ARRANGEMENTS FOR USE OF UNDERGRADUATE NURSING PRACTICE FACILITIES 
New clinical facility sites for undergraduate practice may be suggested by students, faculty, or the sites themselves. A visit may be arranged by the Undergraduate Program Assistant Dean to check the appropriateness of the site and the qualifications of the staff who will be working with students. Initial contact is made with the administrators at the site by the Assistant Dean of Undergraduate Program or Campus Director and a contract is initiated through the Dean’s office. For a new site, the Assistant Dean or Campus Director schedules the clinical days and times. The State Board of Nursing requires a Clinical Facilitator Report be completed and submitted on all new sites. For recurring experiences at an existing site, arrangements are made by the faculty member teaching at the nursing practice site. 

FACULTY OFFICE HOURS 
Each full-time faculty member should post the hours she or he will be available to students to discuss course-related materials, etc. and these schedules should be available in the student services, undergraduate and graduate offices. 
During the fall and spring semesters, each full-time faculty member should be available for 6 hours per week. If the faculty member teaches an e-College course, 2 hours may be reduced to allow substitution for online advising. 
If a faculty member is to be away at a conference, students should be made aware of this prior to the dates, so they won't seek faculty counsel during that time. If an unscheduled absence occurs, such as an illness, a note should be placed on the door. Office hours should be placed on the door as well as given to both the undergraduate and graduate secretaries. 
CANCELLATION OF CLINICALS AND CLASSES 
Faculty should review the University and College guidelines for hurricane preparation. In the event of severe weather conditions, the decision for the university to close is made by the central administration. 

Due to the wide geographical distribution of our campuses, it is possible that inclement weather at a particular campus may require consideration for class cancellations. The Vice-President of that campus will make this decision with the input of Central Administration. 

FACULTY RESPONSIBILITY IN CASE OF ENVIRONMENTAL DISASTER/HURRICANE 
An emergency phone list is prepared each semester for the College of Nursing. The plan calls for each member of the faculty and staff to receive two phone calls. Most faculty and staff will receive a short list of persons to call. The hope is that if one person cannot get through to a member on their list, the other person will be able to. Obviously this is not 100% foolproof, but it is at least a way to try to get in touch with faculty and staff to warn them of a serious problem that will close the university. 

Those faculty who have nursing practice courses, need to contact the agency and their students to tell the students to go home. Please get a list of your students with their phone numbers and emergency contacts at the beginning of the semester so you can call them if necessary. Also keep a list of the agency persons to call handy. 

See Cancellations of Clinics and Classes in this handbook. Also go to the link for the University Hurricane policy earlier in the handbook under the University information and carry out the plans provided there. 

COURSE CAPS 
Caps on courses pose a difficult challenge for the College and Faculty. The University has requested that all colleges increase FTE targets for 2004-2005. Thus the caps for eCollege nursing courses will be increased tentatively as follows: 

Cap at 25 - for NUR 4165, 4936, 4828, 4607
Cap at 25 - for NGR 5354, 5284, 6141, 6132, 6192, 6253, 6255, 6304, 6482, 6812 
Cap at 30 - NGR 6703, 6710, 6725, 6744 

Faculty may be asked to add a few more students if demand is heavy. 

COURSE SCHEDULE CHANGES 

Changes in course schedules may be made by the Assistant Deans for Undergraduate and Graduate programs. Faculty wishing to request any course schedule changes should discuss this with the appropriate Assistant Dean. Faculty are responsible for contacting students who are already enrolled in a course when a change is made. 

EVALUATION OF NURSING PRACTICE FACILITIES AND PRECEPTORS 

Faculty members assigned to nursing practice courses have primary responsibility for the selection and ongoing assessment of agencies and preceptors. The Undergraduate and Graduate Assistant Deans provide needed opportunities to discuss issues/concerns regarding nursing practicum courses and sites, and determine continuation of sites/preceptors. Talk with appropriate Assistant Deans or Campus Directors about the forms and processes. 

FAIR USE GUIDELINES FOR EDUCATION MULTIMEDIA
(Endorsed by the US Patent & Trademark Office and the Copyright Office, 9/4/96) 
4.2.2 Illustrations and Photographs
The reproduction or incorporation of photographs and illustrations is more difficult to define with regard to fair use because fair use usually precludes the use of an entire work. Under these guidelines a photograph or illustration may be used in its entirety but no more than 5 images by an artist or photographer may be reproduced or otherwise incorporated as part of an education multimedia project created under Section 2. When using photographs and illustrations from a published collective work, not more than 10% or 15 images, whichever is less, may be reproduced or otherwise incorporated as part of an education multimedia project created under Section 2. 

Section 2 states that educators for curriculum-based instruction may incorporate portions of lawfully acquired copyrighted works when producing their own educational multimedia programs for their own teaching tools in support of curriculum-based instructional activities at educational institutions. 

Section 3: Educator Use Peer Conferences: educators may perform or display their own multimedia projects created under section 1 of these guidelines in presentations to their peers for example, at workshops and conferences. 

Section 3.4: Educators may retain educational multimedia projects created under Section 1 in their personal portfolios for later personal uses such as tenure review or job interviews. 

Created: 6/03 

FISCAL CANCELLATIONS OF STUDENTS 

The Cashier's Office fiscally cancels students for non-payment about one month into the semester. You may wish to check your class list at https://oasis1.fau.edu/fac-bin/. 

If a student's name is no longer on the list, s/he has probably been cancelled and is not eligible to attend class. If the student feels that the cancellation is in error, s/he may submit a Fiscal Reinstatement Appeal to the Registrar's Office. The form is available at www.fau.edu under Registrar's Office or a paper version is available at the Registrar's Office. If the appeal is approved and the student pays, his name will be reflected on the web class list as soon as the process is completed. 

We appreciate your assistance in this matter by discouraging the student from attending class until the situation is cleared. Early intervention will make the end of the semester grading easier and more accurate. 

Created: 10/03 

GUIDELINES FOR ASSIGNMENT OF TEACHING ASSISTANTS AND TEACHING ASSOCIATES 
July 5, 2004
DRAFT 

Teaching Assistants (TAs): 

· TAs must have at least 18 hours of master’s credit in the discipline and specific knowledge and skills in the area being asked to teach. 

· Faculty wishing a TA must put a written request in to the Assistant Dean for Master’s Programs with a “cc” to the Associate Dean for Academic Programs, the Assistant Dean for Undergraduate Programs, the Business Manager, and the Campus Director if appropriate. 

· The written request should be on the form approved by College – see instructions and form in Master’s Handbook online. 

· The decision of the TA to assign will be jointly made by the Assistant Dean for the Master’s Programs with the other relevant administrators, including the Business Manager. 

· The Graduate Program Assistant, the Business Manager and Associate Dean for Academic Programs will be apprised of the assignment 

· The assigned TA will be responsible to and evaluated by the appropriate faculty member; for example, the course teacher for a didactic course. 

· Faculty will meet regularly with and evaluate the TA at midterm and at semester’s end using the official form (yet to be developed!) 

Teaching Associates (TAS): 
· Teaching associates (TAS) have master’s degrees and may teach undergraduate and master’s courses on their own, with the oversight of the appropriate assistant dean. 

· The TAS must have the expertise, licensure, and certification required for the particular role they assume in teaching in the College. 

· The indicated assistant dean or designee provides evaluation at the end of the course. The TAS does meet regularly with this supervisory person during the semester. 

INCOMPLETE GRADES 

A student who registers for a course but fails to complete the course requirements, without dropping the course, will normally receive a grade of "F" from the course instructor. A student who is PASSING a course but has not completed all the required work because of EXCEPTIONAL circumstances may, with the approval of the instructor, temporarily receive a grade of "I" (incomplete). The grade of "I" is neither passing nor failing, and it is not used in computing a student's grade point average; it indicates a grade deferral and must be changed to a grade other than "I" within one calendar year from the end of the semester during which the course was taken. 

The "I" grade is used only when a student has not completed some portion of the work assigned to all students as a regular part of the course (due to illness, death in family, etc). It is not to be used to allow students to do extra work subsequently in order to raise the grade earned during the regular term. The instructor is required to record on the 'Report of Incomplete Grade" form (available in both undergraduate and graduate offices), and file with the Registrar, the work that must be completed for a final grade, the time frame for completion, and the grade that will be assigned if the work is not completed. This form MUST BE ATTACHED to the grade sheets that are handed in at the end of the semester. It is the student's responsibility to make arrangements with the instructor for the timely completion of this work. Both the student and instructor must sign the Report of Incomplete Grade Form.

If a student is receiving an "Incomplete" in a sequential course or prerequisite course, that course should be completed before the student takes the next course in the sequence. However, if the course the student would like to take is not sequential to another course, then the student may take it with the approval of the appropriate assistant dean 

INSTRUCTIONAL DESIGN CREDIT FOR ONLINE SHELLS AND USE OF E-COLLEGE COURSE SHELLS 
Until the university distance learning policy is in effect, the College of Nursing will approach development of shells in the following manner: 

1. The name of the person(s) and date(s) who initially developed a shell for a course as well as anyone's name and date who has used that shell after that and revised it will be placed on the course home page by the computer applications coordinator. This will provide recognition to the persons who have developed and revised the course. 

2. The entire course shells for all e-college courses will be put in place for the persons who will teach the courses the next semester. Obviously, changes may be made in a course that the faculty member would prefer for their teaching style. 

3. Only faculty who are asked to develop brand new courses for e-college wiII receive release time for preparation for a course. If a faculty member is teaching a course for which an entire shell is avaiIable - even if that person has not taught online before - there will not be release time for preparation since none is given for traditional courses. 

