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Welcome to SF State Extended Learning!

SF State Extended Learning offers innovative, high quality professional development and academic credit programs that create learning opportunities beyond traditional structures.

SF State Extended Learning extends the services of San Francisco State University to the communities it serves – SF State students, community members, as well as businesses and organizations throughout the Bay Area. 

In addition to hundreds of classes offered at the Downtown Campus, SF State Extended Learning partners with established companies in San Francisco and beyond to offer customized training throughout the region, and collaborates with local agencies to greatly enhance workforce development opportunities for the San Francisco community. More than 30 professional development programs support the needs of the city, the community, and the California workforce. Open University provides a gateway for the community to attend regular university classes without formal admission to the university.

SF State Extended Learning is a self-supporting non-profit organization, sustaining its own operations and providing considerable resources to the university to invest in its future. 

Thousands of students of all ages and backgrounds attend SF State Extended Learning classes each year to gain new skills in industry specific areas, to experiment with new career directions, or for personal achievement. 

The enthusiasm, professionalism and diversity of the students combined with the caliber, talent and dedication of the faculty make SF State Extended Learning a vibrant and relevant choice for anyone looking to continue their educational journey.

A

About the University

For general information on SF State Extended Learning, please see the link below:

http://www.cel.sfsu.edu/about/
SF State Extended Learning at San Francisco State University offers a wide variety of professional development courses and programs to prepare you for career advancement, career change, or personal growth. We offer nationally-acclaimed curricula and faculty; weekend, evening, and online courses; plus access to thousands of transferable degree-credit university classes. Extended Learning operates as a non-profit and receives no state funding.
Appointment letter 

Faculty members are employed to teach specific courses for a specific term in order to meet the program needs of SF State Extended Learning. These temporary appointments expire at the end of the semester and do not establish consideration for subsequent appointment. Temporary appointments do not constitute service toward consideration for tenure.
You will receive appointment letter containing course information, maximum salary, time period and contact information release, approximately one month before the semester begins. Please review, sign and return a copy of the appointment letter to the address listed in the letter before your course begins. If you have any corrections to the information in the letter, please contact your Extended Learning Program Director or Coordinator immediately and note any changes directly to the appointment letter before returning it. SF State Extended Learning mailing and contact information is listed in the letter. You may also deliver it to the Downtown Campus.
PLEASE NOTE: Appointment Letters must be signed and returned before a payroll check can be issued. 
Please see Paychecks for more information about pay.

Audio-Visual Requests Please see Tech Requests
B

C
Calendar (& Deadlines)

To view an updated list of important dates on the SF State Extended Learning calendar, please see the link below:

http://www.cel.sfsu.edu/register/calendar/index.cfm
Catalog Requests 

To request a current SF State Extended Learning course Catalog, please visit the following URL:

http://www.cel.sfsu.edu/about/mailinglist.cfm



Certificate Programs 

For complete lists of certificate programs, please see links below:

Professional Development Certificates

http://www.cel.sfsu.edu/courses/pro-certificate.cfm
Professional Development Series

http://www.cel.sfsu.edu/courses/pro-series.cfm
Academic Credit Certificates

http://www.cel.sfsu.edu/courses/acad-certificate.cfm
Change of Name, Address or Tax Withholding

If you have a name change, a new mailing address or wish to make changes to your tax withholding you will need to fill out the Employee Action Request Form (EAR). Please fill out the EAR and return a signed original to your program area representative. The EAR form can be accessed at the link below:

http://www.cel.sfsu.edu/faculty/forms.cfm 
Classes - General Information 

Cancellations - Low Enrollment
Instructors are expected to teach a course as long as a minimum of 12 students are enrolled. SF State Extended Learning reserves the right to cancel courses with an enrollment of fewer than 12 students. Program directors will consult with the affected faculty member if enrollment is below 12 students. If classes are cancelled, the faculty member does not receive any compensation. Students enrolled in cancelled classes may transfer to another class or may receive a full refund. 

Class Hour Requirements
Instructors are responsible for assuring that classes meet the required number of hours to earn credit, i.e. 15 contact hours per semester unit or 10 hours per CEU (Continuing Education Units). 

Make-up Classes
If an instructor must miss a class session, s/he must 1) call the staff of the program in advance so that students in the class can be contacted and told of the cancellation and 2) make up the missed class session. Arrangements for make-up classes must be made with the program staff to ensure availability of a room and to avoid scheduling conflicts. 
Regarding messages, Faculty members should contact their program coordinator in regards to people who desire to leave you a message. Your program coordinator will be able to provide you with a number to give those who wish to leave you a message. You may provide our general fax number, (415) 817-4299, if you are expecting a fax. Please ask that your faxes include your name and deliver to “Faculty Pick-Up Box.” Please note the hours that the Front Desk / Information Desk is open. 
We recommend that you keep the phone number of your program staff contacts with you so that you can contact SF State Extended Learning’s front desk if you have an emergency and will miss or be late for class.  
Extended Learning Front Desk
(415) 817-4217






