behaving in ways that are non-disruptive, and are conducive to a vibrant learning
environment. Failure to observe these policies or violation of any section of University Policy is punishable by receiving a
failing grade, suspension from class, or other actions as outlined in University policies.

Grade Determination

Activity % of Grade Activity % of Grade
First Exam 15 Quizzes 5
Second Exam 15 Simulation 15
Third Exam 15 Assignments/Projects 15
Final Exam 20

**Students are required to keep all graded materials until final grades are received**

Grading Guidelines

A: 93% or higher B: 84-87% C:71-77%
A-:90-92% B: 81-83% D: 65-70%
B+: 88-89% C+: 78-80% F: Below 65%

Grade Components

Quizzes
Quizzes will be given on at least 12 chapters, and will be unannounced. The quizzes may be given anytime on or after the
beginning of the week the chapters are due.

There are two types of quizzes:

(A) For at least nine of the chapters, students will be allowed to use their own notes, but the quizzes are timed. Ten minutes
is the maximum allowable time for the quiz. Students may not share or use the same note sheet as another student, nor may
the text be used. Students who use another’s note sheet will be given a “0” for that quiz.

(B) *Quizzes for Chapters 4, 5, and 23 will be taken without the use of notes. There will be 15 questions on each quiz, and
15 minutes allowed for the quiz. These quiz grades may not be dropped, and these chapters will not be included on the
cumulative final.

There are absolutely no makeup’s for missed quizzes. Two (A) quiz scores may be dropped. If University approved
absences require missing more than two quizzes, students may request to take a quiz early (prior to the week in which the
reading is due), but under no circumstances can it be taken after the first day of the week it is scheduled.

Preparation and Participation

I sincerely look forward to working with you this semester to make this a valuable learning experience. While it is my
responsibility to teach, it is yours to learn. Research and experience show that the best learning occurs through
participation, with the instructor acting as guide and facilitator, and students assuming the responsibility for learning.
Sharing ideas, challenging comments, acknowledging issues, being prepared for class discussion, role-playing, presenting
current information, and defending positions are important parts of the classroom experience. All students are expected to
have completed the assigned reading and be prepared to answer questions and participate in classroom discussions every
class. Chapters are due on the first day of the week they are listed in the syllabus.

Exams & Exam Policy

Three exams, plus a comprehensive final, will be given this term covering text material, lectures, and other topics as
specified by the instructor. These tests will consist of multiple choice questions, short answer essay, and scenario analysis.
Students will be given at least one week’s advance notice of exam dates. The first three tests will each account for 15% of
the total grade; the final is cumulative, and will account for 20% of the total grade. Make-up exams will not be granted
except under very rare circumstances. All make-up tests will be essays, and maximum allowable credit may be reduced.
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Marketing Simulation

Students will form teams representing a “company.” This company will act as a product management team, making
marketing decisions (product attributes, advertising expenses, sales people, etc.) that will be entered into a computer
program. This computer program simulates an actual industry in which these companies compete. Results of sales, market
share, profit, and business returns will be provided to the teams after each marketing decision. At the end of the “five year”
simulation, the final competitive results will be provided to each team and bonus points will be distributed according to
performance. Additional details are provided in the section on the Marketing Game later in this syllabus, and will be given
in class. The simulation score will account for 15% of your total grade.

Simulation and Group Projects
Peer evaluations may be used for every graded group activity, including graded in-class work. These peer
evaluations will directly affect the individual grade earned.

Assignments

All homework is to be completed on an individual basis unless specifically stated otherwise by the instructor. Assignments
are due throughout the semester, as specified in the Course Schedule. Students are required to submit the original of their
homework assignment to the instructor at the START of each class in which it is due. Please bring a photocopy of your
work to class for your records/review. No assignments submitted late will be eligible for full credit. Students who must
miss class should turn in their homework BEFORE their scheduled class time to receive credit. For detailed assignment
information, see the section on Assignments below. Assignments will account for 15% of your total grade.

Current Events-Extra Credit

Students may present a current event to the class for purposes of information or discussion to earn extra credit. Extra credit
will be earned as follows: each event presented earns the student 1 point of extra credit, up to a maximum of five (5)
points. These points will be added to the quiz score. Good sources of information and additional topics may be accessed
online. Be sure to have a complete reference or citation with you the day you present. (In other words, you must show
where you got the information you’re presenting.)

Accommodation of Disabilities
If you require special consideration due to a disability, please schedule an appointment during the first week of the semester
to make me aware of the situation, so that you can be appropriately accommodated.

Late for Class
Coming to class late is unprofessional and disruptive to the whole class. Students joining class late may be counted as
absent.

Attendance

Attendance is mandatory. After the first week of class, attendance will be taken every class period. It is the responsibility
of the student to ensure that they have signed in or been acknowledged in a roll call. Perfect attendance will be rewarded
with five bonus points.

Three (3) absences during the semester are allowed without penalty. This includes excused absences such as personal
emergencies, interviews, and athletic competitions. Extenuating circumstances should be discussed individually with the
instructor. It is NOT necessary to call the instructor to explain why you will be absent. Attendance is required at all major
group presentations, exams, and guest speakers.