These decisions were made for the betterment of each course. If each faculty member has to develop a course anew for online, then there would have a serious problem in the continuity and integrity of what the faculty wants to be taught in our curricula, and what we say we are teaching, and in the fiscal cost to the College. Also please see Distance Learning section of the website. 

Aggregate data for the Distance Education SPOT is available on the IEA SPOT website. 

Lab Referral and Use 
General Information 
As faculty, our commitment to the students includes the referral to resources within both the college and the university. Within the college we have a learning lab available to students for review and practice of technological skills in preparation for nursing practice course requirements. 
It is important that students see the used of the la as an important learning resource to prepare for nursing practice course expectations. The student who independently chooses to utilize the lab should be celebrated. Faculty should encourage the use of the lab on a regular basis in order to retain competencies previously taught while integrating new knowledge fro their current courses. Promote the use of the lab an ongoing resource where skills and techniques can be reviewed and practiced before and during nursing practice courses. All students are expected to come to the nursing practice area prepared for practice and the lab time can assist them in meeting this expectation. Let all of your students know that the strongest students utilize the lab on a continual basis and that respect this commitment to their education. 

TEXTBOOK ORDERS 
Each faculty will receive a COURSE BOOK INFORMATION REQUEST form for each course they are assigned to teach the next semester. Please complete the form. On the form, please indicate the title, author, edition, publisher, publication year, ISBN number if available, and if the book is required (RQ) or recommended (RC). Note the anticipated number of students. Please sign and date the form; return course forms to the appropriate Program Assistant. Please keep a copy for your own records. 

Textbooks can be ordered online at: http://www.itss.fau.edu/bookstore.htm. If you order online, please give a copy to the appropriate Program Assistant for your course and keep a copy for your records. 

If the form lists books that were used in a previous semester for the course, cross off any titles not needed and add the new books you wish to use. If the same books are being used again as listed on the form, please circle the appropriate column, sign the form, and return to the Program Assistant as soon as possible. If you choose to return the completed form directly into the Bookstore, you must give a copy to the appropriate Program Assistant. 

If you receive a book request form for a course you will not be teaching, please return the request form to the appropriate Program Assistant. 

Within a reasonable time before the new semester is to begin, faculty will be asked by the Program Assistant to verify the number of books ordered by the Bookstore. If the number is not correct, please let the Program Assistant know the correct number to try to assure enough books for the students. 

It is not unusual, unfortunately, for the books you order to not be available when classes start. This is true for all the campuses. Hence, you are urged to check with the Bookstore to find out if our books are in. Additionally, because of the cost to the Bookstore of returning books not used by students, the Bookstore automatically orders a few less books than you need. This can be a problem if you want your students to begin reading before the semester begins. Call the TextBook Manager, at 297-0265 if you need assistance but do it at least a week ahead if at all possible so he has some time to order additional books. 

If you have questions, please call the appropriate Program Assistant or Faculty Secretary. Faculty need to contact the publisher's representative directly for a desk copy of the textbook being used for the course they teach. 

Students may click on and find out the books needed for a course when they register for the course. 

Florida Atlantic University Bookstore - Faculty Services 

REQUEST FOR TEACHING/RESEARCH ASSISTANTS 

Graduate Assistants: Teaching assistants (TA) or research assistants (RA) must be fully admitted graduate students who have completed 18 credits of the master’s program and have a B in all nursing courses. The Dean can make exceptions to this 18 credit rule in some situations. Teaching Assistants must have a faculty to whom they are assigned for supervision. Teaching Associates are graduate students who hold a Master's degree in nursing. Other than the usual mentorship from the Undergraduate or Graduate Assistant Dean, depending on the course level, Teaching Associates may be scheduled to teach an appropriate course as the instructor of record for the course. If teaching a clinical course, the related didactic course faculty member is the supervisor. TAs/RAs may be employed for up to 20 hours a week. More than this amount of time must be approved by the Dean. 

The availability of tuition funds from the University as well as stipend funds from College determines the number of TAs/RAs who may be hired. 

TAs and RAs have 80% of tuition waived and are paid a stipend for their work. The stipend is determined by the Assistant Dean for the Graduate Program. The tuition waivers are managed by the Graduate Program Assistant. 

Faculty who wish to have a TA or RA place the request with the Assistant Dean for Graduate Programs. General parameters for faculty having a TA would include large classes (50 or more) or large Internet classes (35 or more). 

When responsibility for teaching and grading is shared between a graduate student TA and a supervising instructor, to evaluate the TA’s instruction using the Student Perception of Teaching (SPOT) instrument, the course is set up as a team-taught course (TA assigned to 1% effort). The 99/1 effort does not reflect the real % of effort, but signals the computing system to put both instructors on the schedule, and the TA will be evaluated also. 

REQUESTING SUPPLIES/EQUIPMENT FOR CLASS OR LAB 

Class Supplies: Ask the Secretary or Program Assistant for general supplies, such as pads, pens, etc. 

Lab Supplies: Request any special lab supplies through the appropriate Program Assistant (depending on program level). Disposable supplies are paid for by a fee charged to the student. These supplies are replenished as needed. 

Special Equipment: Any equipment that is needed must be ordered through the Business Manager. Discuss with the appropriate Assistant Dean or Campus Director for guidance. 

Last Revision: 7/03 

SCHEDULING AUDIO-VISUAL HARDWARE AND SOFTWARE 
When you require AV equipment - Slide Projectors, Overhead Projectors or LCDs for your classes, you should e-mail AV Services. Equipment will be delivered to the classroom and set up before class for you. If you have a problem with the equipment, call AV Services. This service is available on Saturdays also. If you teach a Sunday course, please make arrangements for the equipment for delivery on Saturday. The college has LCD projectors that you may check out with the Faculty Secretary. There may or may not be a laptop computer available to check out, so give the Faculty Secretary plenty of time to be sure may be obtained. A number of faculty have one they might loan you for a class or conference presentation if need be. Please check all the parts of the projector and computer before you use as sometimes pieces are missing. It is a good idea to check for availability of any equipment with the Faculty Secretary. There will be a sign out sheet placed with the equipment. As soon as possible upon completion of use please return to the Nursing Office so that it will be available for the next person. Be sure all wires, cords, etc. are properly stored in cases for the next persons use. 

Last Revision: 10/04 

SCHEDULING CLASSROOMS, LABORATORIES, CONFERENCE ROOMS 
Reservations for Boca Social Sciences rooms 111, 112, 206D and 200 (Lab) are made through the College's Student Service Office. Because space is at a premium, please reserve these areas for functions of the college. 

To reserve rooms on other campuses, contact the appropriate campus secretary. 

STUDENT APPEALS 

Please refer to the 

· Undergraduate Catalog 

· Graduate Catalog 

· Undergraduate Student Handbook

· Graduate Student Handbook\
STUDENT AWARDS 

The Committee on Students is responsible for seeking candidates for student awards and providing a slate of candidates from which faculty and students choose awardees. Details of processes are finalized in prior to the college's Honors Ceremony in the Spring Semester. 

FAU Student E-Mail Policy

As FAU increasingly uses e-mail to correspond with its students, it becomes more important to have accurate and reliable e-mail addresses for them. In the past, FAU students had the option of using FAU e-mail account or one from a commercial Internet service provider (ISP) and also had the option of providing an e-mail address (or multiple addresses) to the Registrar's Office for inclusion in their student record. The result is that FAU administrators frequently did not have reliable e-mail addresses for students. Faculty faced the same issue in their attempts to contact students in their classes by e-mail because students frequently changed ISP. To resolve this situation, FAU is implementing the following new e-mail policy, effective August 1, 2004:

When contacting students via e-mail, the University will use only the student's FAU e-mail address. This will ensure that e-mail messages from FAU administration and faculty can be sent to all students via a valid address. E-mail accounts are provided automatically for all students from the point of application to the University. The account will be disabled one semester post-graduation or after three consecutive semesters not registered for a course. 

To find out what your username is, also known as FAUNetID, go to MyFAU and click on Account information then select How To Look Up Your FAUNet ID. This will take you to a secure site where you can enter your Social Security number and your six-digit PIN. Your PIN, unless you've changed it, is 2 zeros followed by the 2-digit day and 2-digit year of your birth (if your birthday were August 4, 1987 your PIN would be 000487). Once you've entered your SSN and PIN, the system provides you with your username. Your initial password will be the same as the PIN you had entered. 

Information about forwarding your FAU mail to a personal account.
Accounts not used for 60 days are automatically disabled (not removed) for security purposes. If your account is disabled, contact the IRM Helpdesk at 7-3999 to re-activate your account. 

The FAUNetID is used for various computing services offered by FAU: MyFAU (e-mail, calendar, announcements, etc.), Blackboard, computer lab access, file storage (also known as Active Directory/ANDI). For more information on these services, visit the FAUNetID/Accounts page and click on FAQ/Help. The MyFAU site also includes an interactive demo of MyFAU features. 

STUDENT EVALUATION 
General Overview of Student Performance Evaluation 

Formal evaluation processes are recognized as opportunities to grow. Caring concepts, such as coming to know the other as caring person, respect for person, creativity, and responsibility provide an important foundation for the evaluation process. Caring values lived in this process include honesty, humility, knowing, presence, and connectedness. Student performance is evaluated by faculty using a variety of methods based on the philosophy, organizing framework, program and course objectives, and pertinent professional standards and guidelines. Faculty members use formative and summative evaluations in determining student performance. 