(415) 817-4216

Hours:  Monday --Thursday   9 am-7 pm,  Friday: 9 am-5 pm,  Saturday: 9 am-1 pm 

Observance of Religious Holidays
University policy requires that the faculty make reasonable accommodations for students to observe religious holidays when such observances require students to be absent from class activities. For more information, please visit this link below:  http://www.sfsu.edu/~senate/documents/policies/S09-212.html
Classroom

Lecture classrooms at the DTC can be set up in a variety of ways, as shown in the illustration provided in the link below. Please let a program staff member know how you want your room set up. If you want the set-up of your room other than the traditional classroom style, please give the program staff at least two week’s notice to ensure that we schedule the correct set-up. If you do not request a special arrangement, classrooms will be set up in a traditional classroom style, with tables and chairs facing the front of the room. 

http://www.cel.sfsu.edu/faculty/rooms.cfm 
Class Roster

Please login to ‘Class Services” with your SF State ID and SF State Password to download and print your class roster before your first class. Also print a second roster before your second class to include any add/drops. After your final class meeting, please submit your grades via the link below within a week after your class has ended.

https://www.sfsu.edu/online/faclogin.htm 

More information on grading can be found under ‘Grading’ in the Faculty Guidelines.

Conduct

For Sexual Harassment and Non-Discrimination Policies, see link below:

http://calstate.edu/hr/er_sh.shtml
Confidentiality of Student Information

While the University has moved away from using Social Security Numbers, class lists may still contain student addresses and phone numbers, etc. Please keep this information confidential. Please destroy/shred any lists no longer needed. 

In addition, to protect the contact information of students, please do not: 

· Circulate printed class lists with student names or student ID numbers or grades as an attendance roster. 

· Leave graded tests in a stack for students to pick up by sorting through the test papers. 

· Discuss the progress of any student with their parents, other students or the public without the consent of the student. 

· Provide anyone with the lists of student names or home addresses enrolled in your classes for any commercial purposes. 

· Provide anyone with student schedules or assist anyone other than university employees with a specific need of finding a student on campus. 

Copyright Law 

Faculty members must be careful not to violate federal copyright law. In general, copies of portions of articles can be made for classroom use without obtaining copyright permission only if they are spontaneous and brief, and only if they contain the notice of copyright. 
Course Materials 

Copying services for course materials are available for instructors. With two weeks’ notice, program staff can prepare most duplicating requests for instructional materials. Please limit the duplicating for your class to no more than 60 pages, double-sided [30 pieces of paper]. If more duplicating is necessary for your class, please contact the program director so this can be included in the course fee. Come to class prepared for a few additional registered students. Please be advised that CEL staff is unable to make last minute copies for you. Do not copy materials on your own and attempt to get reimbursed for this expense, as this is not permissible under University policy. 
 University policy also prohibits faculty members and others from selling course materials to students on campus.
Faculty who need students to have certain course materials may either arrange to have the materials sold by the bookstore or have them copied or purchased by the program staff under regular purchasing policies. Any other arrangements must be arranged ahead of time and approved by the program staff.
The memo below references to the above in regards to Copyright Law and Course Materials.


DATE:             January 20, 2010 

TO:                  All Faculty
FROM:             Sue V. Rosser

           University Provost
SUBJECT:       Information on:  “Fair Use” and Copyright Infringement and University Policy on
                         the Use of Buildings and Grounds Related to Selling/Distributing Course

                         Materials/Readers
____________________________________________________________________________

At the beginning of each semester, some faculty have questions about selling or distributing course materials and course readers in their classes. These questions raise two issues: 

1. Faculty should not be selling, nor should they allow students or outside vendors to sell, any course materials or course readers in their classes.  The University Policy on the “Use of Buildings and Grounds” prohibits commercial activities in an academic building.  This policy can be found at http://www.sfsu.edu/~ppg/ued/ued89-13amnd.pdf

2.  Course materials, whether made available electronically or in course readers, should not violate federal copyright law.  While this is an area of continued discussion and interest to faculty members, the underlying principles of "fair use" and copyright infringement must still be observed.  Helpful information can be found at the following websites:

http://www.sfsu.edu/~acaffrs/faculty_manual/9_3.htm?t=1
http://www.library.sfsu.edu/about/policy/copyrightpolicy.html and

http://www.sfsu.edu/~avitv/copyright.html

Copies of portions of articles can be made for classroom use without obtaining copyright permission only if they are spontaneous, brief, and contain notice of copyright.

Faculty who have course materials reproduced are responsible for ensuring that proper copyright permissions have been obtained.  The Franciscan Shop Bookstore will automatically obtain the necessary copyright permissions for materials included in course readers sold through them.  The Library’s electronic reserve service will obtain the necessary copyright permissions for materials put on electronic reserve. 

If you have questions, please contact your department chair/director or college dean.

cc:        Robert A. Corrigan, President

Patricia Bartscher, University Counsel

Course Proposals 

Course Proposals for Academic Programs

If you have a new course that you feel would enrich the program, please contact program staff for information on how to go about proposing the course to the Academic Senate.  Any new course that is to be published in the University Bulletin or in the applicable Extended Learning catalog must follow San Francisco State University Course Review and Approval Guidelines.