Please consider reserving a few of your absences to be used later in the semester when assignments for many different
classes may be due, the weather is horrible, or if a personal emergency should arise. Each absence beyond the third (3rd)
will reduce your final grade by ten (10) points. There is no limit to the number of points that can be deducted for poor
attendance. The adjustment is made to the “Assignments” grade.

Use of ANGEL and E-mail for Class Correspondence

Students are expected to check their PSU assigned e-mail and ANGEL the day before each class. These are the most
efficient ways for the instructor to contact students. Instructor e-mail is checked at least twice every weekday, but
emergency messages should be communicated via telephone at one of the numbers listed on the first page of the syllabus.
There is voice mail at both numbers. Students who do not receive a response to e-mail messages within 24 hours (during
the business week) should send the document again, as messages sometimes get “lost in cyberspace.”
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Additional Course Policies

Cell phones and pagers MUST be turned off or set to vibrate only before entering the classroom. Students must not
disrupt the class by allowing a device to ring while class is in session.

Students are responsible for keeping all graded material until after final grades are received.

All assignments must be submitted when collected at the beginning of the class to receive credit for the work.
Please note that no assignment will be accepted late without penalty. If a student must miss class for a valid reason,
he/she needs to contact the instructor prior to class to submit the assignment. Make sure that printer problems, missing
pages, and so forth are resolved the night before an assignment is due. Assignments will not be accepted via e-mail.

Any type-written course requirement that is submitted for evaluation should be of professional quality and devoid of
misspelled words, typographical errors, eraser marks, pencil corrections, grammatical errors, and so on. Students
submitting final documents with more than two of these types of errors will receive a suitable point deduction of two to
five points per additional mistake for that assignment. Students may ask the instructor for assistance, and are also
encouraged to visit the Learning Assistance Center if help is needed in this area.

Students are asked to refrain from using any tobacco products (e.g., chewing tobacco) during class.

Prof. Goodrich is typically on campus every weekday, and is available for individual appointments as needed.
Students are encouraged to contact her with questions at any time. Office drop-ins, phone calls, and e-mail are all
welcome at any time.

Finally, please keep this syllabus with your course material, and read it VERY CAREFULLY.
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Appendix 4: Sample Statement on Academic Honesty for Use on Course Syllabi

Penn State Erie, The Behrend College, puts a very high value on academic integrity, and violations are
not tolerated.

Academic integrity is one of Penn State’s four principles to which all students must abide. This
principle states:

| will practice academic integrity. Academic integrity is a basic guiding
principle for all academic activity at Penn State University, allowing the
pursuit of scholarly activity in an open, honest, and responsible manner.
In accordance with the University’s Code of Conduct, I will practice
integrity in regard to all academic assignments. | will not engage in or
tolerate acts of falsification, misrepresentation, or deception because
such acts of dishonesty violate the fundamental ethical principles of the
University community and compromise the worth of work completed by
others.

Any violation of academic integrity will receive academic and possibly disciplinary sanctions,
including the possible awarding of an XF grade which is recorded on the transcript and states that
failure of the course was due to an act of academic dishonesty. All acts of academic dishonesty are
recorded so repeat offenders can be sanctioned accordingly.

More information on academic integrity can be found at:

www.pennstatebehrend.psu.edu/faculty/academics/integrity.htm.

(Faculty wanting to employ an abbreviated version of the above can simply eliminate the indented
paragraph.)
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Appendix 5: Faculty Rights Regarding Classroom Behavior

PENNSTATE FACULTY RIGHTS REGARDING

B8 Erie The Behrend CLASSROOM BEHAVIOR
College

As representatives of the University, faculty members have the right to “set reasonable standards of conduct in order
to safeguard the educational process” and to respond appropriately to classroom disruptions. University faculty
members have the right to expect students to behave in a civil manner in the classroom. The following information is
designed to serve as a guide to faculty for dealing with inappropriate classroom behavior.

The University defines a disruption as “an action or combination of actions by an individual or a group that
unreasonably interferes with, hinders, obstructs, or prevents the regular and essential operation of the University
or infringes upon the rights of others to freely

Below are some examples that, depending on their severity or frequency, may inhibit or interfere with normal
classroom operation.

Cell phone/beeper interruption

Direct challenges to instructor authority
Eating/drinking in the classroom
Arriving late/leaving early

Vulgar or offensive behavior

Excessive chattering

Reading newspaper or other overt inattentiveness
Talking out of turn and/or dominating discussion

CONFRONTING DISRUPTIVE BEHAVIOR

When students act out in the classroom it is important to confront the behavior as quickly as possible while treating
the student with respect. A failure to address disruptive behavior can often lead to its escalation and result in an
environment that is not conducive to learning. When confronting behavioral issues:

1. The faculty member should identify the inappropriate behavior, request that it should not be repeated, and explain
that it is disruptive to the rest of the class.