Written papers, aesthetic and other projects, reflective journaling, objective and essay quizzes and exams, presentations and active participation are examples of formative evaluation methods that may be found in course syllabi. Students are apprised of their progress in courses in an ongoing manner by faculty. The Caring philosophy calls for continual and open dialogue with students, opportunities for students to discuss with faculty strategies for successful completion of a course, and timely advisement regarding progression in a course. Summative evaluation methods are diverse and reflect the nature of the course and the uniqueness of the faculty. Nursing practice courses use a practice based evaluation instrument for determining a student’s satisfactory performance in meeting course objectives. 

Process of Undergraduate Student Evaluation 

I. Nursing Practice Course Evaluations 

A. Midterm Evaluations: A student’s performance is evaluated at least once in the middle of a semester. The nursing practice evaluation instrument is completed by faculty. Students complete a self evaluation using this instrument and results of both are shared and discussed. Face to face meetings to discuss performance at mid-term are expected. 

B. Final Evaluations: At the end of each semester, the nursing practice evaluation instrument is completed by faculty and a grade is awarded for the course. Students complete a self evaluation using the same instrument. Space is provided for both faculty and student to sign. All critical elements on the nursing practice evaluation must be passed at a satisfactory level for the student to receive a satisfactory passing grade of C (2.0) in the nursing practice course. The completed evaluation is filed in the individual student’s evaluation folder in the College of Nursing Undergradute Office. Face to face meetings to discuss performance and final grade are expected. 

II. Report of Unsatisfactory Work
Reports of unsatisfactory work are completed by the faculty at mid-term, or as indicated during the semester, for students who are performing unsatisfactorily in either theory or nursing practice courses. The Report states which requirements have not been met and identifies specific areas and goals for improvement. For nursing practice courses, a report is sent if students are demonstrating unsafe practice, practice questionable for the level expectations, or if absences are excessive. A minimum grade of C (2.0) is required in all nursing courses. If a student earns a grade below a C (2.0), they will not be able to progress to the next nursing course. (See Progression and Retention policy) 

Faculty turn in Reports of Unsatisfactory Work to the Undergraduate Program Office and they are sent via certified mail to the student. A copy of the Report is retained in the student’s file in the College of Nursing until graduation at which time they are removed. The Report of Unsatisfactory Work will include specific areas and objectives in which the student needs improvement for final satisfactory completion of the course objectives and to obtain a minimum passing course grade of C (2.0). Students are asked to meet with the faculty to discuss strategies for nurturing student growth in achieving successful performance of the course objectives. 

NURSING STUDENTS PLACEMENT AT WELLNESS CENTERS 
(May 31, 2004) 

All of us in our School Based Community Wellness Centers are looking forward to having nursing students and faculty with us for nursing practice experiences again this coming year. We have a new plan in place that we hope will facilitate student and faculty involvement with us. Ellen Krystofik, who does much of the management of our schedules and staffing will coordinate all student placement. Please be in touch with Ellen for assistance. 

For undergraduate students, our ideal is that each semester we can have a group of 3116L students in the fall and community nursing students in the spring at each of two Centers, in Delray and our new West Gate Center in West Palm Beach. In both Centers there is rich involvement with persons of all ages and many cultures, as well as a school population. It has often worked very well to have 1/2 semester nursing practice labs in Belle Glade. As our Inlet Grove (Riviera Beach) Center becomes more active in the daytime, that will also be an excellent site for students. I will meet with Debbie next week to discuss the new BSN program with her. Last year we prepared illustrations of nursing situations for each Center and you can get these from Ellen. 

For the master's program, we welcome advanced practice nursing students to study nursing with us. As you know, the nurses practicing in our Centers are highly qualified with a minimum of a master's degree in nursing, national certification, and many years of experience. Our practice is quite a model of advanced nursing for underserved, multicultural populations and we have wonderful collaboration with community providers and agencies. There are opportunities for practice in daytime and evenings, and with children and all ages of adults at the various Centers. 

We have also appreciated having doctoral students with us each semester in the practica of the nursing theory and nursing policy courses, as well as in their research. I hope we can sometimes have students of each program together in Centers so they can learn in so many ways from each other. 

In addition to the 4 Centers, we have a practice at Home Safe, the shelter program in Palm Beach County, for admission examinations and ongoing care for children and youth. In north Broward county we have a program in 9 Child Care Centers where Carol Stevenson practices two days each week with about 750 pre school children. In Riviera Beach and Belle Glade we have a women's health program, the Women's Health Initiative. Many of our programs have ongoing research and many opportunities for student and faculty research. 

If you would like us to meet with master's students, let me know. We would like for faculty to work with Ellen for scheduling of students. We will be happy to provide faculty orientation to our Centers and the surrounding communities that are available for student experiences. 

Please let me know your suggestions and any questions you may have. You may think of things we've missed! 

Marilyn E. Parker, PhD, RN, FAAN
Professor and Director, Center for Innovation in School and Community Well Being
Phone: 561-297-3376
FAX: 561-297-3447
email: mparker@fau.edu 
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STUDENT PROGRESSION AND RETENTION 

Please refer to following for the particular program in which the student is matriculated. 

· Undergraduate Catalog 

· Graduate Catalog 

· Undergraduate Student Handbook

· Graduate Student Handbook 

STUDENT TESTS, GRADES, and OTHER POLICIES AND INFORMATION


1. Consistency with University Guidelines for tests/grades: Consistent with University guidelines, the first test or other evaluation source in any theory course should be given and the grades posted before the indicated date in the semester that allows the student to choose to drop the course without receiving a grade of “F.” 

2. See the College of Nursing Student Handbooks for information on topics such as course evaluations, unsatisfactory work warnings, progression and retention policy, clinical attendance policy, dismissal policy, academic irregularity policy, petition and grievance policy and procedure, student appeal procedure, incomplete policy, grading policy, and professional standards. 

3. See online College of Nursing Graduate Student Handbook for information on requirements and policies for Master's graduate students, specifically the Graduate School Commitment at the beginning of the handbook. 

4. See the Graduate Student Handbook for policies related to comprehensive examinations, dissertation proposal defense, dissertation defense, and related information. 

5. Click link to the FAU University web page for policies for university related to undergraduate and graduate students. 

6. Student Responsibility for Learning – see undergraduate and graduate (Master's) student handbooks. 

7. All undergraduate and Master's student issues are addressed through the College of Nursing Committee on Students. Policies are evaluated/reviewed by the Committee on Students annually. DNS student issues are addressed by the Doctoral Program Committee. 

8. Posting students’ grades: post grades using an identification number or name other than the social security number. One suggestion is for students to provide you with a name of their choice by which their grades may be posted. Another suggestion is to assign an identifying number, letter, or symbol of your choice to each student at the beginning of the semester. You may not use the social security number. 

9. If a grade of “I” is issued, faculty must fill out and submit with the grade, the correct incomplete grade form with the student’s signature and the requirements for erasing the incomplete grade. Forms may be obtained from the Undergraduate or Graduate Program Assistants. 

10. Faculty must keep copies of the test analysis sheets for any test given in a course along with a copy of the test, for the length of time the student is in the program. If the faculty is leaving FAU, the copies should be given to the Assistant/Associate Dean. 

11. Copies of or the original grade book/file for every course must be maintained for the length of time the student is in the program. If the faculty leaves FAU, these documents go to the Assistant/Associate Dean. 

12. Copies of all major projects/papers for a course should be requested in the syllabus to use for accreditation and other program evaluation purposes
13. Syllabus preparation: Discuss with the appropriate Assistant/Associate Dean. Current electronic and hard copies of all syllabi must be on file every semester. 

USE AND CONFIDENTIALITY OF STUDENTS’ RECORDS AND OTHER DOCUMENTS 

Use of Student Course-Related Materials 

The College of Nursing may use students’ course-related materials for legitimate institutional purposes, such as accreditation, university review process, state board review process, etc. In such case, the material used will be used within the College and University. Thus, you may be asked by the instructor in a course to submit some course materials in duplicate. 

Use of student records, data, and papers is sometimes necessary for certain established and legitimate university/college needs, such as for accreditation purposes. In the event you, as a faculty member, would like to use student materials from a course you are teaching for some scholarly enterprise, such as an article for publication, you must gain permission from the students involved individually in writing before use of such materials. If student work is used for research, the entire IRB process must be followed in this event. 

Last Revision: 6/01 

STUDENTS WITH DISABILITIES STATEMENT FOR COURSE SYLLABI 

Please put the following statement on all syllabi. 

"The Americans with Disabilities Act (ADA) of 1990 requires the provision of reasonable accommodations to any individual who advises faculty and the university of a documented physical or mental disability. If you require special accommodations due to such a disability to properly execute course work, you must register with the FAU Office for Students with Disabilities (OSD) located in the Boca Raton campus library, room 175, phone 561-297-3880 or in Davie, MODI, phone 954-236-1222. Please arrange a meeting with your course faculty. All OSD procedures must be followed for you to receive the special accommodations." 

Last Revision: 6/03 

SYLLABI ON-LINE 

From: Deborah Raines 
Sent: Thursday, August 05, 2004 3:13 PM
To: Anne Boykin; Ellis Youngkin; Terri Touhy; Lynne M. Dunphy; Susan Chase
Cc: Deborah Raines
Subject: Syllabi on BB site 

The syllabi (UG, Grad and Doc) which are currently available on disk are loaded onto the http://bb6.fau.edu site. I have also linked some other references such as the college policies to attach to the syllabus, e-mail policy, handbooks, on-line teaching guidelines, etc. that might be helpful especially to new faculty. These can be found on the section titled getting started. 