For all Course Proposal Guidelines, see link below:

http://academic.sfsu.edu/apd/curriculum/index.php
For a full overview/information on how to propose a course, see link below:

http://academic.sfsu.edu/apd/curriculum/index.php
Course Proposal for CEUs
Continuing Education Units (CEUs) are nationally recognized units for measuring participation in professional development programs that do not award academic credit. CEU courses may be appropriate when employers, re-licensing agencies and other authorities require a specific number of hours of instruction and where noncredit study is acceptable. CEUs may neither be applied to nor substituted for graduation requirements. One CEU is earned for 10 hours of instruction. CEUs earned appear on the student’s official SF State transcript.

For more information on how to submit a CEU-based Course Proposal, please see the link below:

http://academic.sfsu.edu/apd/curriculum/index.php
Courses

Please see the link below for a full list of courses and programs offered at SF State Extended Learning:
http://www.cel.sfsu.edu/courses/
D

Deadlines 

Grades

 Grades must be submitted no more than two weeks after the final course meeting date. Please see the ‘Grading’ section of Faculty Guidelines for more information.
Photocopying materials
Please request photocopying orders from your program coordinator 2 weeks prior to the start of class.

Technology Requests
Audio/visual equipment 2 weeks prior to the start of class. See Technology Requests
Directions, Locations and Maps

Please visit our Web site at:
www.cel.sfsu.edu/contact/index.cfm
We are located directly off Highways 101, 280, and 80.

From the North

Take the Golden Gate Bridge to the Lombard Exit. Turn right on Van Ness Avenue, left of Eddy to Market Street.

From the East

Take Highway 80 (Bay Bridge) to the Fifth Street/Downtown exit to Market Street.

From the South

Take 101 North to the Seventh Street exit. Turn right onto Mission Street, left onto 6th Street, then right onto Market Street.

Directory 
For a comprehensive staff directory, please visit link below:

http://www.cel.sfsu.edu/contact/staff.cfm



Disability Programs and Resource Center

The DPRC collaborates with SF State's diverse community to ensure that all aspects of campus life -- learning, working and living -- are universally accessible. The DPRC provides the University with resources, education and direct services in order that people with disabilities may have a greater opportunity to achieve social justice and equity.

For more information, please visit the DPRC Web site at:

http://www.sfsu.edu/~dprc/
Downtown Campus
SF State Downtown Campus 

SF State Extended Learning, the self-support arm of San Francisco State University offers hundreds of classes each 
year for professional development and personal enrichment.  Please take a moment to review the information below.
Phone: (415) 405-7700  

Fax:  (415) 817-4299 

 ▪ 835 Market Street, San Francisco, CA 94103

    http://www.cel.sfsu.edu/

▪ Location, Directions & Map: 

  http://www.cel.sfsu.edu/contact
▪ Administrative Office & Information Desk–6th floor
• Hours: Monday --Thursday   9 am-7 pm, 
  Friday: 9 am-5 pm, Saturday: 9 am-1 pm 

▪ Facilities Operations: 
  (415) 817-4400 or (415) 817-4398

▪ DTC Community Services Officer: (415) 314-7005 
   Lobby Security: (415) 495-7125

▪ Emergency Tech Line: (415) 817-4405

▪ In case of an emergency, please call 911. 
  Then call the security guard located in the lobby of the building at (415) 495-7125.

E 

Email 

Faculty members can sign up for free sfsu.edu email accounts using their SF State ID and Password. Please visit the link below to register for an account:

https://www.sfsu.edu/email
Emergencies  

If there is an immediate danger, please call 911. 

For the Westfield Security Dispatch please dial: (415) 495-7125.

For the Downtown Campus Security Officers please call, either,

Djajadi Pamudji


(415) 314-7005
Miguel Fuentes Reyes

(415) 314-7005
For complete policies and procedures on emergency preparedness, please see the link below:

http://www.cel.sfsu.edu/faculty/emergency.cfm
Evacuation Procedures / Exits:
In the event there is an emergency, all exits are clearly marked; however, we ask that you follow the lead of our emergency team.  We have designated personnel from Central Operations and DTC Floor Captains who will direct everyone out appropriately through these exits and out onto the streets. The only stairwells are Fire Exit Stairwells; Four Total, located in the North East/NorthWest and South East/South West corners of each floor.  It is suggestible that you become familiar in locating these exits prior to the need to evacuate or in case of an emergency.  The alarms may sound and until it is determined the nature of the alarm, it could be a false alarm.  Technically, there is no "false alarm". Something must always set the alarm to go off.


A general description of when to evacuate or not:   

Evacuate: Sounder, strobe, verbal announcement through PA 

If any One of the above (lights, horns, public address announcement of any kind) is triggered, then evacuation is not an option and everyone must follow the lead of our emergency team and make their way to Jessie East, or west, but prefer East Jessie Street. 

No Evacuation: 

If there are no lights (strobes), PA, horns, or even a verbal announcement, you do not need to evacuate.  If only the EM doors close you do not need to evacuate. (This happens as a precaution in the event that the alarm intensifies).