2. If the disruption continues, faculty members have the authority to request that the student(s) leave the classroom.

3. For grievous disruptions (e.g. fighting, threats of violence), staff from the Office of Police and Safety Services
should be contacted. Officers may be reached at 898-6101 or 898-6231 for immediate dispatch to the class.

Subsequent to removing a student from the classroom, the faculty member is strongly encouraged to immediately
notify the Director of Student Affairs. This office has the ability to identify students who show patterns of disruptive
behavior in multiple courses. Such patterns of disruptive behavior may be an indication of a student in crisis. This
also helps to provide documentation of the incident in the event that the matter escalates. Faculty members are
encouraged, as necessary, to consult with their school director and/or program coordinator.

Faculty members do not have the authority to permanently bar a student from their classroom or to expel a student
from their course. However, faculty members may refer students guilty of egregiously inappropriate behavior to the
Office of Student Affairs for Judicial Affairs proceedings. These students will not be permitted to return to the
faculty member’s classroom until the formal due process procedures are completed. To initiate this process:

1. Contact the Director of Student Affairs immediately after the incident. An email detailing the behavior in
question, the impact on the classroom environment, and the faculty member’s recommendation as to whether the
student should be referred to the campus judicial system should be sent as soon as possible after the incident.

2. The Director of Student Affairs, or other Judicial Affairs designee, will summon the student to a meeting to
discuss the incident. If official disciplinary action is to be taken, the student will be afforded all due process
rights specified by the Office of Judicial Affairs. The faculty member, as well as any other witnesses, may be
required to participate in an Administrative Hearing or University Hearing Board. If official disciplinary action is
not to be taken, the director or designee will have an educational conference with the student which will be
maintained on file should future behavioral issues arise.

20

part



3. If the student is found to be in violation of University policy, the appropriate sanction will be identified.
Sanctions imposed by the judicial system may include moving the student to another section of the course or
administrative removal from the course resulting in a grade of “F.”

RESPONSIBILITY TO COMMUNICATE EXPECTATIONS

As members of the college community, it is a general expectation that students are to act appropriately in the
classroom. A reinforcement of this message from all faculty members is extremely helpful. In particular, faculty
members are strongly encouraged to add a statement to their syllabi regarding their expectations for classroom
behavior. If there is an expectation that students are to be on time for class or fully participate in group projects,
clearly indicate this on the syllabus, particularly if an academic penalty is to be imposed as a result of being late or
not participating. Clear standards of behavior set by faculty at the beginning of a course can be a powerful deterrent
to inappropriate behavior. A sample syllabus statement is provided below.

Office & Classroom Etiquette and Classroom Participation

Your interactions with faculty and staff members at the University serve as the training ground for your
professional career. Here are some basic rules that you are expected to follow at the University.

o Responsible classroom participation and etiquette are expected:

Turn assignments in on time and in a form on which you are proud to have your name.
Choose non-distracting attire for classroom presentations.

Practice respectful listening.

Use clean, non-vulgar language at all time.

Do not infringe on the privacy of others; e.g., you should not look over someone's shoulders to
read what they are typing or writing in class.

Turn off cell phones and other electronic devices during class and lab.

Maintain appropriate personal hygiene.

Do not use tobacco products during class or in the labs.

<<

<< <<<L

o Appropriate interactions with faculty and staff members are expected:

V Always wait to be invited into an office. If a faculty member's door is open and they are present,
you should stop at the door, knock on the door frame, and wait to be invited in.

V If an office door is closed then you should knock and wait to be invited in. Never "try™ a closed
door. If the door is closed, it has been done so for a reason.

V Use proper salutations in their proper social context. When you are in the role of a student in a
University setting, you should greet your instructors as "Doctor X" when you know that X holds
a Ph.D. When in doubt you can always use "Professor X". Avoid first names or "Mr." and
"Mrs." unless asked to do so.

V' You should not start a conversation with "Are you busy?” Everybody on this campus is busy. A
better opening is "May | have a minute of your time?" This implies that you recognize that you
are asking for a piece of a finite resource.

V' “Please” and “thank you” are appreciated.

e Faculty members have the authority to request that a disruptive student leave the classroom.

CAMPUS RESOURCES FOR CONSULTATION
Should a faculty member wish to discuss a student’s behavior in class, he/she is encouraged to contact either the
school director or director of Student Affairs at 898-6111.

OTHER RESOURCES
e Student Guide to General University Policies and Rules 2005-2006
(http://www.sa.psu.edu/ja/pdf/PoliciesRules.pdf)
e Code of Conduct (http://www.sa.psu.edu/ja/conduct.shtml)
o Office of Judicial Affairs Procedures (http://www.sa.psu.edu/ja/pdf/JAProcedures.pdf)
o Judicial Affairs Reference and Training Manual (http://www.sa.psu.edu/ja/pdf/jamanual.pdf)

Revised June 22, 2009
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Appendix 6: ANGEL: Quick Start Guide for Faculty

22


http://www.pserie.psu.edu/faculty/teachingcenter/angel/linked%20files/FacultyQuickStart_Fall2009.pdf

