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Getting setup as a Per Course Faculty member at MSU: 
 

New Faculty Checklist: 
1. Complete W-4, I-9, and direct deposit forms – work with department office. You will need to 

show two forms of identification (list is available in department office), and supply a cancelled 
check OR deposit slip for the account where you want your pay to be electronically deposited. 

2. Obtain online access to My Missouri State by visiting the Computer Services Help Desk to sign up 

for a BearPass account. 
 

What is My Missouri State?  

My Missouri State is your web window to Missouri State. This web portal allows you to explore and interact 
with the University — you can access registration tools, employment information, your personal profile and 
much more through My Missouri State. 

 

How do I get an account?  

You’ll need three pieces of information to create a new account. 

1. Your M-Number (Click here if you don’t know your M-Number) 

2. Your Confirmation Code (Click here if you don’t know your Confirmation Code) 

Note: If the Confirmation Code lookup tool does not work for you, then you can still create 

your account, though the process may take longer. Once you’ve tried the lookup tool, click 

the Account Creation Wizard link below, and proceed by clicking ‘Next’. 

3. An alternate email address 

 

How do I get help? 

If you need help with passwords, email, Blackboard, the My Missouri State portal, and most everything else, 

Computer Services Help Desk 
417-836-5891 
helpdesk@missouristate.edu 
helpdesk.missouristate.edu  

Once you have those, you can proceed through the Account Creation Wizard. Again, you can still create 
your account without your confirmation code, if the lookup tool did not work for you. There will simply be a 
few more steps in the process. 

 

3. Obtain University ID Photo BearPass card in Plaster Student Union (Rm. 128) 
4. Key Control: Pick up any keys (once ready) in Key Control Office (836-7689) in Central Stores and 

Maintenance building (due west of football stadium on Grand). The department puts through a 
key request for you, and once it’s ready, you will be emailed. 

5. Commuter Parking Permit will be provided for per course instructors through the Office of the 
Provost. Go to Parking Administration, 700 E. Elm St., to pick up your parking permit. 

6. Complete online training sessions through the Office of Institutional Equity and Compliance by 
the third week of school. Visit www.missouristate.edu/equity/toolkit.asp. 

7. Read Appendix A for FERPA guidelines and make sure you follow them. 

http://my.missouristate.edu/
http://helpdesk.missouristate.edu/get-an-account
https://experts.missouristate.edu/display/KB/How+to+Get+Your+BearPass+Number
https://www.secure.missouristate.edu/whowhat/GetConfirmationCode.asp
mailto:helpdesk@missouristate.edu
http://helpdesk.missouristate.edu/
https://cams.missouristate.edu/selfservice/newaccount.aspx
http://www.missouristate.edu/equity/toolkit.asp
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Welcome to the College of Arts and Letters (COAL) 
The College of Arts and Letters welcomes you to Missouri State University! This document assembles in 
one place the information you are most likely to need as you get started here.  We encourage you to be 
in touch with your department head and other faculty in your home department; we also invite you to 
contact us if you have any questions. 
 

Definition of Per Course Faculty 
A per course faculty member is a part-time teacher appointed on a semester basis. Per course faculty are 
currently limited to 12 hours per calendar year. Typically, these are distributed evenly (6 hours per 
semester) but may be distributed unevenly (3-9, or 9-3).  Per course faculty receive no retirement or 
insurance benefits, but you are allowed the use of the Library, Computer Center, Hammons Student 
Center, and Taylor Health Center.  Per course faculty are not responsible for certain duties, such as 
student advisement, faculty service on committees, and so forth, that other full-time faculty are required 
to perform. 
 
As a per course faculty member, please feel free to contact other faculty members for help, for advice, or 
to kick around teaching ideas.  

 
If you are teaching a class with multiple sections, it will be important to check with the other faculty 
teaching this class to insure that all sections are covering the same essential information so that students 
will gain a unified experience in the class, regardless of which section they attend. To the extent possible, 
we want to use the same book and content approach for multiple section classes and the same grading 
system (i.e., whether plus or minus grades are used), because student learning outcomes are associated 
with the course as a whole. 

 

Per Course Faculty and Academic Freedom 
 
All faculty members, including per course, have the right to academic freedom. This is explained in the 
Faculty Handbook (http://www.missouristate.edu/provost/facultyhandbook/):  

3.1.2. Academic Freedom 

 The right of faculty members to academic freedom is essential to the functioning of a university.  
Therefore, that right shall be protected at Missouri State University.  

 Academic freedom is the particular right of scholars, teachers, and students within the University to  
pursue knowledge, speak, write, and follow the life of the mind without unreasonable restriction. It 
is that freedom to be judged as scholar, teacher, or student on the basis of legitimate intellectual 
criteria, not personal beliefs, political views, religious or other individual preferences, except as 
these may demonstrably affect intellectual and professional achievement. 

 Each faculty member is entitled to full freedom in research and in publication of research results, 
subject to the adequate performance of his or her academic duties. 

 Each faculty member is expected to conduct his or her assigned courses in a manner consistent with  
the course content and course credit as approved by the faculty, and consistent with the scheduled 
class meeting times. Within these constraints he or she is entitled to freedom in the classroom in 
developing and discussing subjects appropriate to the course. Each faculty member is a citizen, a 
member of a learned profession, and an officer of an educational institution. When a faculty 
member speaks or writes as a citizen, he or she should be free from institutional censorship or 
discipline. As a person of learning and as an educational officer, he or she should remember, 
however, that the public may judge one’s profession and the institution by one’s utterances. Hence 

http://www.missouristate.edu/provost/facultyhandbook/
http://www.missouristate.edu/provost/facultyhandbook/
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the faculty member should strive to be accurate, to exercise appropriate restraint, to show respect 
for the opinions of others, and to indicate that he or she is not speaking for the institution.  

 Each faculty member has the right to criticize and seek alteration of institutional  
regulations and policies through legal and existing shared governance means. 

 The protection of academic freedom extends to all faculty members with full-time or part-time  
appointments in the University regardless of their rank, tenure status, or position title. 

 At Missouri State University, the roles of faculty cannot be separated from the responsibilities that  
are unique to the mission of the department. However, in no way will the negotiation of faculty 
roles within the department be construed to justify any intrusion into any individual faculty 
member’s academic freedom, especially as that freedom pertains to the individual research and 
expression in the classroom. 

 Recognizing that academic freedom is not unlimited, and cognizant of the dangers to academic 
freedom that may arise from its misunderstanding and abuse, the University subscribes to the 
following principles defined in the Statement of Freedom and Responsibility approved on October 
31, 1970, by the Council of the American Association of University Professors (p.135, 9th edition), 
with minor editorial revision: 

o Membership in the academic community imposes on students, faculty members,  
administrators, and trustees an obligation to respect the dignity of others, to acknowledge 
their right to express differing opinions, and to foster and defend intellectual honesty, 
freedom of inquiry and instruction, and free expression on and off the campus. The 
expression of dissent and the attempt to produce change, therefore, may not be carried out 
in ways which injure individuals or damage institutional facilities or disrupt the classes of 
teachers or colleagues. Speakers on campus must not only be protected from violence but 
must be given the opportunity to be heard. Those who seek to call attention to grievances 
must not do so in ways that significantly impede the functions of the institution. 

o Students are entitled to an atmosphere conducive to learning and to even-handed  
treatment in all aspects of the teacher-student relationship. Faculty members may not 
refuse to enroll or teach students on the grounds of their beliefs or the possible uses to 
which they may put the knowledge to be gained in the course. Students should not be 
forced by the authority inherent in the instructional role to make particular personal choices 
as to political action or their own part in society. Evaluation of students and the award of 
credit must be based on academic performance professionally judged and not on matters 
irrelevant to that performance, whether personality, race, religion, degree of political 
activism, gender, or personal beliefs. 

o It is the teachers’ mastery of their subject and their own scholarship which entitle them to  
the classroom and to freedom in the presentation of their subject. Thus, it is improper for 
Instructors to intrude materials which have no relation to the subject matter of the course 
as announced to their students and as approved by the faculty in its collective responsibility 
to the curriculum. 

o Because academic freedom has traditionally included the Instructors’ full freedom as 
citizens, most faculty members face no insoluble conflicts between the claims of politics, 
social actions and conscience, on the one hand, and expectations of their students, 
colleagues, and institutions, on the other. If such conflicts become acute, and the 
Instructors’ attention to their obligations as citizens and moral agents precludes the 
fulfillment of substantial academic obligations, they cannot escape the responsibility of that 
choice, but should either request a leave of absence or resign their academic position. 
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College Structure and Contact Information: 
 
Dean:     Dr. Gloria J. Galanes, Craig 106 
     GloriaGalanes@MissouriState.edu 
 
Associate Dean:   Mark Biggs, Craig 106 
     MarkBiggs@MissouriState.edu 
 
Executive Assistant:   Karen Smith, Craig 106, 836-5247 
     KarenSmith@MissouriState.edu 
 
Art and Design Interim Head:  Vonda Yarberry, Brick City 100 
     VondaYarberry@MissouriState.edu 
     Julie Cheek, Administrative Assistant, 837-2332 
     JulieCheek@MissouriState.edu 
 