Evaluations 

Student evaluations are an important requirement of SF State Extended Learning. Program staff will provide course evaluations on the last class meeting. Faculty members are asked to distribute evaluation forms to students at the end of each course. Please have a student collect and return the completed evaluation forms to the program staff as indicated on the envelope containing the forms.
F 

Faculty Lounge

The faculty lounge is located in Room 614 and can be used to pick up and drop off course materials. Please contact program staff for key code. 

Forms

SF State Extended Learning Faculty Forms

To access and download Faculty forms, please see the link below:

http://www.cel.sfsu.edu/faculty/forms.cfm
G

Grades  

Both letter grades with plusses and minuses and Credit/No Credit are used at SF State for academic courses. Please familiarize yourself with the definitions of grades for academic credit and CEU-based courses at the link below:

http://www.sfsu.edu/~bulletin/current/grading.htm
Students who wish to be graded on a Credit/No Credit basis must notify the instructor in writing by the end of the sixth week of instruction or select the CR/NC option on the SF State Web site under my SFSU for semester-length courses. For shorter courses, students must notify the instructor at the first class meeting. CEU courses use Credit/No Credit (CR/NC); no letter grades are assigned. 

Incompletes 

(Incomplete Authorized) Indicates that a portion of required course work has not been completed and evaluated in the prescribed time period due to unforeseen, but fully justified, reasons and that there is still a possibility of earning credit. It is the responsibility of the student to bring pertinent information to the attention of the instructor and to determine from the instructor the remaining course requirements, which must be satisfied to remove the Incomplete. A final grade is assigned when the work agreed upon has been completed and evaluated. An ‘I’ must be made up within one calendar year immediately following the end of the term during which it was assigned. This limitation prevails whether or not the student maintains continuous enrollment. Failure to complete the assigned work will result in an “I” being converted to an IC symbol, unless the faculty member assigns a specific letter grade at the time the Incomplete Authorized is assigned, which would replace the “I” in the student's record at the end of the calendar year deadline. 

Submitting Grades/Retrieving Class Rosters on the Web 
The University, including Extended Learning, has moved to a system that requires faculty members to enter student grades and retrieve class rosters from the Web.  Please see information below to learn how to access your class roster or to submit your grades on the Web. Program directors no longer provide faculty members with grade sheets on which to record grades. Faculty members are informed of the grade submission period, which begins around the 4th week after the semester begins. Faculty members must submit final grades no later than the deadline date. Faculty members must assign a grade to every student whose name appears on the Web grade sheet. If a student has completed the course and his/her name does not appear on the Web grade sheet, faculty should add their name, student ID and the grade in the Class Comments section on the Enter Grades page of Web Grades. 

You can access grades or rosters on the Web by using your SF State ID and Password (explained below). You can only retrieve rosters for classes in which you are listed as instructor of record. The Web grade sheets and class rosters show the students’ names and students’ SF State identification number. Grades are available online about four weeks after the term begins. 

To look up grades or rosters, please follow these steps: 

1. Go to Web: https://www.sfsu.edu/online/faclogin.htm 
2. Enter your 9 digit SF State ID# (no hyphens or spaces). Go to: https://www.sfsu.edu/online/lookupsfsuid.html if you do not know your SF State ID#. 

3. Enter your SF State Password.  If you forgot your Password or have other questions go to:
 http://www.sfsu.edu/online/troubletips.htm   
4. Select Extended Learning from the drop down box next to the Semester and year. 

5. Select Grades or Roster button depending on what list you need. 

6. Enter the five-digit Schedule Number. Select class. 

7. The grades or roster list should appear as requested. 

If you wish, you can print out the class roster after selecting “Excel” from the request roster format. You can then download the roster as an Excel spreadsheet. You can also print the grade sheet after assigning grades but before you enter your SF State ID number to finally submit the grades on the Web. 

 Note: If there are any discrepancies between the list of students enrolled and those actually attending, the faculty member should call the program assistant or coordinator immediately with this information. Please keep class rosters or printed Web grade sheets safely to protect the confidentiality of students’ personal information. If you cannot access your class roster or grades, contact your program staff or call (415) 817-4214 for assistance. 

H

Harassment Policies 

For more information on SF State’s harassment policies, please see the link below:

http://www.sfsu.edu/~hrwww/ueo/ueo_95_18.html 
Holidays See Calendar

Honorarium 
An honorarium is a one-time payment for a special lecture/seminar given by an individual for a specific class or instruction program under the direction of a University faculty member or administrator.  If the honorarium is for a University employee, the event must be outside the normal duties and responsibilities and performed outside scheduled work hours. Please see more about honorarium at the link below:

http://www.sfsu.edu/~hrwww/emp_relations/hr_Directives/P301.html 
Note: All honorarium forms must include a ‘Vendor Data Record’ form. 
For ‘Vendor Data Record” form, please visit the link below: 
http://www.cel.sfsu.edu/staff/forms.cfm  and scroll down to Requisition Worksheet and choose
 Vendor Data Record Form PDF

Hours of Operation 
SF State Downtown Campus is open:  

Monday through Saturday, 7am - 10pm 
Enrollment Services is open:  