The username is: nurse
the password is nurse (both are case sensitive)
the url is: http://bb6.fau.edu 

In the getting started section there are some brief directions about how one can download and save a syllabus from the site to their own computer desktop. 

Created: August 2004 

TEACHING RESPONSIBILITIES
Provided by Individual Faculty, Spring 2004 

Faculty were asked to give the thoughts related to what their responsibilities are for a course, and to give some of the perceptions related to online teaching. 

My responsibility as faculty for a course includes: 

· Planning student learning activities to meet objectives of course 

· Determining interface with courses that precede and follow my own. 

· Making clear to student what my expectations for there learning are 

· Providing student with a chance to remediate if necessary. 

· Planning enough pressure to increase the likelihood that they will learn 

· Selecting course books and resources 

· Giving timely feedback on student work. 

· Being available for course or personal difficulties. 

· Mastering the material myself and presenting it in creative ways. 

· Assessing student learning and making adjustments to individual learning style. 

· Caring for the individual person and their development is person and nurse 

· Instilling respect for our profession 

· Turning in grades on time 

· Revising course when I teach it again 

· Sharing my work with colleagues who may teach the course again. (although I have negative feelings about handing over my personal work so someone else can use it. This is a tough call. I invest an incredible amount of time in preparation even for course I have taught before. When I came here there was nothing, so I invented everything for these courses. Do I hand it over so someone else uses my work? Do I have to start over each time I have a new course. Very tough decisions.) 

· Online: I am a novice. I am a big blackboard user to enhance my face classes. Keeping up with case study responses for 11 students kept me hopping, but that was in addition to preparing and teaching face classes. I defer to the experts. I would say 10 limit for interaction, 20 for less. 

· Revise the syllabus (keeping essentials, but adding personal stuff, changing evaluation criteria, adding specific requirements, trying to think of all problems up front, etc) Being sure to include date of final exam after checking with final exam schedule. 

· Looking at overall schedule and planning in any personal absences, such as a conference that I'm attending and planning for a guest speaker, etc. for that day. 

· Adding assignment criteria to packet up front. Handing out syllabus and all assignments on first day. 

· Ordering texts 

· Making sure assigned classroom is appropriate up front. 

· Ordering A-V supplies EARLY so they will be available on dates needed. 

· Responsibility includes keeping times of class as ‘ordered’, keeping assignment dates and test dates as scheduled in the syllabus. 

· Returning assignments in a timely manner. 

· Reviewing tests with students as this is a learning experience. Giving the appropriate tests. Such as for most generic courses, we MUST give multiple choice tests rather than take-home tests as we do a disservice if we don't prepare them for the NCLEX. I don't know if this is what you wanted. I guess I could go on and on. Jill 

· KNOW THE STUDENTS, WHO THEY ARE AS PERSONS. CREATE/REVIEW COURSE OUTLINE, ORDER BOOKS, PREPARE HAND-OUTS, REQUEST AUDIOVISUAL AIDES/ CREATE/REVISE EXAMINATIONS, INVITE SPEAKERS IF NEEDED, REQUEST FOR PEER EVALUATION OF TEACHING EFFECTIVENESS/ IF PLANNING ABSENCE, THE TEACHER MUST ARRANGE ALL ACTIVITIES SO THAT STUDENTS ARE NOT SHORT-CHANGED. 

· My biggest responsibility in teaching is to make sure I teach the content that is suppose to be taught – I think we have, if not an ethical, but a fiduciary responsibility to educate students – to the best of our abilities - so they will be successful with the NCLEX – As this is a licensed profession, our educational responsibilities are more confined those of other degree granting disciplines- 

#2 As a baccalaureate degree implies a liberal education, if #1 is met- I think is important to seek avenues to broaden the mindscape of the students in the most engaging, thoughtful, and productive manner - to ignite a lifelong love for learning. 

But instead of answers from the faculty, the question that really needs to be addressed first: What does the CON expect of its teachers? The best practice side of it is only icing on the cake. 

2. What do you feel the size of an online course should be if the course requires a) a great deal of interaction with students online; b) less interaction with the students online? Please keep in mind the budget constraints and the enrollment issues we have and be as realistic as possible. 

Online classes:
I have heard it said that online courses are good for large classes that have concrete didactic information. As a purist, I feel those classes are not really online classes, but are more like self-programmed learning. The lecture is read, student studies, perhaps prepares an assignment, and then regurgitates on an objective test. The course could have been conducted with a workbook or CD with weekly questions emailed to the teacher. This is a satisfactory method of learning for many, especially as it provides an immovable timeline for completion, but it lacks the level of interactivity available with the online format – I am not only talking about teacher/student interactivity, but students interacting with the methodologies available that provide a means to learn, recall, and synthesize in a more engaging manner. 

I also think that there is no subject matter that cannot be taught in a highly interactive manner where critical thinking and innovative engagement of the learner is encouraged – it would take re-conceptualizing, but it can be done. Literature shows engagement of the class is limited only by the imagination of the teacher. 

So as to size: 

How much time is the teacher willing to give? It is very clear that online courses are not easier nor less time consuming than ground courses. In fact, I would argue (and we our minutes documented in cyberspace) that these courses take a huge amount of time – that is, if they are to be done well. The expected student outcomes can be documented and measured with clarity. 

So the questions that really need to be answered first: 

What are the objectives of the CON? What are the expected outcomes for your students? Answers to those questions will determine class size and quality of the course, and subsequently will reflect the quality of the educational standards . For the norm, there should be no surprises. 

1. Faculty course responsibilities: Plan and implement the educational activities for the course using up-to-date information. Plan for evaluation of student performance in the course. Communicate with students about course-related concerns. Understand where the course fits in the curriculum and how it articulates with other courses. 

2. Enrollment limit seems to be about 20 according the research I have seen. 

Have responsibility to write the curriculum and choose the learning tools. I have responsibility to return my grades for any work within one week. I have to show flexibility for special occurrences that students incur. 

In a graduate course, no more that 15 students can be handled effectively In an undergraduate course, depending on the required written work, 25 students. 

1. What do you, as a faculty member, see as your responsibilities when you teach a course? Finalizing the syllabus for the course, determining the grading scale. Preparing all of the lectures or setting up guests, doing all of the evaluation. Meeting and and mentoring students as needed. Filing the syllabus with the appropriate Assistant dean 

2. What do you feel the size of an online course should be if the course requires a) a great deal of interaction with students online; b) less interaction with the students online? I have only taught with 10-16 students. I think there should be a great deal of interaction, so that 20 would be probably the most I could handle - but don't realy know. 

TEACHING RESPONSIBILITIES - Policy Related 

Related to Nursing Practice Evaluations
All completed nursing practice evaluations are turned into the Undergraduate of Graduate Office to be filed in the student's file. 

Related to Important University Calendar Days
Be aware of the following in planning class schedules:
    Check university calendar for holidays that are official
    There are no classes on Reading Day each semester
    Faculty must meet with their students during final examination week at the scheduled class or exam time
    The last day of the semester is generally the day of commencement 

Related to Teaching Policies
If you can't be present for class, you are responsible for finding someone to teach for you. If you are going to miss a class, please submit an intent form for this so it can be approved - get from Program Assistant or Faculty Secretary. 

Created: Spring 2004 

THOUGHTS FROM THE CLASS OF 2004
Christine E. Lynn College of Nursing 

1. Think about some of the best faculty that you have had as instructors here in the College – what teaching strategies did they use that really enhanced your learning?
• Used Personal Experiences – Examples
• Were well organized – good PP
• Helped us Prioritize
• Used Repetition
• Good Visual Aids
• Knowledgeable about their Subject Matter
• Did not look down on Students
• Enthusiastic 
• Were Available
• Empathetic
• Did not assign busy work 

2. The best thing a nursing instructor did for me to help me learn when I was in a clinical rotation was:
• Asked Why
• Challenged my thinking
• Made us comfortable
• Reduce my fears
• Showed Patience
• Used Guidelines/Outcomes/Expectations
• Knew the Technology
• Explained the reality of situations
• Did not Yell at us in front of Patients
• Explained Procedures
• Was Encouraging
• Clarified Orders
• Was Organized and Looked for Good Experiences
• Was Supportive
• Was Proactive and created learning in post-conferences
• Emphasized Skill Development
• Did not require excessive journaling 

3. What was your favorite assignment in this nursing program?
• The Preceptorship
• The Aesthetic Project
• The Mock Disaster 
• Our Personal Profile
• Portfolios
• Tuesdays with Morrie
• Rotations to other Units in Clinicals 

4. Was Nursing School what you expected it to be?
• No – more than half the class
• Too much work
• Can’t have a life
• Wait to get into the Program • Program Disorganized – we did not know what to expect next 

5. If I could change one thing about this nursing program, it would be:
• Patient Assessment too soon
• No Reinforcement of Learning
• Need more work with Charting
• Need two Semesters of Pharmacology
• Less Community
• More Focus on Skill Development
• Ongoing Feedback – not ERI at the end
• Optional Specialty Course as an Elective
• Need to put OR Nursing into Curriculum
• Excessive Care Plans and Journals 

6. As I look forward to graduating, what I fear most about becoming a nurse is:
• Not being ready
• Not getting sufficient orientation to my Unit
• My ability to interact with physicians
• Understanding Doctors Orders
• Making mistakes
• Whether an order should be questioned
• Losing my license 

Data Collected March 22nd, 2004
Rose O. Sherman, EdD, RN, CNAA 

Created: Spring 2004 

TURNITIN.COM STATEMENT FOR SYLLABUS
Students agree that by taking this course all required papers may be subject to submission for textual similarity review to Turnitin.com for the detection of plagiarism. All submitted papers will be included as source documents in the Turnitin.com reference database solely for the purpose of detecting plagiarism of such papers. Use of the Turnitin.com service is subject to the Terms and Conditions of Use posted on the Turnitin.com. 