Communication Head:   Dr. Shawn Wahl, Craig 375 
     ShawnWahl@MissouriState.edu 
     Suzanne Moskalski, Administrative Assistant, 836-4423 
     SuzanneMoskalski@MissouriState.edu   
 
English Head:    Dr. WD Blackmon, Siceluff 215 
     WDBlackmon@MissouriState.edu 
     Angela Anderson, Administrative Assistant, 836-6565 
     AGAnderson@MissouriState.edu 
 
Media/Journalism/Film Head:  Dr. Mary Jane Pardue, Craig 376 
     MJPardue@MissouriState.edu  
     Susan Robords, Administrative Assistant, 836-5218 
     SusanRobords@MissouriState.edu 
 
Modern/Classical Lang. Head:  Dr. Jason Jolley, Siceluff 223 
     JasonJolley@MissouriState.edu 
     Julie Blacksher, Administrative Assistant, 836-5122 
     JBlacksher@MissouriState.edu  
 
Music Head:    Dr. Julia Combs, Ellis 206 
     JCombs@MissouriState.edu 
     Stephanie Dixon, Administrative Assistant, 836-5649 
     SJDixon@MissouriState.edu 
 
Theatre and Dance Interim Head: Dr. Jeremy Chesman, Craig 355 
     JChesman@MissouriState.edu 
     Julie Williams, Administrative Assistant, 836-4400 
     JWilliams@MissouriState.edu 

mailto:GloriaGalanes@MissouriState.edu
mailto:MarkBiggs@MissouriState.edu
mailto:KarenSmith@MissouriState.edu
mailto:VondaYarberry@MissouriState.edu
mailto:JulieCheek@MissouriState.edu
mailto:ShawnWahl@MissouriState.edu
mailto:SuzanneMoskalski@MissouriState.edu
mailto:WDBlackmon@MissouriState.edu
mailto:AGAnderson@MissouriState.edu
mailto:MJPardue@MissouriState.edu
mailto:SusanRobords@MissouriState.edu
mailto:JasonJolley@MissouriState.edu
mailto:JBlacksher@MissouriState.edu
mailto:JCombs@MissouriState.edu
mailto:SJDixon@MissouriState.edu
mailto:JChesman@MissouriState.edu
mailto:JWilliams@MissouriState.edu
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Online Information for Per Course Faculty 
 

In addition to the real live people listed above, there are several online sources of information that you 
should bookmark in your web browser and refer to often.  They include: 

  
Missouri State Faculty & Staff Page: www.missouristate.edu/facultystaff  
From here you can link to all of the web resources for faculty, including human resources 
(benefits, payroll, etc.), and university policies. 

 
My Missouri State portal: my.missouristate.edu 
The home page gives you daily campus news and calendar. The Profile tab will link to benefits 
and payroll. The Teaching & Advising tab will link to Faculty/Advisory Resources, Faculty Services 
Menu, Class Detail List, and Class List Summary. 
 
Missouri State Blackboard: Blackboard 
From here you can sign up for the Arts and Letters Per Course Resource Site, using your BearPass 
log in and password. This is a great resource for new and returning per course faculty to get in 
touch with other per course faculty and ask questions about policies and procedures. 

 
Provost’s Website: www.missouristate.edu/provost/  
This site has a wealth of resources available for faculty, including suggested wording for syllabi 
re: required policy statements, information about faculty development opportunities, and a 
variety of handbooks and manuals.  

 
 

Faculty Duties and Responsibilities Pertaining to Classes  
 
More detailed information about faculty duties and responsibilities is contained in the Faculty Handbook, 
section 3.1.1 and 3.5.8 (www.missouristate.edu/provost/facultyhandbook/). Please note: information 
about student advisement and office hours does not pertain to per course faculty. 
  

Meeting Classes 
You are expected to meet your assigned classes each week. If you must miss a class, please 
make suitable arrangements (for instance, having someone else cover your course or assigning 
appropriate learning experiences for students in advance, such as conducting library research, 
working in groups, etc.). Normally, you should meet with your class for the entire allotted time 
provided each week.   

 
If You Have to Miss a Class 
If you have to miss a class due to illness or other emergency, please call the Admin. Assistant in 
your department and your immediate supervisor as soon as possible so she can post a notice 
on your classroom door. This is especially important for evening classes, which often contain 
nontraditional students who work and sometimes drive long distances to attend. Please also 
email your class if possible to let them know of your absence and to instruct them on alternative 
assignments for that class period. You are responsible for getting that information to your 
students. If you cannot do this, please let your Admin Assistant know as early as possible so that 
she can email your students. 

http://www.missouristate.edu/facultystaff
https://my.missouristate.edu/
https://blackboard.missouristate.edu/webapps/login/
http://www.missouristate.edu/provost/
http://www.missouristate.edu/provost/facultyhandbook/
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Understanding FERPA 
FERPA is the Family Educational Rights and Privacy Act and is a federal law that was enacted in 1974. 
FERPA protects the privacy of student education records. All educational institutions that receive federal 
funding must comply with FERPA. See appendix A for a full explanation of FERPA. 
 
If you're a University employee, you'll need to understand what information can and cannot be released, 
and the appropriate procedures for release of student information. When the student reaches the age of 
18 or begins to attend a post-secondary institution regardless of age, all FERPA rights transfer to the 
student.  This means that limited information can be giving to a parent or anyone else, unless the 
student gives explicit, written permission. 
 
As an instructor, you may NOT give information about grades, class attendance, etc., unless the student 
gives explicit written permission. You may give Directory information without the student’s consent, 
including: Name; Address; Telephone number; Campus email address; Field of study, including majors, 
minors, certifications, and pre-professional areas of study; Classification (e.g. sophomore); Enrollment 
status (full-time, part-time, or less than part-time); Participation in officially recognized activities and 
sports; Dates of attendance; Degrees and certificates received including date awarded; Awards received; 
Previous education institutions attended.  
 

Calendar for the Semester  
There is an online academic calendar for each semester. It probably has more information than you 
want, but it does have the class dates, holidays, and so forth. You can access the academic calendar on 
the web at calendar.missouristate.edu/academic.aspx  

 

Course Policy Statement in Syllabus  
 

Each student should receive a syllabus during the first week of class. 
 

Policy Statement: Governing Policy G3.03 Faculty Handbook (Section 4.5.1.3) requires that all course 
syllabi/policy statements include statements on attendance policy, grading policy, academic integrity, 
nondiscrimination, disability accommodation, cell phone policy, and emergency response statement. 
Suggested wording is provided on the Provost’s website:  
http://www.missouristate.edu/provost/syllabi.htm   Optional policies on dropping a class, audio/video 
recording of a class, and religious accommodation are also included on that website.  
 
Faculty who wish to compose their own wording or to expand on these statements must comply with the 
Faculty Handbook, relevant University policies, and state and federal laws. All updates to syllabi should 
be made prior to the beginning of the semester. In addition to statements that are required by the 
Faculty Handbook, suggested wording about other university policies, including the University’s 
procedure for dropping classes is provided for faculty who might wish to include that information. 
Reason or Purpose for Policy: To assist faculty in complying with Governing Policy 3.03 Faculty 
Handbook Section 4.5.1.3. 
 
Entities Affected by this Policy: All faculty. 
 
Additional information concerning MSU’s positions on a variety of access issues can be found on the 
Equity and Compliance website (www.missouristate.edu/equity/81296.htm). Following these guidelines 

http://calendar.missouristate.edu/academic.aspx
http://www.missouristate.edu/policy/G3_03_FacultyHandbook.htm
http://www.missouristate.edu/provost/syllabi.htm
http://www.missouristate.edu/equity/81296.htm
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will protect you if a student decides to challenge you, so it’s very important that you include them in 
your syllabus.  Feel free to cut and paste from the information/suggested wordings below. 
 
We are required to keep a syllabus for each course on file so when yours is ready, please send a copy 
to the department in electronic form (preferably as a Word document, but PDFs are also acceptable).   
 
To the extent possible, please make syllabi available to your students in electronic form as well.  

 
All syllabi should contain the following course policy information: 
 
Contact information for course instructor, including office hours. 
 
Goals of the Course: A statement about the general content and specific learning objectives of the 
course. 
 
Student Learning Outcomes for the course – especially important if the course is a part of the 
department’s assessment efforts. Materials will be created in many courses that will be used in 
department assessment.  If the course you are teaching has this requirement, we will be using the same 
or similar assignments across classes with multiple sections.  These materials will need to be collected 
and saved electronically on the department’s blackboard assessment site.  Please contact the 
department to learn more about this process. 
 
Attendance Policy 
Required; please state your explicit attendance policy for your class. 

Note to instructors: The University’s attendance policy can be found at 
www.missouristate.edu/registrar/catalog/attendan.html.  As stated in that policy, instructors 
must provide students with a written statement of the specific attendance policy for that class. 
The instructor has the responsibility to determine specific attendance policies for each course 
taught, including the role that attendance plays in the calculation of final grades and the extent 
to which work missed due to non-attendance can be made up. The University encourages 
instructors not to make attendance a disproportionately weighted component of the final grade, 
and also expects instructors to be reasonable in accommodating students whose absence from 
class resulted from: 1) participation in University-sanctioned activities and programs; 2) personal 
illness; or 3) family and/or other compelling circumstances. 