Monday through Thursday, 9am - 7pm

Friday, 9am - 5pm and Saturday, 9am - 1pm
I

Identification Number
As of August 8, 2005, SF State no longer uses Social Security Numbers for faculty procedures. Instead, you must log in to the system using your nine-digit SF State Identification Number (SF State ID). You will use your SF State ID to submit grades and print class rosters. It is essential that you know your SF State ID number. Your program coordinator can give you your number or you can look up your SF State ID by going to the link below: 

http://www.sfsu.edu/online/lookupsfsuid.html. 

iLearn 

iLearn is an alternative Learning Management System (LMS) that many SFSU instructors have adopted to enhance online student learning and collaboration. Whether an instructor uses iLearn to merely supplement a course or teach an entire class, online-instructors may customize their use of iLearn features by mixing and matching technology that best fits the course objectives and student needs. Instructors may use iLearn to enhance teaching and learning in the following ways: 1) Providing online resources 2) Facilitating student interactivity and collaboration and 3) Assessing student performance and gathering student feedback.

http://ilearn.sfsu.edu
J
K

L 

Library 

Both SF State Extended Learning faculty and students have library privileges at the SF State Main Campus library. 

For more information on the Main Campus Library, please see the link below:

http://www.library.sfsu.edu/

Paralegal Student Resource Center 

A student resource center for both the Paralegal and Spanish/English Interpretation programs is located on the sixth floor, Room N.615. 

M 

Main Campus

Main Campus Contact Information

Phone: (415) 405-7700

Fax: (415)338-7290 

www.sfsu.edu
▪ 1600 Holloway Avenue

   S.F., CA  94132
▪ Student Services Desk – 
  One Stop in the Student Services Center, Centennial Square 

  Hours: 9am - 5pm  Monday - Friday  

▪ Campus Map - http://www.sfsu.edu/~sfsumap
▪ Directions & Transportation Options: 
  http://www.sfsu.edu/~parking
For Campus Security:

 Contact the Department of Public Safety at (415) 338-2222 on any campus phone
Material Pickup & Drop-Offs
Student Drop boxes are located at the sixth floor Student Services Desk in case you have to leave something for a 
student. Faculty mailboxes will now be located in the Faculty Room, N.614. Faculty is encouraged to check these boxes for messages from students. Students can also pick up class materials and messages from you in the Student Pick-Up box at the Front Desk. Please inform students if you leave items for them to pick up. It is not recommended that you leave time-critical materials in these boxes. Boxes are checked and cleared of materials periodically. The Paralegal and Spanish/English Interpretation programs have faculty mailboxes in N.615, on the sixth floor. Your program director or assistant/coordinator will advise you of the best place to pick up materials when you come for class.  

Mission of the University 

The mission of San Francisco State University is to create and maintain an environment for learning that promotes respect for and appreciation of scholarship, freedom, human diversity, and the cultural mosaic of the City of San Francisco and the Bay Area; to promote excellence in instruction and intellectual accomplishment; and to provide broadly accessible higher education for residents of the region and state, as well as the nation and world. To fulfill its mission, the university is committed to the following goals:

· Attracting, retaining, and graduating a highly diverse student body;

· Providing disciplinary and interdisciplinary liberal arts and professional education that is academically rigorous and intellectually challenging;

· Providing curriculum that reflect all dimensions of human diversity, and that encourage critical thinking and social and cultural awareness;

· Recruiting, retaining, and supporting a diverse faculty whose teaching demonstrates an active engagement with their individual fields of study and whose creative and scholarly work is an extension of the classroom, laboratory, or studio;

· Employing a staff and administration reflecting the diversity of the community and the values of the campus;

· Fostering a collegial and cooperative intellectual environment that includes recognition and appreciation of differing viewpoints and promotes academic freedom within the university community; and

·   Serving the communities with which its students and faculty are engaged.
Mission of SF State Extended Learning
SF State Extended Learning will lead in the design of innovative, quality programs, excel in the delivery of these same programs, and thereby empower people from diverse backgrounds to achieve their goals, as well as to delight in learning and to meet the challenges of the 21st century.  SF State Extended Learning is dedicated to creating learning opportunities that both enhance the lives of the diverse San Francisco Bay Area population, and contribute to the economic vitality of the region, in concert with the mission of the University. Specifically:

1.  As a major contributor to the University’s academic mission, SF State Extended Learning extends the University’s 
talents, curriculum and expertise beyond the limitations of the University’s state-funded semesters.

2.  As a creator of innovative learning opportunities, SF State Extended Learning anticipates and addresses the professional, personal and intellectual needs and aspirations of the population it serves.

3.  As a member of the urban community and a partner with corporate employers, SF State Extended Learning

represents San Francisco State University to outside audiences and provides educational opportunities focused on local urban issues and professional training required by a knowledge-based economy.

4.  As an employer, SF State Extended Learning values faculty and staff as essential contributors to the success of the organization, promotes an atmosphere of mutual respect and cooperation and provides opportunities for educational development.

5.  As a self-supporting organization, SF State Extended Learning operates with fiscal integrity to sustain its own operations, to provide appropriate resources to the University and to invest in its own future.