Created: Spring 2004 

Background Check Policy for FAU College of Nursing Students for Palm Beach County School District (related to students nursing practice experiences at schools) 
Per Wilma Roy, administrative services director at the Palm Beach County School District Police Department (434-8155), the following is the policy for our students when in the school practice sites.

When arriving at the practice site, students will be treated as volunteers, must present ID and their names will be checked against a computerized list of known sexual predators. Nursing students are not to be left alone with district students and must be supervised by an employee who is in the Life Scan system operated by the school board.

If students will be left alone or in another capacity within the school district sites, they may be liable for first registering with the district Life Scan system at the Forest Hill Blvd School District office. This will include finger printing that must be done in the security office and a fee of $84. The turn around time for this procedure is from 1-3 days. Annual renewal is $6.

DRUG SCREEN POLICY AND PROCESS
POLICY: The Christine E. Lynn College of Nursing does not require, at this time, a routine drug screen on all students applying to or entering our programs. However, many of the health care facilities we use do require a drug screen either before admission, or immediately before patient contact will begin. In addition, agencies may require on the spot drug screens if there is a suspicion of drug use. Students enrolled in our programs must comply with agency requests or they will not be able to complete the nursing practice responsibilities of the program, and thus will not be able to continue in the program. 

RATIONALE: The curricula of the programs in the College of Nursing offer a variety of nursing practice experiences throughout the region and the State of Florida. The College of Nursing has contracts with all sites used for nursing practice experiences. These sites require a drug-free, healthful, and safe workplace. Use of illegal or impairing substances by students in our programs that may impair cognitive function, critical thinking, and sound judgment cannot be tolerated. 

GENERAL REQUIREMENTS AND PROCESS: 
· Prior to starting a nursing practice course, conducting a nursing research study or project that involves contact with patients, or taking a didactic course that would place the student with vulnerable patients sometime during the course, the student must ascertain if a drug screen is required. Generally a 10 panel drug screen is required. 

· If a drug screen is required, the student may call Ms. Karen Andersen to find out the address of the laboratory that may be used for the drug screen. Any charge for the drug screen is the responsibility of the student. The final results must come to the College of Nursing directly from the laboratory. 

· If the drug screen indicates an area for concern, the student will be notified. The Advisory Panel for such student issues will convene to determine the action that needs to be taken at that time. 

· If a student is asked to take a drug screen at any time during nursing practice experience, the student will be placed in a taxi and sent to the laboratory for testing. The student will be accompanied by an instructor or other responsible party. At that time a bodily specimen will be requested for testing. Any charges will be the responsibility of the student. Results of this testing will be considered by the College’s Advisory Panel in making determinations about the student’s continuance in the program. The student may be dismissed from the program based on testing results. 

· The cost is $40.00 per test. 

· Results to be mailed to: 

Dr. Deb Thomas 
Christine E. Lynn College of Nursing, FAU
777 Glades Road
Boca Raton, FL 33431

Students on the Port St. Lucie campus may go to Labcorp for their drug screening test.  They must pick up a form from Mary Curran in CO 219 (772-873-3381, mcurran@fau.edu ).  They may call Lapcorp at 1-800-833-3984 to find the lab nearest them and the hours.  They must bring a money order made out to Labcorp for $36.00. 

Student Injury (in practice courses) Policy
Student nurses are required to carry their own personal health insurance and provide evidence of medical clearance from their physicians/ARNP (annually) to be in a practice course. These records are kept by the program assistant. It is the student’s responsibility to keep these items current at all times.

If a student is injured while at a practice site, it is the student’s responsibility to follow through with measures appropriate to the injury. If warranted, this might include a through washing of the area (needle stick or splashing concern), immobilization (falls), pressure (cuts) or other immediate treatment. The student should then (or simultaneously) have the faculty of the course notified. If determination is made that medical care should be pursued, the student will determine their preference for physician, clinic or emergency room location while being mindful of distance vs. immediacy of required treatment. All associated costs are the responsibility of the student.

The student will complete an incident report as requested by the facility. The faculty member will request a copy for the college of nursing. In addition, the student and faculty member will write up the incident separately to be shared with the Clinical Coordinator/Assistant Dean. This will give the college a paper copy as well as an opportunity to review and improve our practices in the clinical sites.

RESEARCH AND SCHOLARLY ACTIVITIES 

CONFERENCE ATTENDANCE AND REIMBURSEMENT 

Faculty will be supported (assuming available funds) to attend conferences at which they are presenting peer-reviewed papers or posters, or invited presentations. Travel arrangements should be made through the appropriate program assistant. Reimbursement for approved hotel lodging expenses occurs after the trip when receipts for this and other expenses are submitted. There is a state limitation on meal expense reimbursement as well as certain restrictions. Discuss approved travel expenses with the Business Manager. 

CONTINUING EDUCATION PROGRAM DEVELOPMENT 

The Christine E. Lynn College of Nursing is a continuing education provider approved by the Florida Board of Nursing for conference and self-learning contact hours. National provider status is available through the Virginia Board of Nursing. We may not approve programs of other agencies for the national status. 

Faculty may contact the Coordinator of the Continuing Education Program if they wish to develop a continuing education program to be offered through the College. Internet offerings may be developed for the CEU association with Medical Staffing Network. A contract is required. Payments are based upon preset criteria and determined by the Dean. 

Last Revision: 6/03 

COPYRIGHT AND INTELLECTUAL PROPERTY POLICIES 

An policy has developed for the University and is available at www.fau.edu/academic/provost/IPP.pdf. 

Faculty may call the Office of Technology Transfer, 7-0202 for further direction. 

GRANT PROPOSAL INTENT 
Faculty members are asked to notify the college's research coordinator of intent to submit a grant proposal, providing its title and the name of the granting agency. The research coordinator will retain a list of these grant proposals enabling faculty to learn of other faculty member’s research and the number and type of proposals being submitted to an individual agency. 

Last Revision: 6/03 

LIBRARY 

The Library collection and resources are essential to the teaching, research and service missions of the College of Nursing. The FAU libraries has Nursing Collections on four campuses: 

· Boca Raton Campus: S.E. Wimberly Library 

· Davie Campus: University/College Library 

· Treasure Coast Campus: St. Lucie West Library 

· Jupiter Library 

In addition, the electronic collections are available through university-based computers and via off-campus computers, to individuals affiliated with FAU, by using FAU Libraries - EZ-Proxy. A limited collection is also available at the Jupiter Campus Library. 

The library has designated a liaison on each campus who has responsibility for overseeing the nursing collection and addressing issues, questions or concerns and for communicating with the college of nursing community. The designated resources for the nursing collection are: 

· Boca Raton Campus: Eleanor Lomax 

· Davie Campus: Michelle Apps 

· Jupiter Campus: Pat Roshaven (Associate University/Campus Librarian) 

· Port St. Lucie Campus: Carla Robinson (Assistant Librarian) 

Material Acquisition Method: 

Library funds are available to purchase texts and periodicals that faculty ascertains are essential to maintain the integrity and quality of education in the College. The ultimate responsibility for the development and maintenance of the Libraries’ collection rests with the Director of the Florida Atlantic University Libraries. The Library committee meets quarterly and based on the requests submitted by individual faculty members makes decisions about additions to the library collections. This process and it relationship to the mission of the library is described at Florida Atlantic University Libraries Collection Development Policy 

A recommendation for additions to the library collections is an individual faculty responsibility. When a faculty member desires an addition to the library collection the following procedure is to be followed: 

· Conduct a multi-campus search to ascertain that FAU does not own the item. Even though library collections and resources are designated to a particular campus location, they are all part of the FAU libraries and are available to everyone in the FAU community. 

· The faculty member completes the FAU libraries Request Form1 and sends it to the designated contact for the campus where the item will be housed. 

· Boca Campus: Eleanor Lomax (Library) 

· Davie Campus: Dr. Janice Hayes (LA 226) 

· Jupiter Campus: Pat Roshaven (MLC 156) 

· Port St. Lucie Campus: Carla Robinson (JU 123) 

· If the requested acquisition is a journal, the faculty member also needs to send the FAU Libraries Serial/Journal Request Form2 AND a formal memo to the Library Director with a copy to the Associate Director (Rita Pellen) and to the Collections Department with justification for the acquisition of the requested journal. ALL requests for journals need to follow this process even if the journal will be housed on the Davie or Treasure Coast Campus. 

Faculty Review of Library Collections: 

Adding to and purging from the library collection is ultimately the responsibility of the Library Faculty and Staff. However the input of the College faculty is requested to identify items that are dated but have historical value or are “classics” within our discipline or are still in use. Periodically the library collections department will distribute Book Title Slips for faculty review. Faculty input is essential to the decision-making process in the collections department and for the library committee. If faculty members do not provide timely feedback, they relinquish input into the decision-making process. The procedure by Campus is outlined below: 

· Boca Raton Campus: Book Title Slips are distributed for review by the College of Nursing representative to the Library. The faculty needs to rank these items as either (1) Essential, (2) Acceptable (3) inappropriate. The slips are to be returned to Carlos Nelson. 

· Davie Campus: the Davie Campus Library Representative for Nursing distributed Book title slips to the faculty for review. The faculty indicates which items are essential or desirable with a yes/no and returns them to the College of Nursing Representative who will forward them to the library. 