 
Statement of Grading policy  
Required; different for every instructor, no suggested wording is provided 

Note to instructors: The University’s plus/minus grading system can be found at 
www.missouristate.edu/registrar/grades.html Faculty have the choice to utilize either the 
standard grade policy or the plus/minus grading option but are required to indicate their grading 
scale on their syllabus. 

 
Statement on Academic Dishonesty 
Required; suggested wording for statement on academic dishonesty: 
Missouri State University is a community of scholars committed to developing educated persons who 
accept the responsibility to practice personal and academic integrity.  You are responsible for knowing 
and following the university’s student honor code, Student Academic Integrity Policies and Procedures; 

http://www.missouristate.edu/registrar/catalog/attendan.html
http://www.missouristate.edu/registrar/catalog/grades.html
http://www.missouristate.edu/policy/Op3_01_AcademicIntegrityStudents.htm
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also available at the Reserves Desk in Meyer Library.  Any student participating in any form of academic 
dishonesty will be subject to sanctions as described in this policy.  

Note to instructors: Please be aware that the academic integrity policy requires that a student 
who is charged with academic dishonesty in a course be allowed to continue attending class and 
fulfilling course requirements while they exercise their right to appeal allegations of academic 
dishonesty.  The student should receive a grade of “Incomplete” in the course if an appeal from 
an allegation is still in progress at the end of the semester, or if the allegation of academic 
dishonesty is brought forward at the end of the semester.  The grade of “Incomplete” remains 
on the transcript until the appeal is resolved.  Some academic programs, especially graduate 
programs, may have published policies regarding additional sanctions for academic dishonesty. 
All program-specific sanctions should be included in course policy statements. 

 
Statement of Nondiscrimination 
Required; suggested wording for statement of nondiscrimination: 
Missouri State University is an equal opportunity/affirmative action institution, and maintains a 
grievance procedure available to any person who believes he or she has been discriminated against. At 
all times, it is your right to address inquiries or concerns about possible discrimination to the Office for 
Institutional Equity and Compliance, Park Central Office Building, 117 Park Central Square, Suite 111, 
(417) 836-4252. Other types of concerns (i.e., concerns of an academic nature) should be discussed 
directly with your instructor and can also be brought to the attention of your instructor’s Department 
Head.   Please visit the OEC (Office for institutional Equity and Compliance; website at 
www.missouristate.edu/equity/. 
 
Statement on Disability Accommodation 
Required; suggested wording for statement on disability accommodation: 
To request academic accommodations for a disability, contact the Director of the Disability Resource 
Center, Meyer Library, Suite 111, (417) 836-4192 or (417) 836-6792 (TTY), 
www.missouristate.edu/disability.  Students are required to provide documentation of disability to the 
Disability Resource Center prior to receiving accommodations. The Disability Resource Center refers 
some types of accommodation requests to the Learning Diagnostic Clinic, which also provides diagnostic 
testing for learning and psychological disabilities. For information about testing, contact the Director of 
the Learning Diagnostic Clinic, (417) 836-4787, psychology.missouristate.edu/ldc. 
 
Cell Phone Policy 
Required; suggested wording on cell phone policy: 
As a member of the learning community, each student has a responsibility to other students who are 
members of the community.  When cell phones or pagers ring and students respond in class or leave 
class to respond, it disrupts the class.  Therefore, the Office of the Provost prohibits the use by students 
of cell phones, pagers, PDAs, or similar communication devices during scheduled classes.  All such 
devices must be turned off or put in a silent (vibrate) mode and ordinarily should not be taken out during 
class.  Given the fact that these same communication devices are an integral part of the University’s 
emergency notification system, an exception to this policy would occur when numerous devices activate 
simultaneously.  When this occurs, students may consult their devices to determine if a university 
emergency exists.  If that is not the case, the devices should be immediately returned to silent mode and 
put away.  Other exceptions to this policy may be granted at the discretion of the instructor. 
 
 
 

http://www.missouristate.edu/equity/
http://www.missouristate.edu/disability
http://psychology.missouristate.edu/ldc
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Emergency Response Statement 
Suggested wording for emergency response statement: 
At the first class meeting, students should become familiar with a basic emergency response plan 
through a dialogue with the instructor that includes a review and awareness of exits specific to the 
classroom and the location of evacuation centers for the building. All instructors are provided this 
information specific to their classroom and/or lab assignments in an e-mail prior to the beginning of the 
fall semester from the Office of the Provost and Safety and Transportation. Students with disabilities 
impacting mobility should discuss the approved accommodations for emergency situations and 
additional options when applicable with the instructor. For more information go to 
http://www.missouristate.edu/safetran/51597.htm and 
http://www.missouristate.edu/safetran/erp.htm.  
 
Optional Statements 

 
Suggested wording on dropping a class: 
It is your responsibility to understand the University’s procedure for dropping a class. If you stop 
attending this class but do not follow proper procedure for dropping the class, you will receive a failing 
grade and will also be financially obligated to pay for the class. For information about dropping a class or 
withdrawing from the university, contact Office of the Registrar at 836-5520. 
Faculty may also wish to include relevant drop deadlines. See Academic Calendars 
(www.missouristate.edu/registrar/acad_cal.html) for deadlines. 
 
Suggested wording on audio and video recording course activity: 
Students may make audio or video recordings of course activity. However, the redistribution of audio or 
video recordings from the course to individuals who are not students in the class is prohibited without 
the express permission of the faculty member and any of the students who are recorded.  

 
Suggested wording on religious accommodation: 
The University may provide a reasonable accommodation based on a person’s sincerely held religious 
belief.  In making this determination, the University reviews a variety of factors, including whether the 
accommodation would create an undue hardship. The accommodation request imposes responsibilities 
and obligations on both the individual requesting the accommodation and the University. Students who 
expect to miss classes, examinations, or other assignments as a consequence of their sincerely held 
religious belief shall be provided with a reasonable alternative opportunity to complete such academic 
responsibilities. It is the obligation of students to provide faculty with reasonable notice of the dates of 
religious observances on which they will be absent by submitting a Request for Religious Accommodation 
Form to the instructor by the end of the third week of a full semester course or the end of the second 
week of a half semester course. 

 

Checking Your Class Roster 

Your initial class roster will be available through the My Missouri State web portal, 
(https://my.missouristate.edu). You may sign on using your BearPass account, the same login ID you use 
on your office computer. Go to the Teaching & Advising Tab, then to the Faculty Services menu, and click 
on Class List or Class List Summary. You can go to Class Lists to email students in your classes or to use 
the Excel export options to print a class roster for yourself.  Be sure to check class attendance the first 
week, because a lot of student shifting occurs then.   
 

http://www.missouristate.edu/safetran/51597.htm
http://www.missouristate.edu/safetran/erp.htm
http://www.missouristate.edu/registrar/acad_cal.html
http://my.missouristate.edu/
https://my.missouristate.edu/
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Students Who Don’t Attend. If a student does not attend by the second class meeting, and has not 
informed the departmental office and/or the instructor of the intent to remain in the course, the 
instructor may institute proceedings to drop the student from the class.  You can initiate an instructor 
drop or do a Prerequisite drop by going to 
https://apps.missouristate.edu/registrar/secure/InstrPrereqDrop/dropformtype.asp, filling out the brief 
form and submitting.  A faculty member may not institute drop proceedings after the second week of 
class.  Students who are dropped by an instructor will be notified of such action by the Registrar Office. 
After the second week of classes go to this link for a Reporting Non-attendance Form, 
https://apps.missouristate.edu/registrar/secure/NonAttendance/nonattend.asp. 
 
Students Who Stop Attending but Are Still Enrolled. Instructors are encouraged to periodically take 
attendance and report students who have stopped attending, or never attended, to the Registrar's 
Office.  Before submitting a report, please first check your class list through My Missouri State portal to 
verify that the student has not dropped the class. If the student has dropped the class, he/she will 
appear with a W grade to the right of their name. If the student is still enrolled, please complete the 
Reporting Non-attendance form, link is in previous paragraph. Upon receipt of the report, the Registrar's 
Office will attempt to contact the student to remind him/her that failure to attend or to properly drop 
the class will result in an F grade and a continued financial obligation for the class.  
 
Students Who Attend but Are Not Enrolled. Instructors are encouraged to reprint or recheck their class 
roster throughout the first week of the semester as students drop and add classes during that week. If 
after that week you have a student that is attending but not on your class roster, please check with 
him/her to make sure he/she is supposed to be in your class. If so, have the student go to the registrar’s 
office to fix his/her schedule. If not, then ask the student if he/she is auditing the class.  
 Op3.04-8 Auditing a Course 

The auditing student is expected to attend class regularly and should consult with the instructor 
to determine what else is expected in the course. If an auditing student does not attend class 
regularly or does not fulfill agreed-upon expectations, the instructor may direct the Office of the 
Registrar to drop the student from the class. Such drops will be graded with a "W" grade and will 
be subject to the normal fee refund policy.  
Students may audit courses to the maximum authorized academic load. A person currently not 
enrolled at the University must be admitted in order to register as an auditor. Courses audited 
are counted in the same way as courses taken for credit in determining required student fees. 
Credit is not awarded for auditing a class. Audited classes are excluded when determining 
enrollment status (full-time, half-time) and eligibility for the semester Deans List. Audited classes 
are included when determining need for Overload Permission.  
To audit a course (or to remove a course from audit) the student must complete a form in the 
Office of the Registrar, Carrington Hall room 320 any time prior to the "W" grade deadline for 
that course. Students may not change from a credit basis to an audit basis or vice versa once the 
"W" grade deadline has ended. 

