UWO/UW-FOX/UW-FDL Evening/Weekend Program Guidelines

1.
Site from which you are originating 

Please fill in your site of origination on the enclosed calendars (September – December, 2001).  I will then prepare a master schedule from what you return to me and mail out to the technicians and Madison.  Changes in instructor’s site of origination need to be communicated to the WE/ED Office to alert all technicians and Madison.

*NOTE:  Remember to put in the dates that you are using Blackboard and do not need any connections or room.

2.
Equipment needed for your instruction 
Please note on the calendar if you will be using PowerPoint or need any other presentation equipment such as slide projector, etc., so in advance everything is in the room and no time is lost finding and bringing in equipment.

3.  
Student Presentations

Please note student presentation days on schedule because room will requires a different type of set-up.

4.
Exam Proctor

Just write the word “exam” on the days scheduled so each campus can have someone besides a student proctor the exam.

Handouts

Instructors need to give WE/ED office any handouts to be copied at least one week prior to class meeting.  WE/ED office will be responsible for copying handouts and mailing to all three sites so they arrive at least 24 hours before the class meeting.  We understand sometimes things come up and if you miss the above cut-off, please send by email w/attachment of what needs to be printed by noon of that class day to Judy Resop (Fond du Lac), Evelyn Li (Menasha), and Cindy Hunter (Oshkosh) and they will have the material duplicated and in the room.  Please do not make this a practice.

Technical support

The first time the instructor visits each of the campuses; a technician will spend time to make them aware of their particular policy and how they can be reached in a short period of time if problems arise.     At Oshkosh a technician is available during the entire class period. 

.

Technical Problems

Each origination site needs to video tape the class being presented.  If technical problems occur the instructor should continue to teach.   If the other campuses do not get connected within thirty minutes they should be notified by phone, an apology given and be told that they will receive a video and that it is ok to leave. If it is convenient the instructor is to bring the video and drop it off at the WE/ED Office, Dempsey 111, if not, you can notify us by phone so the tape can be picked up from your campus office early in the a.m. of the following day.  We understand everyone does not have an office on campus so each case may vary and we will work out a solution for getting it picked up.

Email and Telephone Contacts

Attached to this memo is a directory of contacts I hope you will find useful.

The following are the main contact people at each campus:  If you have any technical, staffing or other problems an email should be sent to these folks immediately the night of class or early the next morning.

Oshkosh:

Marsha Rossiter, Director, Weekend/Evening Degree Program




Phone: 920/424-0234

email: rossiter@uwosh.edu
Cindy Hunter, Program Assistant, 

Weekend/Evening Degree Programs




Phone: 920/424-0234

email: hunter@uwosh.edu



Rick Landvatter, Media Services




Phone: 920/424-2395

email: landvatt@uwosh.edu
DE Room:  Polk 116B – Phone: 920/424-0922  

 Fax:  920/424-2399

Menasha:

Evelyn Li, UW Fox




Phone: 920/832-2884

email: eli@uwc.edu
DE Room:  Room 1830—Phone:  920/832-2872 

Fax:  920/832-2871




Fax:  920/832-2674 (Exams)

Fond du Lac

Judy Resop, UW Fond du Lac




Phone: 920/929-3644

email: jresop@uwc.edu



Fax:  920/929-7640 (Exams)




DE Room:  Art Building Room 125—Phone: 920/929-2977




Fax:  920/929-3183

 


Tom Clausen, Technician
email:  tclausen@uwc.edu



Phone:  920/929-3611

We appreciate your teaching these classes and know it requires you to learn new technology and deal with more people than you are used to when teaching in a regular classroom set up.  Please remember to keep in close communication with us -- there are no stupid questions!   We all wish to make both our students and instructors time in this program an enjoyable learning/teaching experience.