MySFSU

Sign in and register for classes, access your grades, class schedule, unofficial transcript, test score report, financial statement and more.  https://www.sfsu.edu/online/login.htm
N
O

Open University 

Classes taken through Open University at San Francisco State University may apply toward professional skills, personal interests, or a future degree. For further information, please see the link below:

http://www.cel.sfsu.edu/openuniversity/
Off-Site Meetings 

Off-campus activities can provide an important dimension to a student’s learning experience. These activities should be directly related to the content of the course. Before scheduling an off-site meeting, consult with your program coordinator. You and your program coordinator must discuss insurance coverage, provisions for emergency health treatment for students, and where you and your students can be reached in case of emergency. In addition, it is important to plan for the unique needs of students with disabilities traveling away from campus. The Student Disability Resource Center can help in planning for the needs of such students. For all classes being held off-site, please have students complete a SF State off-site waiver form at the link below:

http://www.sfsu.edu/~riskmgmt/gl/3field.html - t8
Online Teaching and Learning
iLearn (https://ilearn.sfsu.edu) is a Learning Management System (LMS) that SF State has adopted to enhance online student learning and collaboration. Whether an instructor uses iLearn to merely supplement a course or teach an entire class online, instructors may customize their use of iLearn features by mixing and matching technology that best fits the course objectives and student needs.

Instructors may use iLearn to enhance teaching and learning in the following ways:

· Sharing online resources

· Facilitating student interactivity and collaboration

· Assessing student performance and gathering student feedback

Course shells are set up for every course at SF State Extended Learning each semester. If you are the faculty on record, you have access to use your course shell by going to https://ilearn.sfsu.edu and log in using your SF State ID and 
Password.

Faculty resources are located at http://ilearncentral.sfsu.edu/ilearn-resources-faculty
P

Parking 
Recommended Public Parking –  http://www.cel.sfsu.edu/downtowncampus/transportation.cfm - parking
Valet
Nordstrom Valet is offered to the public at the 5th Street Entrance to the San Francisco Centre.

Special Discounted Parking Rate Garage:
Mason-O'Farrell Garage

325 Mason Street
San Francisco, CA 94102
415.673.6757

Mason O'Farrell Garage offers SF State students, employees, and guests special parking rates. The public garage is located at the corner of Mason Street and O'Farrell Street, 3 blocks from the SF State Downtown Campus. The garage is open 24 hours a day, 7 days a week. *Staff must show the parking attendant a business card, and students must show an ID.
The discounted rates are as follows:

Park up to 8 hours: $8.00
Park more than 8 hours: $7.50/hour ($29.00 daily max) 
Monthly Parking: $220.00/month (in & out privilege)

Regular Parking Rates are as follows: 
Daily Rate: $2.50 every 20 minutes
Daily Max.: $29.00 24-hours.
Early Bird: $15.00 in between 4:00am-10:00am out by 7:00pm
Evening Special $15.00 in anytime after 5:30pm out by 9:30am

The 5th and Mission/Yerba Buena Garage at the corner of Fifth and Mission.

The Ellis O'Farrell Garage off Ellis Street in between Powell and Stockton.

The Union Square Garage located off Geary Street between Powell and Stockton.

Paychecks / Payroll

Faculty paychecks are issued by the State of California at the request of Extended Learning and are released to instructors by the Faculty Payroll Coordinator and program staff at the SF State Downtown Campus. Please let your Program Director or Coordinator know if you prefer to pick up your check or have it mailed to you. 

PLEASE NOTE: Appointment Letters must be signed and returned before a payroll check can be issued.

Timing of Paychecks
• Instructors of academic unit courses lasting the full length of the semester are paid in two equal installments – the first at the midpoint of the semester; the second after the completion of the course.

• Instructors teaching shorter courses and/or noncredit or CEU courses are paid the full amount in one payment at the end of the course. Checks are disbursed within two to three weeks of a course end date and after all grades have been submitted.

• Faculty members teaching in the Winter and Summer Sessions are paid only once after the completion of the course. Checks are disbursed within two to three weeks of a course end date and after all grades have been submitted.
New Instructors Hiring Forms

Faculty who have never worked for SF State State University and/or SF State Extended Learning, or those who have had a 2-year or more lapse in teaching appointments, are required to complete a packet of new hire forms before payroll can be processed. The forms can be found at the link below or you can request them from the Faculty Payroll Coordinator or your program area representative. 

http://www.cel.sfsu.edu/faculty/forms.cfm
Mandatory Retirement Plan

Federal law requires that part-time faculty members be covered by a qualified retirement plan. Faculty members who teach for SF State Extended Learning are automatically enrolled in California’s Part-time, Seasonal, Temporary (PST) Retirement Plan if they are not already covered by the CalPERS program. A deduction of 7.5% is withheld from faculty paychecks for retirement coverage. Retirement earnings can be withdrawn only upon permanent separation from all state employment; in other words, when you are no longer teaching any courses for SF State Extended Learning or for any other CSU campus or state agency. Also, please understand that Extended Learning has no choice but to participate in this mandatory program.