 
Duplicating Materials for Class 

Whenever possible, please use electronic copies for our students rather than paper copies.  You can 
email materials to your students, or set up a Blackboard site for your class and post most of your 
materials on Blackboard for them. This saves the planet a huge amount of waste paper, as well as the 
department a great deal of money in the long run.  You can have a reasonable amount of materials 
duplicated at the departmental office for your class; follow your department’s policies for copying such 
materials.  

https://apps.missouristate.edu/registrar/secure/InstrPrereqDrop/dropformtype.asp
https://apps.missouristate.edu/registrar/secure/NonAttendance/nonattend.asp
http://www.missouristate.edu/policy/Op3_04_8_AuditingaCourse.htm
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Purchasing Materials for Class 
Most departments have limited budgets for purchasing materials for classes or renting materials such as 
films or videos. Contact your department head or administrative assistant for details.  
 

Placing Materials on Reserve in the Library 
You can place materials on reserve or electronic reserve in the library. Books, articles or videotapes can 
be placed physically on reserve so the students can check out the actual artifact. In addition, you may 
place articles on electronic reserve so that students can access them from home via the web, without 
having to come physically to the library. Instructions for doing this are online at 
library.missouristate.edu/services/forfaculty.htm. See Dwayne Swigert, Circulation, 836-4700. 
 

Audiovisual Equipment/Materials 

Most classrooms have a computer with Internet access. Your best policy is to check out the specific 
classroom you will be using to see how it is equipped, and if you need other equipment, contact your 
department’s administrative assistant. 

 
Examinations 
There are a couple of university policies pertaining to exams that you should be aware of. After students 
have taken an exam and it has been graded, you are supposed to make it available to the student so s/he 
can see what s/he did wrong (or right). This common-sense policy pertains to papers as well.  Your 
specific final exam time is prescribed for you and you may not change it. The final exam schedule is on 
the web at www.missouristate.edu/registrar/finalexam.html. 
 
You will typically give a final examination during finals week when scheduled. If you choose not to give a 
final exam, you must plan a “meaningful culminating activity” during your scheduled final exam time. 
Many faculty members use this time for final reviews of projects or final presentations. If you use the 
final exam period for something other than administering an exam, please notify the department head in 
writing in advance. 
 

Class Records/Grade Books 
You are required to keep accurate accounts of grades and attendance, in case a student or someone else 
has a question about how a student’s grade was calculated. At the end of the semester, when you have 
submitted your grades using the online grading system, you must also send us a copy of your grade 
book, in case we have a grade challenged when you are not available. Your grade book can be in 
electronic form, such as on a spreadsheet, or a printout of your blackboard grade book. 
 

Availability to Students 
Per course faculty are not required to keep regular office hours, but students must be able to reach you 
if they have questions or need help. Email is an excellent way to make yourself available to students; you 
may also want to give students a phone number where they may reach you at certain hours. Many per 
course faculty members arrive on campus a half-hour before their classes, or stay a half-hour later, to 
meet with students. You can use your classroom for this purpose, if it’s available, or your per course 
office. 
 

Student End-of-Semester Evaluations 
Missouri State requires that each course be evaluated by students. The evaluation forms will be 
distributed to you, with instructions, and deadline dates, (pencils available upon request from Admin 

http://library.missouristate.edu/
http://library.missouristate.edu/services/forfaculty.htm
http://www.missouristate.edu/registrar/finalexam.html
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Assistant), near the end of the semester. They consist of scaled items and include a place for students to 
write narrative comments. You should not remain in the room when students are completing the 
evaluations. Ask for a student volunteer to distribute the forms, collect them, and return them to the 
main office (the student can slip them under the door for an evening class).  The evaluations must be 
given before the week of finals.   
 

Grades 
Grading is one of the most difficult tasks for a faculty member. The most important thing you can 
remember is that students have the right to know how they are being evaluated, what criteria you are 
using, and where they stand at any given point in the semester. 
 

Grade Assignments: All mid-term and final grades must be submitted using the university’s online 
grading system which you will access through your My Missouri State (Banner) account. Final 
grades should be submitted by 5:00 p.m. on the day of commencement when possible, and no later 
than 10:00 a.m. on the Monday following commencement. 

 
Turn in Grade book to main office: After you have filed your grades, per course faculty members 
must turn their grade books in at the end of each semester. You may return your grade book to your 
department office.   

 
Posting Grades: We are not permitted to post student grades using their names,  
social security numbers, or portions of their social security numbers. There are other things you can 
do. A student can give you a stamped, self-addressed envelope and you can mail the grade. A 
student may request grade information by emailing you from his/her Missouri State email account, 
and you may reply to that email message with his/her grade. If you are using Blackboard or Course 
Compass you can post grades on your course website. And, by the Monday after finals week, after 5 
p.m., the grades are ready online.  A student can go to the Missouri State home page, click on 
“Current Students,” click on “My Information,” enter his/her PIN, then click on “My Grade Report” 
and follow the instructions for looking up their grades. The student must have obtained a pin 
number from the BearPass card office first before s/he can check his/her individual grades.  
 
+/- Grades: Starting in the fall of 2009, faculty may elect to assign +/- grades in their classes.  In 
situations where there are multiple sections of a single class (such as COM 115 or ENG 110), 
grading consistency is desired. Check with your department head to determine what your 
department’s policy is. In every situation, where a faculty member elects to use a +/- grading scale, 
your syllabus must clearly indicate this and inform students what grading scale will be used so that 
students can determine what grade they are achieving in your class. 
  
In general, a C- grade will not be acceptable when a prerequisite requires a C or higher grade to 
meet a degree requirement. See: www.missouristate.edu/registrar/catalog/grades.html for a 
suggested grading scale. You may determine your own but must inform students in your syllabus 
what scale will be used. 

 

 

 

 

 

 

http://www.missouristate.edu/recreg/grades.html
http://www.missouristate.edu/recreg/webgrading.asp
http://www.missouristate.edu/recreg/webgrading.asp
http://www.missouristate.edu/registrar/catalog/grades.html


 

 14 

Housekeeping Information 

The following information includes important information you’ll want to know about payment, parking 
and so forth. If you have any questions, don’t hesitate to call the department office. 
 

Getting paid 
During fall, per course faculty are paid from September through December; during spring, you 
are paid from February through May (you will not receive checks in August or January). After you 
have applied for the position and accepted your appointment letter, your official appointment 
forms make their way through several channels, but end up eventually in Human Resources - 
www.missouristate.edu/human/, 118 Carrington Hall. This can take as long as three weeks, but 
that’s unusual. (Call your Admin Assistant at any time for a status check on your paperwork.) 
Please note: You must redo your I-9 form if you only teach one semester per academic year 
(just fall or just spring). If you don’t, your paycheck may get messed up.  Pay is issued by direct 
deposit and payday is the last business day of the month. 
 

Office Space 
As a per course faculty member, you will have access to the department office where you have a 
mail box cubical along with everyone else in the department. (We’d love to give you your own 
office, but we’re cramped for space.)   

 
Keys 
Once all your paperwork is complete in Human Resources, you can request a key to any rooms 
where it’s necessary for you to be. The Admin Assistant can make the key request. Once your key 
is ready, Key Control will email you. Key Control is located at the Central Stores & Maintenance, 
945 E Grand, Room 112 (Kings & Grand St). Hours of operation are Monday through Friday, 
10:00 a.m. to 3:00 p.m. All keys must be picked up during these times, unless circumstances 
warrant special arrangement to be made. You are responsible for your keys. At the end of the 
semester, you will have to turn in your key. Near the end of the semester, you’ll receive, from 
Human Resources, a Property Clearance Form you must complete (explained later) that specifies 
you have turned in all keys (and other property). The only time you don’t need to do this is if 
you’re teaching per course the following semester, and you have signed a contract letter before 
the previous semester ends.  If you don’t turn in your Property Clearance Form and your keys, 
the university will hold up your check. 

 
Parking Tag 
Per course faculty are entitled to a free parking tag (up to $45.50) for the semester in which they 
teach.  This tag is paid for by the Office of the Provost. You will need to fill out a request form 
with the Admin Assistant, who will forward it to Parking Administration. If you are cleared by 
Human Resources, they will charge it to your deferred account for reimbursement by the Office 
of the Provost. If not, they will give you a 2-week temporary pass until such time occurs. Parking 
Administration is located at 700 E. Elm, where you will receive your parking permit. 
 