· Port St.Lucie Campus: Book title slips are distributed to the faculty for review. Faculty indicate the items they wish to have ordered. These vendor requests are from a different budget line than other faculty requests. 



1 FAU library request forms are available from the reference desk of any FAU affiliated library. Online forms are available at: http://www.fau.edu/admin/forms/online.htm. 
2 FAU library serial request forms are available from the reference desk of any FAU affiliated library. Online forms are available at: http://www.fau.edu/admin/forms/online.htm.

PRINCIPAL INVESTIGATOR OVERHEAD ACCOUNT POLICY 

Principal Investigators (PI) will receive 20% of the overhead that is returned to the College on their grants and contracts. This is intended to be a discretionary fund for the PI. The Business Office will establish these individual accounts and will process expenditures on the account. Expenditures must follow State rules and spending regulations. Attached is a list of prohibited expenditures. 

Expenditures prohibited from state funds include but are not limited to: 

A. Congratulatory telegrams 

B. Flowers and/or telegraphic condolences 

C. Presentation of plaques for outstanding services 

D. Entertainment for visiting dignitaries 

E. Refreshments such as coffee and doughnuts 

F. Decorative items (globe, statues, potted plants, picture frames, wall hangings, etc). 

G. Greeting cards (Section 286.27, Florida Statutes). 

H. Alcoholic Beverages 

I. Portable heaters and fans, refrigerators, stoves, microwave ovens, coffee pots, coffee mugs, etc. 

J. Clock for private offices 

K. Meals, except those served to inmates and clients of State institutions 

Please do not order these items from Office Depot, or anywhere else if you are charging a state account. 

Please refer to the Voucher processing Handbook at http://www.dbf.state.fl.us/aadir/reference_guide/ if you want more information. 

Last Revision: 6/02 

REFERENCE WORKS
The library recently held a workshop on how to use RefWorks which enables users to create their own database of references imported from online databases. Once created, you can create a bibliography in a variety of formats, i.e., APA, AMA, Chicago Style, etc. RefWorks is purchased by the university and is available for faculty, staff, and student use. It can be accessed on the FAU homepage under "Libraries." Look on the left hand margin under indexes/databases, and find RefWorks under database by title. There is an online tutorial. We have several copies of RefWorks User Quick Start Guide in the Research Coordinator's office. 

REQUEST FOR RESEARCH PRESENTATION FUNDING
Faculty who are planning to present their research at a conference and requesting travel funds to do so, please send Dr. Boykin an email with the details and she will forward to Betty Woelfel the approval to expedite the process. 

SSPS PROGRAM INSTALLATION
If you need to get the SPSS program or another software program installed on your computer, the following provides some direction: 

Go to http://www.ecs.fau.edu/support/helpdesk/eforms/ and the third drop down is for software. You need a Banner index and Banner organization number which the College Business Manager can help with. 

Check with Dean Boykin to see if obtaining the software is acceptable based on the budget. 

COLLEGE SKILLS LAB AND KITCHEN – CARE AND CONCERN
Please leave the kitchen and lab in good order after use – neat and orderly 

Restock the lab when you use something; ask Debbie by email where to find restock items 

Don’t eat or drink in the lab – need to keep it clean. 

Wash dishes, etc in kitchen when you finish. Don’t leave dishes, cups, etc in sink for someone else – your mother is not here to pick up after you. 

CONFERENCE PHONE CAPABILITIES 
The College has installed Conference Phone capabilities in SO 111 – the “hook-up” outlet is located on the north wall (right hand side as you walk into SO 111) right next to the small conference table. Please note the following procedures and restrictions on the use of this phone: 

1. SO 111 can only be booked on Mondays due to the Memory and Wellness Center’s scheduling of the room the rest of the week. 

2. You must reserve SO 111 thru Karen Andersen In the Nursing Student Services Office, SO 206, Ext. 7-3887. 

3. Once the room is reserved, please contact Barbara Miller at 7-3207 or by email to reserve the phone. 

4. This additional conference phone will help ease the problems we encountered in scheduling the Monday committee meetings. Now our north and south campus faculty can “attend” via “conference” call. 

5. 5. The phone dialing procedures are the same as the phone in so 206d - please note the phone number for this phone outlet in SO 111 is: (561) 297-0724 

If you have any questions/comments, please contact Nancy Parent at 7-3207 

DEFERRED PAY FOR FACULTY 
From Personnel Services
Now all 9 and 10-month Faculty will be able to have their salary paid in equal installments over a twelve-month period. No more double deductions during the spring term. Instead, benefits deductions will be deducted throughout the 12 month period. No more hassles of wondering how to manage your finances over the summer months. It's quick and easy to join. An official notice will be mailed to the homes of all 9 and 10-month faculty within the next few weeks. If you are interested in participating, simply complete the form and return to Personnel Services. It's that simple! 

E-COLLEGE INFORMATION 
e-College Enrollment Caps, June 10, 2004 

Due to the university's request to all colleges for increased FTE targets for 2004-2005, the caps for fall 04 for eCollege courses will be increased to 25 for the following courses: NUR 4165, 4936, 4828, 4607; NGR 5354, 5284, 6141, 6132, 6192, 6253, 6255, 6304, 6482, 6812. 

The caps for the following courses will need to be increased to 30: NGR 6703, 6710, 6725, 6744. 

e-College Services to Faculty 
PLEASE remember that we do not have services through e-College for development of course materials. 

The only helpdesk services included in our contract are technical assistance (i.e. hardware/software problems). E-College does not develop any course materials or upload/download materials for us. If you need assistance with developing graphics, slides, digitalizing video, etc - the College has an agreement for the services of FAU ITSS and then it is the faculty's responsiblity to put materials into their individual course site. 

Unit 6 of the NEW author tutorial (posted April 2004) has details about how to develop slide shows with audio, images, video, etc. 

So PLEASE remember we cannot send requests to prof - help or e-College support because they are not contracted to service us. If you need assistance please use the services available through the university. 

e-College Support, June 2, 2004
PLEASE...remember that our contract with e-College does NOT include course development services. That means you can't get support from the e-College staff for issues like setting up groups, setting up the gradebook or developing content presentation. The "HOW TO" use the e-College issues are mostly covered in the new online tutorial and the creative stuff you want for your course needs to be request through ITTS at FAU. 

Everytime you request assistance I get a copy with a note reminding me that our contract does not include "i-Support services". Basically we are in violation of our contract by attempting to use these services without paying for them. 

Therefore I know I have sent this message previously this semester - but it is ESSENTIAL that we STOP attempting to use services that we are not entitled to. 

E-MAIL AND COMPUTER ASSISTANCE INFORMATION 

Steve Gilbert is the College of Nursing Computer Technician. He assists faculty in establishing their e-mail and with computer hardware and software needs. Steve may be reached at email: sgilbert@fau.edu. 

REQUESTS FOR EMAIL ACCOUNTS
-----Original Message-----
From: owner-fau-l@wise.fau.edu [mailto:owner-fau-l@wise.fau.edu] 
Sent: Wednesday, March 24, 2004 1:59 PM
To: fau-l@wise.fau.edu
Subject: Changes in requests for email accounts 

As a follow-up to a discussion on FAU-L about two weeks ago regarding the use of Social Security number and DOB to request "e-mail account", we would like to inform concern users that after consultation and support from the Personnel Services, IRM is no longer requiring these two pieces of information on the Request for E-mail Account Form. (Please visit: http://www.ecs.fau.edu/support/helpdesk/eforms/ 

Instead, the form is now requiring users to provide FAU Employee ID Number which is commonly known as the Z#. This number is for FAU internal use, and it is a unique number with no relationship to Social Security and/or DOB. 

If you have a new staff member who would need an e-mail account, please contact the Processing and Records area in the Personnel Services at 561-297-2753 to obtain the employee Z-number. 

We appreciate Personnel Services for their on-going support in this matter. 

If you have any additional questions, please do not hesitate to contact IRM Helpdesk at 7-3999 or 3999@fau.edu 

Created: Spring 2004 

FACULTY RESPONSIBILITY IN CASE OF ENVIRONMENTAL DISASTER/HURRICANE 
Each faculty member is responsible for care of the equipment in her or his office in the event of an environmental disaster or hurricane. This includes unplugging computers, printers, and such equipment, covering all equipment with plastic bags (these are provided by the cleaning staff if there is time), and making sure important papers of your own and students are safely stored. See University policy guidelines, and The College's guidelines for hurricane emergency. 

Faculty Responsibility in case of fire, terrorist attack, or other serious emergency. 

http://www.fau.edu/library/hurric.htm 

ROLE OF REGULAR/ADJUNCT FACULTY AND TEACHING ASSOCIATES/ASSISTANTS IN COLLEGE OF NURSING AND TO WHOM RESPONSIBLE
Components of the Fulltime Tenure Track Faculty Role:
This role is three-pronged: teaching, scholarship, and service. 

Teaching: The main role of faculty in the University is to teach information to students in the area of expertise of the faculty in a high quality manner. Methods of teaching vary from faculty to faculty, and from course to course. However, the course descriptions and objectives for courses are established by the Faculty Assembly and approved by the University. These may not be changed by the faculty member without the approval of the Faculty Assembly. General content for a course is established by the faculty members who teach in each program. Content “mapping” occurs to make sure those areas of content that faculty deem as essential are placed appropriately in the curriculum. 

The content, based upon objectives and standards, is related to the goals and objectives of higher education in nursing as established by the bodies that set standards and guidelines for nursing education. The College of Nursing incorporates a number of such standards in its educational program revisions, planning, implementation and evaluation. Please refer to a copy of the recent Self-Study Report submitted to the Commission on Collegiate Nursing Education for Accreditation in Fall 2003. 