To learn more, go to: http://www.dpa.ca.gov/benefits/spp/pst.htm
Tax Implications of the Mandatory Retirement Deduction
Please be aware of the tax implications of this mandatory deduction. IRS regulations prohibit part-time faculty from taking deductions for contributions to Individual Retirement Accounts (IRAs) because they are enrolled in a qualified retirement plan through SF State Extended Learning. In the past, the IRS has billed some faculty members for back taxes and interest based on deductions for IRS contributions. Please consult with your tax planner or accountant about this if you have further questions about your particular tax situation. 
Password

Along with your SF State ID, you will need a SF State Password to gain access to student records, submit grades and make grade changes. Your SF State Password is a secure password, created by you, that is used with the SF State ID to keep your personal information private. Passwords replaced the PAC (Personal Access Code) on January 1, 2009.
Forgot your Password?

Once created, your SF State Password cannot be looked up by university staff, but you can reset your SF State Password using the SF State Password service. A part of setting your SF State Password is to select six security questions and answers that will be used for authentication if you need to reset your SF State Password and cannot remember it.

Password Reset Codes

Before requesting a password reset code please use the SF State Password service to request a password change. Password reset codes are given to students by the Registrar's Office and to employees by Human Resources, after your identity has been confirmed.  A password reset code is given to you when you are unable to use the SF State Password service. Password reset codes are used to login to the SF State authentication service. Once a password reset code is entered you will need to select password reset questions before you set your password.

For more information about your SF State ID and Password, please review the SF State ID, Password, and Login Assistance information.
Privacy See Confidentiality of Student Info
Problem Report

Although SF State does provide the most up-to-date technology, there are occasionally problems with equipment. Please document any problems with technology at the following link:

http://www.cel.sfsu.edu/faculty/technology.cfm#problem and scroll down to Problem Report Form.
Public Transportation 

The SF State Downtown Campus is easily accessible by public transportation.

http://www.cel.sfsu.edu/downtowncampus/transportation.cfm - parking
BART

Exit at Powell Street Station.

MUNI Metro

Exit at Powell Street Station.

MUNI Bus

Take bus lines No. 5, 6, 7, 9, 21, 31, or 66, and exit at 5th & Market.

Amtrak

Amtrak offers bus pick-up and drop-off from the station in Emeryville directly to Westfield San Francisco Centre. Look for the Amtrak sign on Market Street in front of American Eagle Outfitters. 
Q
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Refund 

Students must officially request refunds by the drop deadline by completing and signing a SF State Extended Learning refund/add/drop request form. The effective date of a student’s refund is the day the request is received by the SF State Extended Learning. To drop the class by phone, call (415) 405-7700.
If a student drops a course that has not been canceled and applies for a refund, a portion of the course fee, excluding miscellaneous fees, is refunded according to the following refund chart:

Drop Deadlines for Refund Calculations

http://www.cel.sfsu.edu/register/webreg/refundschedule.cfm 
*This is Friday for a course that begins Saturday, Sunday, or Monday.

Refund Process

Refund checks are mailed to students approximately six to eight weeks after the date the add/drop form is received by the SF State Extended Learning. According to CSU regulations, credit card accounts cannot be credited.

Students should not put a stop payment on a check or credit card charge to drop or withdraw from a course. This results in a financial obligation to SF State for the course fee, plus an additional $20 charge.
Registration 

Student must pay all course fees within five business days of registering. If payment is not received by the end of the day on the payment due date, students are automatically dropped for non-payment. 

Students have a number of options on ways to register for courses and they include:

· Online Web Registration

www.cel.sfsu.edu/register/webreg
·  Over-The-Phone (Staff Assisted)


(415) 405-7700 [press 5]
· In Person @ Information Desk


Located on Sixth Floor
· Mail

835 Market St, 6th Floor


San Francisco, CA 94103

First Class Meeting Registration

If a student plans to enroll at the first class meeting, they must obtain the instructor’s signature, and they must submit the completed registration form and payment by check, money order, or cashier's check (no cash) to One Stop at 

SF State University Main Campus or the Downtown Campus office.
Room Setup

Rooms will be arranged in standard classroom setup unless otherwise requested. To have a specific room setup, please contact your program staff. For examples of specific room setups, see below:
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Salaries

Instructors are sent an Appointment Letter before the beginning of the semester in which they are expected to teach, that indicates the salary rate and maximum salary for the course. Please note that instructors do not receive any compensation for canceled courses.

Academic Credit Courses

The faculty salaries for academic courses are set by the CSU Chancellor’s Office through the Salary Schedule (Class Code 2322). This schedule shows salaries by appointment level relative to number of students enrolled, and it sets enrollment minimums for maximum salary. The current salary table for academic courses is linked below: 

http://www.cel.sfsu.edu/faculty/forms.cfm
Please note that the salary shown on your Appointment Letter is the maximum salary you will be paid if you have full enrollment at an assigned range (1-5) based on this salary table. Faculty who hold a current appointment in the regular University are appointed at the same range at SF State Extended Learning. For example, an Assistant Professor teaching for a campus department is appointed at the 3 range at SF State Extended Learning. Non-University faculty are generally appointed at the Instructor (2) range. If you do not know where you fit on the salary table, please contact your program area staff.