You will be given a “commuter tag,” which entitles you to park after 4 p.m. in lot 24 (the big lot 
on Grand south of Craig Hall), any time in the yellow lots (lots 18 and 22 are yellow lots south of 
Grand Ave and west of lot 24), and any time in the Park and Ride. If you want to park elsewhere, 
you will have to buy your own parking tag; you can buy one for just the semester.  A campus 
map is available online at: search.missouristate.edu/map/ 

http://www.missouristate.edu/human/
http://www.missouristate.edu/human/
http://www.missouristate.edu/safetran/7691.htm
http://search.missouristate.edu/map/
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Getting a BearPass Card 

A BearPass card is Missouri State’s photo ID for all faculty, staff and students. It serves as a 
library card, a pass to Hammons Student Center, and gets you faculty discounts to some events 
and so forth. As a per course instructor you are eligible for a BearPass card, and we encourage 
you to get one. After Human Resources has you in the system, you should go to the BearPass 
Card Office (www.missouristate.edu/bearpass/), Plaster Student Union, Room 128. 

 
Once you have a BearPass card, you do not need to get a new BearPass card in a subsequent 
semester. If you are not teaching in the following semester, you will turn your card in to Human 
Resources with your Property Clearance Form. If you teach in a subsequent semester, you can 
pick up your old BearPass card and have it reactivated. 
 

Email and Snail Mail 
The preferred way for us to communicate with all faculty is via email. Per Course faculty are 
allowed to use their personal email accounts to communicate with other faculty, but a BearMail 
account through Missouri State is preferred for contacting students, and you are required to 
have a BearMail account for purposes of accessing your electronic grade roster and electronic 
grading. To obtain your BearMail account, call the Computer Services Help Desk, 836-5891. 

 
You will receive some information or forms by regular mail. Per Course instructors should have 
mailboxes in the department offices.   
 

Library Privileges       

As a per course faculty member, you will have the same library privileges as other faculty 
members, which means that you can check books out for the entire semester.  Your BearPass 
card serves as your library card. 
 

Hammons Student Center/Plaster Workout Room 

You are eligible to use the facilities at Hammons Student Center, including the pools, racquetball 
course, and workout equipment. Your BearPass card serves as your pass to these facilities. For 
the Foster Recreation Center, you have to pay for a membership.  

 
Taylor Health and Wellness Center 
You are also entitled to use the Taylor Health and Wellness Center for medical care.  Located 
near the bookstore, the Center serves as a primary clinic for diagnosis and treatment of minor 
illnesses and injuries (colds, flu, immunizations, allergies, etc.)  There is a pharmacy where you 
can buy both prescription and over-the-counter medication.  You also can have lab tests, x-rays, 
and interpretations of medical tests done at the Center.   

 

Faculty Development 
The department and the University offer periodic programs designed for faculty development. 
For example, Blackboard training is available; visit 
helpdesk.missouristate.edu/blackboard/training for more information. And this website contains 
many useful links: www.missouristate.edu/registrar/facultystaff.htm 
For the Faculty Center for Teaching and Learning, go to www.missouristate.edu/fctl/. You might 
want to go to all three websites several times to get the latest information on development 
workshops. 

http://www.missouristate.edu/zip/
http://www.missouristate.edu/zip/
http://www.missouristate.edu/bearpass/
http://library.missouristate.edu/
http://www.missouristate.edu/hsc/
http://health.missouristate.edu/
http://helpdesk.missouristate.edu/blackboard/training
http://www.missouristate.edu/registrar/facultystaff.htm
http://www.missouristate.edu/fctl/
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Property Clearance Form 

The Property Clearance Form, mentioned earlier in conjunction with turning your keys in at the 
end of the semester, is used to verify that you’ve returned all property belonging to the 
university. This refers to library books, money you might owe the bursar, parking tickets, your 
BearPass card, and so forth. You must obtain a number of signatures on the form. First, the 
department head signs; you then take it to Key Control when you turn in your keys. Finally, you 
take it to Human Resources, who will help you complete the rest of the form. Yes, it’s a hassle, 
but not completing this form holds up your paycheck. If you are teaching the subsequent 
semester, we can get around having you collect these signatures – see your Admin Assistant for 
help. 
 

Teaching in a smart technology room: 
You can access online instruction on how to operate the Crestron controllers installed in many 
classrooms. View a short online tutorial at 
www.missouristate.edu/fctl/classroomtechnologies.htm. 
 

We hope your semester with us is an enjoyable one and a rewarding experience for 
you.  Remember, don’t hesitate to call if you have questions, problems or need help 
getting something done. 

 
 

Have a great semester! 
 

http://www.missouristate.edu/fctl/classroomtechnologies.htm
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Appendix A: MSU POLICIES 
 

Family Educational Rights and Privacy Act (FERPA) 
 

FERPA is the Family Educational Rights and Privacy Act and is a federal law that was enacted in 1974. 

FERPA protects the privacy of student education records. All educational institutions that receive federal 

funding must comply with FERPA. 

 

If you're a University employee, you'll need to understand what information can and cannot be released, 

and the appropriate procedures for release of student information. 

 

Eligible students have four primary rights under FERPA including the right to: 

1. inspect their education records, 

2. consent to disclosure of personally identifiable information except to the extent that FERPA 

authorizes disclosure without consent, 

3. seek correction of their records, to prevent inaccurate or misleading information, 

4. file a complaint with the U.S. Department of Education if they feel their rights are being violated. 

 

When the student reaches the age of 18 or begins to attend a post-secondary institution regardless of age, 

all FERPA rights transfer to the student.  This means that limited information can be giving to a parent or 

anyone else, unless the student gives explicit, written permission. Directory information may be  

disclosed without the student’s consent, including: Name; Address (one address per student, according to 

the following hierarchy: (1) residence hall; (2) current mailing, and (3) primary/permanent); Telephone 

number (one per student, following the above hierarchy; Cell phone numbers, unless provided as a 

residence hall, current, or primary/permanent telephone number, are not considered directory information); 

Campus email address,; Field of study, including majors, minors, certifications, and pre-professional areas 

of study; Classification (e.g. sophomore); Enrollment status (full-time, part-time, or less than part-time); 

Participation in officially recognized activities and sports, including photographs of athletes; Dates of 

attendance, including matriculation, drop, and withdrawal dates; Degrees and certificates received 

including date awarded; Awards received, including Dean's list, scholastic honors, departmental honors, 

memberships in national honor societies, athletic letters, and University-funded scholarships (excluding 

those that are need-based); Previous education institutions attended. 

 

As an instructor, you may NOT give information about grades, class attendance, etc., unless the student 

gives explicit written permission.  A form for this purpose may be found on the Office of the Registrar 

website:  http://www.missouristate.edu/registrar/releaseinfo.htm .  In addition, freshmen who participate in 

the Partners in Education Program may designate someone (usually a parent) to receive non-director 

information, mid-term grades, and final grade reports. Only Academic Assistance Office Personnel, in 

University Hall Room 122, may release this information to the partner.  

 

Where can I find more information about FERPA?  
 

 The Missouri State Student Rights (FERPA) Policy is available in the University Policy Library. 

 Many questions are addressed in the FERPA Frequently Asked Questions. Contact the Office of 

the Registrar, Carrington Hall, Room 320, 417-836-5520, if you have any additional questions. 

 A FERPA online training program is available to all University employees in My Missouri State 

→ Profile Tab → Professional Development Channel → My Learning Connection. 

 More information is available on the U.S. Department of Education's FERPA website. 

http://www.missouristate.edu/registrar/releaseinfo.htm
http://www.missouristate.edu/policy/Op5_11_Student_Rights_FERPA.htm
http://www.missouristate.edu/registrar/FERPA_FAQ.htm
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html
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Resources for Faculty/Staff: Visit www.missouristate.edu/registrar/facultystaff.htm 

 

Here is a bit more info on some related matters concerning attendance, and class disruptions from 

the registrar’s office: 

 

Attendance Policy  

Because class attendance and course grade are demonstrably and positively related, the University expects 

students to attend all class sessions of courses in which they are enrolled. Each instructor has the 

responsibility to determine specific attendance policies for each course taught, including the role that 

attendance plays in calculation of final grades and the extent to which work missed due to non-attendance 

can be made up. On the first day of class, each instructor will make available to each student a written 

statement of the specific attendance policy for that class. The University encourages instructors not to 

make attendance a disproportionately weighted component of the final grade. The University expects 

instructors to be reasonable in accommodating students whose absence from class resulted from: (1) 

participation in University-sanctioned activities and programs; (2) personal illness; or (3) family and/or 

other compelling circumstances. Instructors have the right to request documentation verifying the basis of 

any absences resulting from the above factors. Any student who believes that his or her final grade for a 

course has been reduced unfairly because of attendance factors has the right to appeal that grade under the 

process outlined below.  

Appeal Process for Attendance-Related Grade Reductions:  

The process of grade appeal based upon attendance factors is intended to render a timely and peer-based 

judgment and is outlined as follows:  

1. The student should first attempt to resolve the grade conflict with the instructor on an informal basis. 

If satisfactory resolution is not reached, formal appeal should be initiated as outlined in (2) below.  

2. The student initiates the formal appeal process as follows:  

a. The student writes a formal letter to the instructor (or to the appropriate department head if 

the instructor is no longer on campus) requesting a re-evaluation of his or her grade. The letter 

should include the following information: student's name and social security number; the 

course code, number, and section; the year and semester the course was taken; the instructor's 

name; and a clear statement of the grade change request and reasons which justify the request. 