Teaching requires maintaining currency in practice and knowledge, advising students appropriately, providing timely and helpful feedback to students, meeting appropriate deadlines for the College and University, preparing tests/handouts/etc in a timely manner (seeking assistance early on if needed), and maintaining professional behavior that evidences respect and caring for the individual student and colleagues. 

In addition, this role requires attending and contributing in meetings required by the College to evaluate and revise the curriculum for a program. 

Some faculty teaching didactic nursing practice courses will be assigned to provide supervision and guidance for the clinical faculty or teaching assistants assigned to teach the related nursing practice courses. 

To Whom Responsible: Fulltime tenure track faculty, depending on their teaching assignment, are responsible to Associate Dean for Research and Doctoral Studies (for DNS courses), the Assistant Dean for Undergraduate Programs (for undergraduate program courses), and/or the Assistant Dean for Graduate Programs (for master’s/post master’s courses). Faculty are ultimately responsible to the Dean of the College for their teaching performance. On distant campuses, the Campus Director is an appropriate person for the faculty member to discuss current and future assignments, etc. The Campus Directors work closely with the Assistant and Associate Deans. 

Scholarship/Research: Tenure-earning/tenured faculty are expected to be productive scholars. This includes a variety of products based upon scholarly activities that result in refereed publications and presentations. Those products based in research are especially important as the University moves towards a Carnegie status of Research 1. lease refer to guidelines in the Faculty Handbook. This may be accessed through the www.fau.edu website. Go to the College of Nursing, then to Faculty, then to Faculty Handbook. Faculty are ultimately responsible to the Dean of the College for their scholarship performance. 

Service: Faculty are expected to have a leadership role in the College, University, the nursing profession, and the community through participation on one or more committees, or through participation as reviewers for professional journals, on editorial boards or governing boards, on task forces, etc. Examples of this type of participation may be found in the Faculty Handbook. 

Faculty members are also expected to participate through practice which will inform their teaching and their scholarship. Practice may be in a clinical site, such as nurse practitioner practice in a health clinic or office or clinical nurse specialist practice in a long term care facility, or it could be as an administrative consultant or research consultant to an organization. 

Fulltime faculty are expected to attend College Faculty Assembly meetings and to serve on one standing College Committee each year. Faculty are ultimately responsible to the Dean of the College for their service performance. 

Components of the Fulltime Visiting Or Instructor Non-tenure line Faculty Role:
This role requires all the components of the teaching role as discussed above plus some service components. Visiting or instructor faculty need to attend all College Faculty Assembly meetings, and serve on one standing College committee for the academic year of the contract. No scholarship component is required of this role. However, visiting and instructional faculty are encouraged to be productive in scholarship if they wish. This certainly benefits the individual and the College. 

Components of the Adjunct Faculty Role:
This role requires all the components of the teaching role as discussed above for the course to which the adjunct faculty member is assigned. No scholarship or service components are required for this role. Adjunct faculty are invited to attend any Faculty Assembly or standing committee meetings they wish. As much as they are able, they are encouraged to participate in the activities of the College. Adjunct faculty are responsible to the Assistant Dean of the program in which the course is being offered. 

Components of the Teaching Associate Role (DNS student with Master’s Degree in Nursing and expertise in area for teaching required):
This role requires all the components of the teaching role as discussed above for the course to which the Teaching Associate is assigned. It involves a close working relationship with both the Assistant Dean for the program in which teaching (to whom the Teaching Associate is responsible), and also with any faculty indicated by the particular course assignment (such as the faculty member teaching a related didactic course). Teaching Associates are invited to attend Faculty Assembly or standing committee meetings. As much as they are able, they are encouraged to participate in the activities of the College. 

Components of the Teaching Assistant (TA) Role (18 credit hours, good standing in the Master’s program in Nursing, and expertise in the area for teaching required):
This role may require many of the components of the teaching role as discussed above for the course to which the Teaching Assistant is assigned. However, it does require that the TA is assigned to a faculty member who will provide supervision. The faculty member is the faculty of record for the course. TAs are invited to attend Faculty Assembly or standing committee meetings. As much as they are able, they are encouraged to participate in the activities of the College. 

All Faculty:
In addition to the above: Faculty must attend each class and/or nursing practice course to which assigned. If unable to meet this responsibility, please notify the appropriate associate or assistant dean as soon as possible, and your unit. Other arrangements will need to be made. Adjunct faculty will have their salary adjusted. Faculty must provide students the opportunity to evaluate them officially through the university process, and fulltime faculty must post office hours equivalent to 6 hours a week. All faculty are expected to participate in an initial orientation, and updates may be needed from time to time. Adjunct faculty and TAs are expected to attend meetings with didactic faculty if they are teaching a related clinical course. 

Required Information from Faculty for College Files 

The following are required documents/information for all faculty to provide and keep current (assumes appropriate degrees and experience): 

· Curriculum Vita (resume acceptable for adjunct faculty and TAs): must be updated annually 

· Florida License (or license from another state if working at federal facility where accepted such as the VA Medical Centers): must be current 

· CPR certification: current 

· Health insurance: copy of current health insurance coverage evidence 

· Malpractice insurance: Adjunct faculty must provide evidence of current liability insurance and this is advised for all faculty who teach in the clinical area. 

· Letters of reference: 3 from prior faculty and/or supervisors 

· Official transcripts from ALL post secondary institutions of higher learning (even if you only took one course!). These must come from the institution directly to the College. 

NURSING COURSES APPLIED TOWARDS CONTINUING EDUCATION (CEU) REQUIREMENTS 

Nursing Courses taken for credit may be applied toward state CEU requirements using the following formula: 15 CEUs per 1 college hour; i.e. a 3 credit (3 hour) course would be worth 45 CEUs. The HIV, DV, and medical errors courses must be taken separately. 

Created: 6/03 

Welcome to the summer semester and the College. We’re happy to have you with us.

Please note that we must have the following data on file for you before you may be with students in any clinical site for the semester or before you may go to a clinical site for nursing research/scholarship. This applies to graduate and undergraduate faculty. Some sites require that you also have had a drug screen. Since a drug screen is not required for all sites, please check with the facility and the faculty clinical coordinator before you go to determine if needed. 

You are responsible to follow-up on these items and be in “compliance” in case of legal issues. Please have copies of the official data sent to me or to Ms. Karen Andersen, the Faculty Secretary, at the Boca campus (see address at end of this memorandum). 

You may go online to the Christine E. Lynn College of Nursing website to obtain information on the background check requirements and directions, as well as other information you’ll need. 
Thank you, and we’ll look forward to seeing you. If you have questions, call me at 561-297-1110 or call Ms. Karen Andersen, the Faculty Secretary, 561-297-2871. Ms. Andersen’s email is Andersen@fau.edu .  Her fax is 561-297-2416. 

Please use this check list to be sure you have everything you need  in to us. Thanks. 

General items needed on file  

__Copy of current RN or ARNP license for Florida with expiration date

__Current CV or resume (update annually)

__Three Current Professional References 

__Current CPR for BLS (AHA) with expiration date (must update before expiration date)

__Copy of current health insurance card (in case of some health problem while at work)

__Transcripts from last degree program (have these sent from your last degree institution 


directly to us – so that they have not been opened). 

Memo for Faculty  (continued page 2)

Background check items needed on file (allow 8 weeks to get all this done)

__Florida Department of Law Enforcement (FDLE) waiver -  (the original goes to 

Ms. Andersen; a copy goes to FDLE with your check and your completed fingerprint card - filled out correctly and has your fingerprints on it)

__FDLE results of Florida background check

__Federal Bureau of Investigation (FBI) results of national background check 

__CertifiedBackground.com results (please note that this is done online and required for 


all clinical faculty in addition to the FDLE and FBI check; there is a charge separate from 


the FDLE/FBI charge)

__Oath and Affirmation Notarized Statement (this may be used AFTER you have submitted 

initial complete background check data to us; may be used annually after unless the agency or hospital requires all new checks).  

Health requirement items needed on file

__Health exam by MD, DO, ARNP, or PA, attesting that you are healthy to be in a 

clinical area and free from communicable disease to the best of their knowledge (see form in Faculty Handbook); be sure the date is prominently on the statement and signed by the provider with their credentials and identifying information present. You may need to have this done annually depending upon the institution you attend with students)

__PPD results (this must be done annually and is required; some hospitals require every 6 


months so please check to see what your facility requires)

__Chest x-ray results (required if PPD is positive; only one chest x-ray is needed if you 

have had no signs or symptoms of Tuberculosis – please give us a signed statement that you have been well for the last year after that initial cleared x-ray)

__Hepatitis Vaccine Series (3 injections) 

__Hepatitis Vaccine Waiver – please provide a signed and dated statement of waiver if you do 


not have the HPB series or have had an incomplete series

__Varicella disease (give date – even if approximate)

__Varicella vaccine date (if no history of disease) 

__Varicella titer if no disease or vaccine (if negative, must have vaccine and give date)

__MMR vaccine date(s)

__Measles (red) – disease date

__Measles – titer if no disease or MMR vaccine (if negative, must have vaccine and give 


date)

__Mumps – disease date 

__Mumps – titer if no disease or vaccine (if negative, must have vaccine and give date)

__Rubella – disease date*

__Rubella - titer if no disease or vaccine (if negative, must have vaccine and give date)* 

*It is strongly recommended that if you have not had a titer check for Rubella in the last years, that you have this one titer since immunity is not lasting for this disease from the vaccine. 