Also note that some courses are counted as more units than the credit that the course carries because of a lab or other component. For example, each lab unit is paid on a scale of 1.5 WTU (weighted teaching units). WTUs for lab and activity courses are prescribed by a standard CSU schedule. 
CEUs and Noncredit Courses

Salaries are established by SF State Extended Learning for instructors who teach CEU and noncredit courses. Program Directors will inform you of the rate of pay when they interview you for a teaching appointment. 

Security 

If you have computer lecture/demonstration stations, camcorders, and/or projectors, please do not leave your room open and unattended.  Contact the Facilities staff members at 415-817-4398, Ext. 74398 who are on duty to unlock your door Monday through Friday from 8 am-10 pm and on Saturday from 8am – 5pm. They will also lock your room if you need to leave the classroom. At other times, you should not lock the door but always leave someone in your room.  Or contact Downtown Campus Security Officers please call, either,
Djajadi Pamudji


(415) 314-7005
Miguel Fuentes Reyes

(415) 314-7005
For more information on University Police, see the link below:

http://www.sfsu.edu/~upd/ 

University Police non-emergency line: (415) 338-7200
Schedule Changes 

Students will be notified of any schedule changes by phone and/or email. Please make sure all student information is current and notify Enrollment Services at (415) 405-7700 [press 5 for receptionist] for any scheduling changes at your earliest convenience.

Syllabus  

You must provide information at the first class meeting about the general requirements and goals of the course, and the general criteria upon which students will be evaluated. Make that information available in the form of a typed or computer-generated syllabus no later than the second-class meeting. File a copy of the syllabus with the program coordinator. Each syllabus must contain -- at a minimum -- course information, course objectives, course outline or calendar, requirements, grading standards, contact information, and expectations for appropriate student conduct. 
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Technology Requests  
Whether your class is scheduled in a computer lab or lecture/demo room with a computer and projector set-up, please specify all hardware and software needs for your class using the link below:

http://www.cel.sfsu.edu/faculty/technology.cfm#techrequests 
Under “Tech Requests” select Tech Request Form. Tech request forms must be filled out even if the software is included in the standard set-up list. (See additional link below)  Technology requests are due no later than two weeks before the first class meeting.  This is to ensure that all classes are properly set up and configured.  Last minute requests are the lowest priority and often cannot be filled.  Our staff will do everything possible to best meet your needs and we will notify you, in advance of your class, if we are unable to fulfill your request.

For a comprehensive list of current hardware specifications and software applications/versions please go to this link: http://www.sfsu.edu/~downtown/operations/welcome.html  and under “Technology Services” you can choose a list of hardware or software for Mac or PC.

Audio/Visual Requests

Standard A/V equipment in each room available to the instructor includes video projectors and VCR/DVD combo player, cable and internet access.  PC’s and Macintosh computers can be connected to the overhead projector.  Please be sure to bring any necessary adaptors for your laptop.

Additional equipment available vial technology request include: camcorders, slide projectors, audio cassette recorders, transparency projectors, conference speaker phone, flip-charts/easel and more.

Textbooks 

Program staff orders textbooks. The cost to the students is included in course fees. Copy fees are included in the course fee if the instructor has a reader duplicated by ImPress Copy Service.  Please contact program staff if you wish to 
place a class order for a book from the SF State bookstore, or if you need any materials copied. 

Transcripts 

If student’s requests an unofficial SF State transcript, they can access their record by visiting my SFSU at http://www.sfsu.edu/student using their SF State Extended Learning Student ID and SF State Password.
U

Unit equivalency

All academic programs follow the unit equivalency listed below:

1unit  =  15 instructional hours

All non-academic programs following the CEU equivalency below:

1CEU = 10 instructional hours
V

Verification of Enrollment

Students can confirm their class schedule by either calling SF State Extended Learning’s TouchTone registration number, (415) 405-4321, and following instructions or by accessing SF State’s Student Information Web site at www.sfsu.edu/student. Students who cannot access either of these systems can call (415) 405-7700 for enrollment verification. Students should check their schedules after the payment due date for each of their courses to make sure their payments were successfully processed. Students who wish to drop courses must call (415) 405-7700. Students are not automatically dropped for non-attendance.
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Website 

For SF State Extended Learning’s homepage, please see link below:

www.cel.sfsu.edu
Weekend classes

If you are teaching on the weekend, please plan your class so that you and the entire class will leave the classroom by 5:15 pm. On Saturdays or after hours Monday through Friday Central Operations is available for assistance by calling (415) 817-4398. 

Withdrawals

A student must officially drop course(s) and request a refund by the drop deadline. To drop a course, submit a SF State Extended Learning add/drop form in person or call (415) 405-7700. The effective date of a refund is the day the add/drop form is received by SF State Extended Learning. Students are automatically dropped for non-payment.

Updated - December 9, 2011
office of the university provost 


1600 Holloway Avenue


San Francisco, CA 94132-4111


Tel: 415/338-1141


Fax: 415/338-2514
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