This formal letter must be initiated no later than the end of the first semester after the grade in 

question is received (excluding summer semester).  

b. The instructor (or the appropriate department head if the instructor is no longer on campus) 

must respond to the formal appeal within ten (10) school days of the receipt of the formal 

letter:  

i. If it is determined that the student's request is justified, the instructor (or department 

head, as appropriate) will prepare a Grade Change Authorization and submit it to the 

department head, who will forward it to the Records Office. If the grade change is in 

a course taken for graduate credit, the department head must also notify the Graduate 

College.  

ii. If it is determined by the instructor (or department head, as appropriate) that the 

student's request is not justified, the instructor (or department head) will write a 

formal response to the student justifying his or her decision.  

http://www.missouristate.edu/registrar/facultystaff.htm
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c. Should the student desire to continue the appeal process, he or she may request a formal 

hearing before the Attendance Appeal Board (AAB) as follows:  

i. The student will submit to the Office of the Vice President for Student Affairs a 

completed AAB Request for Hearing Form (including a release of information on 

grades awarded on examinations and assignments, and attendance data, for the 

specific course in question); the student's formal letter to the instructor (or department 

head, as appropriate); and the instructor's (or department head's) response.  

ii. Upon receipt of the specified documentation, the AAB will determine if the grade 

reduction is attendance related and potentially unreasonable and/or at variance with 

the instructor's stated attendance policy. If it is so determined, the AAB will convene 

a hearing at the earliest possible date based upon the schedules of the involved 

parties. The hearing will be conducted in an attempt to determine the facts associated 

with the appeal and the intent is that a recommendation will be rendered by the end of 

the semester in which the appeal was filed.  

iii. The AAB is advisory only. The Board will forward all documentation and its 

recommendation to the Vice President for Academic Affairs. Based upon those data, 

the Vice President for Academic Affairs will make a ruling to the extent that: (1) the 

grade should be changed including the new grade to be awarded; or (2) the grade 

should not be changed.  

 

Students are not automatically dropped for non-attendance. Failure to properly drop or withdraw 

will result in F grade(s).  

Instructor Drop  

If a student does not attend by the second class meeting of a semester or summer session, and has not 

informed the departmental office of the intent to remain in the course, the instructor may institute 

proceedings to drop the student from the class. (This is generally done only when the space is needed for 

another student.) A faculty member may not institute drop proceedings after the second week of class. A 

student cannot drop a course merely by not attending classes. The student who is dropped by the 

instructor will be notified of such action by the Office of the Registrar.  

Academic Integrity Policies and Procedures  

The community of scholars that is Missouri State University is committed to developing educated persons. 

Educated persons accept the responsibility to practice personal and academic integrity. Each participant of 

the University community refrains from and discourages behavior that threatens the freedom and respect 

each member deserves. The policies and procedures described in the Student Academic Integrity Policy 

specifically address student academic integrity, but recognize that student academic integrity is only part of 

the entirety of academic integrity in a community of scholars, and that all members of the community share 

the responsibility for fostering academic integrity.  

The Faculty Handbook states that course policy statements must include a statement of the instructor’s 

policies concerning cheating and plagiarism, including consequences. An instructor’s policies on academic 

integrity issues, while they may reflect the instructor’s personal views, should also be consistent with the 

University policy on student academic integrity. The instructor must allow a student who has been 

charged with academic dishonesty to continue attending class until all appeals are resolved. If an 
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academic integrity matter is pending at the end of a semester, the instructor will issue an Incomplete 

(I) grade to the student until the appeal process is completed.  

The complete Student Academic Integrity Policies and Procedures document, including information 

on the Academic Integrity Proceeding, is available on the Office of the Provost's website.  

Definitions  

 

Academic Integrity Council (AIC): The 23-member Academic Integrity Council (AIC) consists of ten 

voting student members and ten voting faculty members, plus the Provost or designee, who is the non-

voting Chair of the Council. In addition, the Dean of Students (or designee) and the SGA Legislative 

Director for Academic Affairs serve as ex officio members (without voting privileges). The Council is 

charged with enforcing the Missouri State University academic integrity policy, including overseeing 

academic integrity proceedings. The Council is also responsible for organizing and conducting campus 

activities designed to educate members of the campus community on matters of academic integrity and the 

academic integrity policy, and promoting a campus-wide climate of academic integrity.  

 

Academic Integrity Proceeding: An Academic Integrity Proceeding is conducted by a five-member panel 

drawn from the AIC membership. The purpose of a proceeding is to explore and investigate allegations of 

student academic dishonesty and to reach informed conclusions as to whether or not academic dishonesty 

is likely to have occurred.  

 

Academic Dishonesty: Any one of the following acts constitutes academic dishonesty:  

 Cheating: The term “cheating” refers to using or attempting to use unauthorized technology, 

materials, information, or study aids in any academic exercise (whether intentional or not).  

 Fabrication or other misconduct in research: The term “fabrication” refers to unauthorized 

falsification or invention of any information (including research data) or any citation in any academic 

exercise; “misconduct in research” refers to any violation of ethical guidelines for attributing credit 

and authorship in research endeavors, non-compliance with established research policies, or other 

violations of ethical research practice.   

 Plagiarism: The term “plagiarism” includes, but is not limited to, the use, by paraphrase or direct 

quotation, of the published or unpublished work or sections of a work of another person without full 

and clear acknowledgement (whether intentional or not). This includes any material copied directly or 

paraphrased from the Internet. The unacknowledged use of materials prepared by another person or 

agency engaged in the selling of term papers or other academic materials, including material taken 

from or ordered through the Internet, also constitutes plagiarism.  

 Facilitating academic dishonesty: Assisting or attempting to assist another to violate any provision 

of this Academic Integrity Policy, whether or not that action is associated with any particular course, is 

considered academic dishonesty.  

Reporting Academic Dishonesty  

All members of the University community share the responsibility and authority to challenge and make 

known acts of apparent academic dishonesty. Any student, faculty member, or staff person who has 

witnessed an apparent act of student academic dishonesty, or has information that reasonably leads to the 

conclusion that such an act has occurred or has been attempted, is strongly encouraged to report said act. 

Acts of apparent academic dishonesty that occur in the classroom may be reported directly to the course 
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instructor, and/or the course instructor’s department head, and/or the instructor’s college dean. Incidences 

of apparent academic dishonesty, whether associated with a particular course or not, may also be reported 

directly to the Academic Integrity Council (AIC) by contacting the Chair of the Council (the Provost or 

designee) in the Office of the Provost, Carrington Hall 209. The Academic Integrity Council will not 

accept or act upon anonymous reports but will hold in strict confidence the identity of any person reporting 

a suspected instance of academic dishonesty, unless that person consents to having his or her identity 

revealed. If the act of academic dishonesty that is reported to the AIC is alleged to have occurred in a 

particular course, the AIC Chair will notify the course instructor of the allegation. If the instructor elects 

not to pursue sanctions, or if the reported allegation is not associated with any particular course, the AIC 

Chair may convene an Academic Integrity Panel to conduct an Academic Integrity Proceeding to explore 

the allegation, provided that at least one person making an allegation is willing to be identified and to 

participate in the proceeding.  

Academic Dishonesty Not Associated with Enrollment in a Course  

Any incident of alleged academic dishonesty by a student not enrolled in a particular course but sitting in 

the course for a student duly-enrolled (for example, taking a test for a duly-enrolled student) should be 

reported directly to the AIC, which will convene a panel to address the alleged incident. Similarly, any 

incident of alleged academic dishonesty committed by any student at Missouri State University outside the 

context of enrollment in any particular course should be reported directly to the AIC, which will convene a 

panel to address the alleged incident.  

Revoking a Grade/Degree  

If an instructor discovers academic dishonesty after final grades have been assigned and wishes to 

retroactively impose an “F” or “XF” grade for the course as a sanction for the academic dishonesty, the 

instructor must send written notification to the Chair of the Academic Integrity Council, with copy to the 

instructor’s department head and dean, and in the case of a graduate student, with copy to the Dean of the 

Graduate College. In order for an instructor to be able to impose a sanction, the written notice must be 

received by the Academic Integrity Council within five calendar years of the last class meeting day of the 

class in which the alleged academic dishonesty took place. In the case of an act of alleged academic 

dishonesty not associated with enrollment in a class, written notification must be received by the Academic 

Integrity Council within five years of the date of the alleged act. After five years, an instructor can no 

longer impose any direct sanction for an alleged infraction; however, alleged academic dishonesty may be 

reported to the AIC regardless of how much time has passed since the alleged act.  

   

The written notification from the instructor shall include a detailed description of the alleged academic 

dishonesty and the intended sanction. The Chair of the Academic Integrity Council will notify the student 

of the allegation by certified letter with return receipt. The student will be allowed full appeal rights as 

outlined in the following sections of this policy: “Addressing Alleged Academic Dishonesty and Notifying 

the AIC of an Alleged Incident” and “Student Request for an Academic Integrity Proceeding.” When the 

appeal process has been concluded, if the allegation is upheld and if it was brought forward within the 

five-year time limit, the instructor’s recommended sanction (“F” or “XF”) will replace the original grade. If 

the revocation of a course grade affects the student’s graduation status because the course was necessary 

for graduation, a degree that has been granted will be revoked.    