Memo for Faculty (continued page 3)

Drug Screen (needed if the hospital or agency requires such)
Please see the directions for obtaining a drug screen in the Faculty Handbook 

http://nursing.fau.edu/newnursingsite/handbook/drugpolicy.html
Faculty are advised to keep the receipts for the background check items and for the drug screen and submit these to Ms. Betty Woelfel in the College at the address below for reimbursement. Health and general item costs are the employee’s responsibility. 

Thank you and let us know if you have questions or concerns.

REMINDER: 
For those members of the Faculty who are engaged in outside activity, please take note of the following policy. For any forms needed, please visit the following websites: 
http://personnel.fau.edu/Forms/OutsideBusiness.pdf  OR http://personnel.fau.edu/Forms/SpecifiedInterest.pdf 
OUTSIDE EMPLOYMENT /CONFLICT OF INTEREST POLICY 
An employee who proposes to engage in any outside activity shall report to their supervisor, in writing, the details of such proposed activity prior to engaging there in. Employees are prohibited from engaging in outside employment or activities which are deemed to constitute a conflict of interest or other interference with the employee's duties. 

A conflict of interest may include: (1) Any conflict between the private interests of the employee and the public interests of the university, the Board of Trustees, or the State of Florida, including conflicts of interest specified under Florida's Statutes;(2) any activity which interferes with the full performance of the employee's professional or institutional responsibilities or obligations;(3) any outside teaching employment with any other educational institution, except with the written approval of the Dean. 

An employee who proposes to engage in any outside activity is required to annually report in writing the particulars of the employment. These reports are made on FAU form, either "Report of outside Business or Professional Activity" or "Report of Specified Interest". 

If a faculty member is employed to perform a service by another state agency, it is the responsibility of the other state agency, as the secondary employer, to complete and submit a Department of Administration Request for Approval of Dual Employment and Compensation. 

An employee who engages in outside activities cannot normally expect to use University equipment, facilities and services. The use of these resources will be allowed only on a non-interference basis to the extent that (1) no more than normal depreciation of equipment is experienced and that (2) the use of facilities and services will not result in added expenses to the University. In those instances where added expenses are involved, there will be an appropriate charge for services and facilities. 

If an employee proposes to use University equipment, facilities and services in pursuit of outside activities, he/she must complete the form "University Equipment, Facilities and Services" available from the Department of Personnel Services. 

PROGRAM ASSISTANT & SECRETARIAL SUPPORT 

Boca Campus: Undergraduate course needs should be requested of Karen Andersen, Faculty Secretary. Master's course needs should be requested of Carol Kruse, Graduate Program Assistant. Doctoral course needs should be requested of Karen Horowitz. If additional support is needed for special projects, a request to the Dean is processed. 

Davie Campus: Requests for course needs should be made to Lisa Gilgeours, Program Assistant. 

Port St. Lucie Campus: Requests for course needs should be made to Mary Curran. 

Please allow at least two weeks for preparation of a test or other major documents. 

Last Revision: 10/03 

USING RESOURCE 25 WEBVIEWER
Resource 25 Webviewer is available within the university system (not from outside the university through another email address). It allows you to see what classrooms are available in case you want to use one for an additional activity or class. The rooms that have television video capability for courses may not be on the schedule or if they are, they may not be up-to-date. The access is http://r25.fau.edu. For more information, call Melanie Perla in Scheduling. 

FACULTY TRAVEL REIMBURSEMENT 

Teaching at a Campus Other Than Their Home Campus 

The College of Nursing at Florida Atlantic University will reimburse regular, full-time faculty assigned teaching responsibilities at a campus other than their home campus. The current rate of reimbursement is $.29 per mile. At the beginning of the semester the faculty member should notify the College Business Manager that they have been asked to teach at a campus other than their home campus and identify the number of round trips the course will require. 

The Business Manager will submit a Blanket Travel Authorization Request (TAR) for the employee to encumber the funds and will also provide the individual with a Travel Reimbursement form to track the mileage. At the end of the semester, the faculty member will sign and submit the Travel Reimbursement form to the Business Manager who will in turn submit the form to the campus Travel Desk for processing. Payments are received within three to four weeks after submitting the reimbursement form. 

Teaching Nursing Practice Courses 

Faculty may be reimbursed for travel associated with the clinical supervision of students in nursing practice courses depending on the individual's assignment. In order to reimburse for this travel, the faculty must submit a travel log (see form online) by the end of the semester in which the course was taught. Travel may not be reimbursed without this log. Travel logs are to be submitted to the Program Assistants for processing. 

Courtesy TAR 

If travel expenses are paid by an outside source, faculty still are expected to complete a courtesy TAR for insurance purposes. 

IMPORTANT
Please remember that TARs must be completed PRIOR to travel in order to be reimbursed….this is also necessary to protect you as faculty. Please submit TARs three weeks in advance of domestic travel and, as you know, one month in advance of international travel. International travel must be approved by the Provost prior to travel---it will not be approved if late. 
Thank you!!!
Dr. Anne Boykin, Dean 

Additional Travel Information 

Last Revision: 10/04 

UNIVERSITY CENTER FOR EXCELLENCE IN WRITING
The University Center for Excellence in Writing (UCEW) is now open for the Summer 2004 semester. Our services are devoted exclusively to the support and promotion of writing for all members of the FAU community-undergraduate and graduate students, staff, faculty, and visiting scholars alike. Our center provides a range of support services and informed and sensitive readers who help writers become more reflective readers and more self-sufficient crafters of their written work. 

We can help at any point in the writing process (brainstorming, drafting, revising) with papers for courses, senior or master theses, dissertations, job or graduate school applications, articles for publication, grant proposals, and other documents. We provide writing assistance rather than editing or proofreading services. Consultants write with, not for, writers. After a consultation session, writers will come away with a fresh perspective on their work. 

We provide a range of other services, including some support for computer-facilitated teaching and learning for writing classes and brown-bag discussions, workshops, and presentations by guest speakers for FAU and the local community. The University Center for Excellence in Writing will eventually serve as the clearinghouse on campus for research in literacy, pedagogy, computer-facilitated teaching of writing, and writing across the curriculum. 

We encourage all writers to take advantage of this free service, to interact with other writers, to gain perspective on their own work, and to develop additional strategies in reading and writing for all writing projects. 

Call 297-3498 to make an appointment and for more information, please visit our website at http://www.fau.edu/divdept/schmidt/UCEW/index.htm. 

Created: Spring 2004 

USE OF THE COLLEGE OF NURSING TECHNOLOGY LAB AND EQUIPMENT 

Room 200 Social Science is the College of Nursing Technology Lab on the Boca Campus Lab. To use this room or the labs on other campuses, faculty need to check with the Assistant Deans or Campus Directors for current scheduled use. Also for Boca classes, check with the secretary in the main office for other dates/times the room may have been assigned for the semester/year. 

The equipment and tapes in the labs are for use for the technology and assessment courses and may not be used by outside parties, such as students or alumni, under any circumstances. Reasons include the cost of replacement if the equipment is lost, the time to replace the equipment that may interfere with a class use, and the need to maintain equipment and other materials such as tapes or CDs in the best possible condition. Faculty from other campuses may use the equipment and other materials, coordinating with the Assistant Deans or Campus Directors. 

Last Revision: 10/03 

Preceptor Benefits: Waivers and Library 
Background, Guidelines and Form for Submitting Preceptor Certificates for Florida State Course Credit Waiver 
Background Information : 

The State of Florida awards certificates for precepting or supervising students to the preceptor or supervisor (not a faculty member). The state calls them Intern Participation Certificates. It is one way for us to reward our preceptors for all they do for us. Persons who engage in direct supervision of a tleast one university intern (student) for 300 contact hours (may be accumulated over multiple semesters but must have at least 100 direct contact hours per semester) are eligible to apply. The certificates are valid for 3 years from the date of issuance. 

Colleges send a list of preceptors to the Director of Student Teaching in the College of Education three times annually. The time of submission is after fall and summer semesters and summer C session, and the timeframe is very tight so our Program Assistants will need to have information quickly after a semester is done from the preceptor who wishes to submit and application. This means that within a 2 week period after the semester is over the information should come to the Program Assistant. 

The list we send in must contain the name, Social Security number, address and phone number of each preceptor who provides evidence in a log of student contact hours over the semester. The names of the students precepted, the dates precepted, and the total hours precepted for each student must be provided with the preceptor's name. Additionally, we provide information that designates the program in which the preceptor is participating. 

Preceptors do have the responsibility to keep a log of precepted hours, students and dates and the site. Preceptors may accumulate hours by precepting one student over a longer time or more students over a shorter time. The key is that it must be direct supervision . 

This doesn't mean that the preceptor has to be with the student every minute but that he or she would be directly available to the student and would be responsible for the student for the time period. 

If the preceptor submits an application and does not here in a reasonable period of time - for example, 3-6 months - then they need to notify us so they can reissue the application. After a longer period of time, we might not be able to verify facts for them. 

The certificate may be used at any public university or college in Florida within that 3 year period for up to 6 credits. 

Library Access: 
            Preceptors may have book borrowing privileges from the FAU libraries at the various campuses. Please be sure that you have asked the Assistant Dean for the program in which you are precepting to submit your name to the library administration so that you may be issued a library card.  FAU is unable to provide off-campus access to library databases.  FAU's database licensing agreements require us to limit off-campus access to FAU students and employees only. 
Information found off site:

A. Academic Affairs Faculty Handbook 

B. Blackboard Information 

C. Collective Bargaining Agreement
D. Information Update form--Full-time faculty 
E. Information Update form--Adjuncts and part-time faculty