The Academic Integrity Council can at any time and at its discretion recommend to the Provost that a 

degree be revoked even if all degree requirements have been met, in cases where the academic dishonesty, 

including misconduct in research, is egregious and/or occurred multiple times. A recommendation to 

revoke a degree even if all degree requirements were met requires an affirmative vote of at least 14 of the 

20 voting members of the Council. The Provost’s decision to revoke a degree requires consultation with 

the Dean of the college which awarded the degree and, in the case of a graduate degree, consultation with 
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the Dean of the Graduate College. The Provost’s decision to revoke a degree requires the concurrence of 

the President of the university. The decision to revoke a degree may be appealed by the student to the 

Board of Governors, which may, at its discretion, hear the appeal. 

Class Disruptions  

The course instructor has original jurisdiction over his/her class and may deny a student who is unduly 

disruptive the right to attend the class. Students are expected to master the course content in compliance 

with the syllabus of the course instructor. The student is expected to comply with all reasonable directives 

of the course instructor. The course instructor may have a student administratively withdrawn from a 

course upon showing of good cause and with the concurrence of the department head. The appeals process 

in case of such administrative withdrawal shall be as stated in the academic regulations under "Grade Re-

evaluation Based on Performance." 

Degree Audits  

The Computer Assisted Student Advisement (CASA) degree audits system is designed to assist the 

student, advisor, and University in tracking student progress toward completion of all applicable degree 

requirements. This is accomplished by the production of a report commonly referred to as a degree audit. 

This degree audit report matches completed, in-progress, and registered courses with all requirements of a 

specified degree program to determine which requirements have or will be met and which requirements are 

deficient or not yet completed. The degree audit will then list what is needed to complete the requirement. 

The degree audit is designed to be used as an advisement tool. Final confirmation of degree requirements 

is subject to department and University approval.  

 

All admitted and currently enrolled undergraduate degree seeking students may view their degree audit 

through the My Information system on the website provided they have been assigned a Personal 

Identification Number (PIN). 

 

Faculty Center for Teaching and Learning 

 
Per Course and Part-Time Faculty  

The Faculty Center for Teaching and Learning (FCTL) is continually striving to offer support to the entire 

instructional community at Missouri State University.  Per course and part-time instructors, carry a 

substantial part of the teaching load in any institution of higher education.   As a way to create a network in 

which you can meet colleagues, exchange ideas, and access resources on a variety of topic, the FCTL has 

created a special tab for you on our website.  This section of the website will contain a host of online 

resources, such as POD castings on diverse teaching and learning issues, and a blog dedicated to per 

course and part-time instructors.   You may also want to sign up to receive The Teaching Professor 

newsletter and Online Classroom newsletter.   This resource is very useful and free!  

In addition, the FCTL has purchased a small readable book providing tips for per course and part-time 

instructors.   Please come by the FCTL, Meyer Library 204, to pick up your complimentary copy of 

Handbook for Adjunct/Part-Time Faculty and Teachers of Adults.  We look forward to seeing you in the 

FCTL!  

Sponsored by: The Faculty Center for Teaching and Learning 

http://www.missouristate.edu/fctl/  

Telephone: (417) 836-3059  

http://www.missouristate.edu/fctl/
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FREE!   Sign up for two site licensed higher education newsletters from Magna Publications. Respected 

scholar and expert Dr. Maryellen Weimer of Penn State Berks Lehigh, edits this newsletter. It is a forum 

for discussion of the best strategies supported by the latest research for effective teaching in the college 

classroom.  

The Teaching Professor Topic Discussions 

 

Online Classroom – Ideas for effective online instruction 

 

Go to: http://www.missouristate.edu/fctl/110708.htm and scroll down to the bottom of the page for 

information and links to sign up for these newsletters. 

Please observe all copyrights regarding posting material. 

If you need immediate assistance, contact Customer Service staff at 1-800-433-0499 or email at 

custserv@magnapubs.com 

Sponsored by the Faculty Center for Teaching and Learning and Missouri State Online  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.missouristate.edu/fctl/110708.htm
mailto:custserv@magnapubs.com
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Appendix B: 
What Students Really Need From You in Your Course Syllabi 

SGA Syllabus Recommendations 
I. Specific Course Assignments / Due Dates/ Required Readings- Students like to have a 

general outline of due dates which includes the date assignments and tests are 

due/administered.  This allows the student to prepare assignments or for tests in advance, 

and allows the student to know when to read the materials required for class. It is 

beneficial for a description of major assignments to be included in the syllabus, such as 

the prompt that will be included for papers. Additionally, it is helpful if the assignments 

and tests include the number of points they are worth.  (e.g. 9/26/11- Critical Thinking 

Paper due; 9/28/11- Test 1; 9/30/2011- Begin Section 3.2, Read pp. 24-46) 

 

II. Office Hours- Students like to have a list of their professors’ office hours in the case of 

needing assistance or advisement for his/her class. 

 

III. Contact Information- Students like being able to get in contact with their teacher in the 

case of a question or emergency arising.  Email address and office phone number are 

generally enjoyed. 

  

IV. Attendance Policy- Students like a general overview of the instructor’s attendance policy 

and whether or not their attendance is weighted upon their overall grade.  Students also 

like knowing the procedures and policies of the professor in the case of an emergency 

arising. 

V. Grading Scale- Students like to see in the syllabus what the grading scale in the class will 

be both in the form of what percentages corresponds to which letter grade as well as 

seeing what point ranges those percentages correspond to. This allows students to have an 

understanding of what the expectations in the class are from the first day. (e.g. A   90-100 

%   720-800 points) 

VI. Lecture Schedule- It is beneficial to have a schedule for what the topic of each lecture 

will be. Along with the lecture schedule, it often helpful to students if they can see what 

chapters or pages in their book correspond to each lecture so they can properly prepare for 

lectures in advance. (e.g. Oct 17 Molecular Genetics Chapter 3) 
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APPENDIX C:  SAMPLE SYLLABUS 
 

MED 120:  Mass Media and Society 
(Your Name) 

 

Office:  Craig Hall, 361A    Office Hours: 

Office Phone: 836-xxxx    Fall     

MJF Office: 836-5218    M/W 10:00am – 12:00pm  

Email:       M/W   1:30pm – 2:30pm  
 
 

 
 
 
 

 

 

 

 

 

 
Text: 
Campbell, R. Media and Culture 6th (update): An Introduction to Mass Communication.  
Boston, MA:  Bedford/St. Martin’s. 

 
Course Objectives: 

 This course is designed to help the student become aware of each medium in the media industry. 

 Students will begin to understand the symbiotic relationship between the mass media and cultural 
codes. 

 Each student will understand the interdependence of the media’s history, its present trends and 
future technologies. 

 Students will learn the resources to become a more media literate and savvy media consumer. 

 
Exams/Quizzes: 

 Weekly quizzes will be taken online in Blackboard. – Each Wed. afternoon a quiz will be available 
for the week. You will have a limited amount of time to take the quiz. Questions will come from the 
assigned chapter readings. 

 Exams must be taken when scheduled. 

 Bring a No. 2 pencil with an eraser. 

 If you miss an exam and have not made previous arrangements with Dr. X prior to your absence, 
do not assume it is your right to make up an exam.  

 Any person who shows up late to the exam, after the first person has finished, will NOT be allowed 
to take an exam. 

 

Course Web Page: blackboard.missouristate.edu 

Text Web page: www.mediaculture.com 

E-book Access: 
 

CPS Online Class Information 
 

Class Key:N38566A439 

Class name: Mass Media in Society A 

 

http://www.mjf.smsu.edu/courses/MED120
http://www.mediaculture.com/
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 Anyone who shows up late and is able to take the exam will not receive extra time to finish the 
exam. 

 ALL MAKEUP EXAMS WILL BE MADE UP ON “STUDY DAY” AT THE END OF THE SEMESTER.   Makeup 
time TBA. 

Grading Scale: 

The course is generally based on a 1000 base point scale. Sliding grade scale follows: 

100% - 93% = A,     
92.9 - 90% = A- 
89.9% - 87% = B+ 
86.9 – 83% = B 
80 – 82.9% = B- 
79.9% - 77% = C+ 
76.9 – 73% = C 
70 – 72.9% = C- 
69.9% - 67% = D+ 
66.9 – 60% = D 
59% & below = F 

 
Attendance and Participation in Lecture:   

Each week’s reading assignment is scheduled on the syllabus. You are expected to come to class 
not only having read the material beforehand but prepared to discuss it. We will get a lot more 
out of lectures if you attend class, and share your opinions and experiences. If you have 
questions please ask them. More than likely other students will have the same questions and will 
not ask. If you have a relevant experience, please share it so we can all learn something. Your 
opinions and experiences are important to the success of this class, but please remember there 
are over 100 students in the lecture, so don’t be a stage hog. I like to hear from a wide variety of 
people in lecture. 
 
The media’s right to do business is based on our First Amendment, which ensures each of us 
freedom of speech. You have that right. This course is a forum to share ideas and insights about 
media usage. Please participate, but also be respectful of others’ comments as they should be 
respectful of yours.  

 
Attendance will be taken during lecture and will count toward your final grade.  

 
Chain of Command: 

Media 120 is a lecture/lab class. This means you will have a lecture professor, Dr. X, and a lab 
instructor.  

Dr. X is in charge of the MED120 course; and your lab instructor is in charge of his or her lab.  

If you have questions about due dates, or need clarification on assignments, please read your 
syllabus, review your assignment sheet, ask questions of, or address emails to your lab 
instructor. If you need clarification about lab assignment grades or Blackboard (BB) grade 
postings, please address your lab instructors.  
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If you have questions about lecture, lecture exams, exam grade postings, lecture outlines or 
overall grades please email Dr. X or see her during her office hours. Of course you may make an 
appointment at any time to see Dr. X. Come by and chat.  

Dropping a Class:  

It is your responsibility to understand the University’s procedure for dropping a class. If you stop 
attending this class but do not follow proper procedure for dropping the class, you will receive a 
failing grade and will also be financially obligated to pay for the class. For information about 
dropping a class or withdrawing from the university, contact the Office of the Registrar at 836-
5520.   

According to new university policies, student will have to drop a class by the end of the 12th week 
of the semester in order to receive an N or W.  After this time, students will receive a grade for 
the course. 

Cell Phone Policy:  

As a member of the learning community, each student has a responsibility to other students who 
are members of the community.  When cell phones or pagers ring and students respond in class 
or leave class to respond, it disrupts the class.  Therefore, the Office of the Provost prohibits the 
use by students of cell phones, pagers, PDAs, or similar communication devices during 
scheduled classes.  All such devices must be turned off or put in a silent (vibrate) mode and 
ordinarily should not be taken out during class.  Given the fact that these same communication 
devices are an integral part of the University’s emergency notification system, an exception to 
this policy would occur when numerous devices activate simultaneously.  When this occurs, 
students may consult their devices to determine if a university emergency exists.  If that is not 
the case, the devices should be immediately returned to silent mode and put away.  Other 

exceptions to this policy may be granted at the discretion of the instructor.   

Nondiscrimination Policy:  

Missouri State University is an equal opportunity/ affirmative action institution, and maintains a 
grievance procedure available to any person who believes he or she has been discriminated 
against. At all times, it is your right to address inquiries or concerns about possible 
discrimination to the Office for Institutional Equity and Compliance, Park Central Office Building, 
117 Park Central Square, Suite 111, (417) 836-4252. Other types of concerns (i.e., concerns of an 
academic nature) should be discussed directly with your instructor and can also be brought to 
the attention of your instructor’s Department Head.   Please visit the OED website at 
www.missouristate.edu/equity/.  

Academic Integrity Policy:                    

Plagiarizing a paper or cheating on an exam is a very serious offense and will result in a ‘0’ for 
the assignment and/or possible “XF” for the course.  An “XF” grade indicates on transcripts that 
your failure of the course is due to cheating or plagiarism.   

Plagiarism sometimes confuses people, so the following is a description of what plagiarism is:    

http://www.missouristate.edu/registrar/
http://www.missouristate.edu/provost/
http://www.missouristate.edu/equity/
http://www.missouristate.edu/equity/
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 It is plagiarism to turn in someone else’s paper as your own work. 

 It is plagiarism to take a major idea or passages from someone else’s work and include it in your 
paper without citing the original author (e.g. Berquist, 2006).   

 If an idea is common knowledge then you don’t have to cite the author unless you quote them.  
If you quote, you must cite with page number. 

 If an idea, concept or theory is specifically the author’s you are using, you need to cite them 
even if you paraphrase.   

 The golden rule is “when in doubt, cite your source.”  

 Additionally, it is plagiarism to knowingly allow another student to use your work as his or her 
own.  

 It is plagiarism to cut and paste without citing sources from the Internet. 

 It is cheating to copy another’s answers on your exam or quiz. 

Please refer to the Student Academic Integrity Policies and Procedures at 
http://www.missouristate.edu/academicintegrity/. It is your responsibility to read and 
understand Missouri State University’s Student Academic Integrity Policies and Procedures. 

 

Disability Accommodations:  

To request academic accommodations for a disability, contact the Director of Disability Services, 
Meyer Library, Suite 111, (417) 836-4192 or (417) 836-6792 (TTY), 
www.missouristate.edu/disability.  Students are required to provide documentation of disability 
to Disability Services prior to receiving accommodations. Disability Services refers some types of 
accommodation requests to the Learning Diagnostic Clinic, which also provides diagnostic testing 
for learning and psychological disabilities. For information about testing, contact the Director of 
the Learning Diagnostic Clinic, (417) 836-4787,  http://psychology.missouristate.edu/ldc.  

Emergency Response Statement:  

Students who require assistance during an emergency evacuation must discuss their needs with 
their professors and Disability Services. If you have emergency medical information to share with 
me, or if you need special arrangements in case the building must be evacuated, please make an 
appointment with me as soon as possible. 
 
For additional information students should contact the Office of Disability Services, 836-4192 
(Meyer Library, 111), or the Assistant Director of Public Safety and Transportation at 836-5509.  
For further information on Missouri State University’s Emergency Response Plan, please refer to 
the following website: www.missouristate.edu/safetran/erp.htm   

 

Now, let’s learn something together and have a great semester! 
 

 
 

 

http://www.missouristate.edu/academicintegrity/
http://www.missouristate.edu/disability/
http://www.missouristate.edu/disability/
http://psychology.missouristate.edu/ldc/
http://psychology.missouristate.edu/ldc/
http://psychology.missouristate.edu/ldc
http://www.missouristate.edu/disability/
http://www.missouristate.edu/safetran/
http://www.missouristate.edu/safetran/erp.htm
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FALL 2010 

MED 120 

Course Lecture/Exam Schedule 
 

Week              Date                Topic                                                  Readings                                 

 
1   Aug 25  Course Orientation   CH 1: Mass Media: A 
  Aug 27  Media Literacy             Critical Approach 
 

2   Sep 1  Labor Day Holiday 
  Sep 3  Media and Culture   CH 1: continued  
     
3  Sep 8/10 Media and Culture 
    Media Ecology 
  
4  Sep 15/17 The Global Marketplace  CH 13: Media Economy 
    
5  Sep 22/24 Researching Media Effects   CH 15: Media Effects 
     

6  Sep 29  Media Effects con’t      

  Oct 1  Exam 1: Chapters 1, 11, 13, 15 lecture notes & videos 
 
7  Oct 6/8  Commercial Culture   CH 11: continued 
              
8   Oct 13/15 Commercial Culture, con’t 
    Creating Sound   CH 3: Sound Recording 
 
9  Oct 20/22 Sound 
    Wireless    CH 4: Popular Radio 
 
10  Oct 27/29 The Network Concept   CH 4: Radio continued 
    Power of Visual Culture  CH 5: Television 
 

11  Nov 3/5 Television Ratings & Trends  CH 5: continued  

    Exam 2: Chapters 3, 4, 5, 6 lecture notes & videos 
 
12  Nov 10/12 Specialized Television   CH 6: Cable 
     
13   Nov 17/19   Impact of Images   CH 7: Movies  
    

14  Nov 24   All the News that is News  CH 14: Journalism 

  Nov 26 Thanksgiving Break   Enjoy! 
 
15  Dec 1/3  Journalism, Con’t 
     
16  Dec 8/10 Cable Channel Presentations 
    Freedom of Expression  CH 16: Legal Controls  

 

17  TBA  Final Exam Chapters 6, 7, 8, 14, 16 lecture notes/videos 
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Written Assignments: 

The following criteria should be observed when submitting written work for grading:  
  

1) Materials must be TYPED and PROOFREAD for spelling and grammatical errors, 
unless otherwise assigned.  

  

2) All papers MUST be STAPLED in the upper left-hand corner, double-spaced, written in 
Times New Roman 12 point font or other acceptable font (i.e. easily readable) with 1” 
margins.   

 

3) Evaluation forms MUST accompany all assignments from the workbook.  NO 

photocopies will be accepted. 

 
4) Assignments should be submitted during class on the due date –Deductions for late 

papers are as follows: 5% of the total point value will be deducted after the class period 

has expired. A 10% deduction, PER DAY (not class period), will continue thereafter 
until assignments are turned in. 

   

5) Late papers will NOT be accepted after papers have been graded and returned to the 
class. Don’t ask for exceptions to the policy. 

 

6) DO NOT EMAIL PAPERS TO INSTRUCTORS UNLESS YOU’RE GIVEN 

EXPRESSED PERMISSION TO DO SO. 

 

7) All LATE PAPERS MUST BE TURNED IN TO Janice Presley, the MJF secretary in 

CRAIG HALL 370.  The office is open from 8:00 a.m. to 5:00 p.m. The office is 
usually closed for lunch sometime between 11:00 a.m. and 12:30 p.m. It is best to 
avoid trying to turn in a paper during this time.  

 

8) DO NOT SLIDE PAPERS UNDER ANY OFFICE DOOR! Any papers slid under the lab 

instructor’s door WILL NOT be accepted.   
 

9) DO NOT turn in your papers to Dr. X, or slide them under her office door. 

 

10) Late/early assignments MUST be stamped with the date and time by the 

secretary.  This is to your benefit. Otherwise, your instructor will assume you turned it 
in moments before he/she checked their box.  

 


