
SESSIONAL

FACULTY
NOTES



These notes are intended to assist you in your work at McMaster University as Sessional Faculty or Sessional Music Faculty. If after having read this information you have questions or concerns, please contact your Departmental Administrative Coordinators, Administrators or your Area Secretary. You should also have received a copy of McMaster University & CUPE Local 3906 Unit 2 Collective Agreement.

Please note that extra information may also be provided by your department.

In the event of a conflict between these Sessional Faculty Notes and McMaster University & CUPE Local 3906 Unit 2 collective agreement, the collective agreement shall prevail.
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INFORMATION FROM THE CANADIAN UNION OF PUBLIC EMPLOYEES, LOCAL 3906, UNIT 2
CUPE Local 3906 (B108 Wentworth House)
Ext: 24003 ~ E-mail: staff@cupe3906.org  ~ Website: http://www.cupe3906.org  
The Canadian Union of Public Employees is Canada’s largest union, representing more than 500,000 workers in a wide range of occupations. CUPE encourages all members to participate actively in their Local and contribute to improving their working conditions. Local 3906 at McMaster represents 3000 workers in 3 bargaining units, including Sessional Faculty (Unit 2), Teaching and Research Assistants (Unit 1), and Post-Doctoral Fellows (Unit 3).  CUPE 3906 is governed by Local By-Laws debated and ratified by the general membership.  

There has never been a better time to be a CUPE 3906 – Unit 2 member.  Earlier this year, driven by a strong membership and with great support from CUPE members and allied workers at McMaster and across the country, your bargaining team negotiated a new Collective Agreement, which saw major gains in wages, benefits and job security. Your department is responsible for providing you with a copy of your new contract, which will be available this Fall.  Bargaining will commence again in early 2010.  

Bargaining Team, Executive, and other committee representatives are elected by and from the membership.  Membership meetings are held once a month, and give all members the chance to contribute to and vote on issues affecting them.  An active Stewards’ Council brings together representatives from each department and Unit.  Please contact president@cupe3906.org to find out about open positions. 
What is The Mandate of CUPE 3906?

The primary mandate of CUPE 3906 is to represent the interests of its members as employees of McMaster University. This responsibility includes but is not limited to:
1. Bargaining our Collective Agreements with the University Administration

2. Improving the working and learning conditions of McMaster workers and students

3. Ensuring employer compliance with our CA, including through filing grievances 

4. Promoting health and safety, including through advocating around equity issues and defending against all forms of harassment and discrimination

5. Promoting peace, justice and democracy locally and (inter)nationally
To this end CUPE 3906 is committed to the quality of education and fights for…
• Improved access to post-secondary education through affordable tuition 

• Pedagogically sound class sizes

• Universal access to all necessary learning resources for students and educators 

• Appropriate levels of support services

• Clean, safe and accessible classrooms and learning environments
• A voice for all university workers in all areas of the university

• Fair wages, benefits and working conditions for members and all university workers
GENERAL INFORMATION

CANCELLATION OF CLASS

In the event of a planned or unplanned instructor absence, please refer to ARTICLE XVII - LEAVES of the collective agreement.

If you are unable to meet a scheduled day or evening class you must notify your Department as soon as possible.

NOTE: You must contact the Department if you are canceling an evening class during regular office hours and no later than 4:00 pm on the day of cancellation.

The Department will notify you in the event that all evening classes are cancelled due to inclement weather or for any other reason. You should review the Storm Emergency Policy and Procedures at:

http://www.mcmaster.ca/policy/storm_emergency_policy.pdf
In the event that the University makes an early morning decision to close the University, the announcement will be communicated through campus and local radio station by 6:30 am.

In Hamilton:

· OLDIES 1150 am/K LITE 102.9 fm

· CHAM 820 am

· CHML 900 am/Y108 107.9 fm
· CFMU 93.3 fm

· WAVE 94.7

· CHTV

In addition, CFMU 93.3 FM will provide more detailed information. This information will also be communicated via the University’s website (http://dailynews.mcmaster.ca). Public Relations will try to arrange to have McMaster University mentioned explicitly. No one other than Public Relations is authorized to call the media about the closing of McMaster University, and local radio and TV have been asked not to pay attention to other calls.
If scheduled instructional hours of a Sessional Music Faculty are cancelled on a day when McMaster University is closed under the Emergency Storm Closure policy the Sessional Music Faculty will be paid for those cancelled instructional hours, as per Article 14.08 of the collective agreement.
CLASSROOM CHANGES

If you wish to change your classroom from the one originally allocated to you, contact your Department to request the change. If approved, the Examinations and Scheduling office will post the appropriate signs for students and update the University website timetable.

LOCKED CLASSROOMS

Classrooms are expected to be unlocked. Occasionally, you may find a classroom locked. In the event this happens contact Security Services at ext. 24281 and an officer will open the room for you. You may be asked to present identification. Make sure you let your Department know so that steps can be taken to try to ensure the problem will not occur again.

CLASSROOM MALFUNCTIONS

The Classroom Hotline, which is ext. 22761, should be called if you have problems in your classroom(s) with, broken desk or blackboards, malfunctioning clocks, etc. You can also contact the Classroom Hotline via e-mail at vpadmin@mcmaster.ca.

SECURITY

Dial “88” from any University phone to reach Security Services.

Emergency Telephones are located at various locations throughout the campus and campus parking lots, identified by the bright red posts. S.W.H.A.T., the McMaster Student Walk Home Assistance Team, is a walk home or to your car service. You can contact SWHAT any night of the week at ext 27500 and a volunteer will be there to assist you home or to your car. Please also announce this information in your class.

Normally hazards in the workplace are reported to your immediate supervisor.  If you are working outside of normal business hours Monday to Friday, and you identify a workplace hazard, report the hazard to the University’s Security Services when your immediate supervisor and the head of the academic unit are not available.  Security reports dealing with Health and Safety will be forwarded to the Central Joint Health & Safety Committee.

PARKING

Please contact the Parking and Transit office for parking permits or information with respect to the various parking lots available to you.  You can reach the Parking and Transit office at ext. 24232 or at parking@mcmaster.ca or check out the information on their website at:

http://parking.mcmaster.ca.

TRAVEL PAY
Sessional Faculty teaching in Oakville, Burlington, Stoney Creek and Brantford and not residing in those places, will be paid a kilometrage allowance at the prevailing McMaster University rate for the return journey from the main campus to the appropriate branch location, per Article 14.03(a) of the collective agreement.  As of September 1, 2008 the rate is $0.40/km.
Sessional Music Faculty who reside outside the Hamilton Wentworth region and who must travel to McMaster University in order to give instruction will be provided with a travel allowance at a rate of $40.00 per trip.  An employee who resides greater than 80 kilometres from the main campus must self-declare to his/her department his/her status as eligible to claim a non-taxable travel allowance.

ACADEMIC INFORMATION

This information is intended as a guide for Sessional Faculty and Sessional Music Faculty who may be unfamiliar with McMaster University's academic regulations. Please refer to the Undergraduate Calendar for further explanation of academic and program regulations.

ACADEMIC DISHONESTY/INTEGRITY

Please review the University Policy at:


http://www.mcmaster.ca/univsec/policy/AcademicIntegrity.pdf
You may also contact the Academic Integrity Officer at: thyreta@mcmaster.ca

ACADEMIC REGULATIONS

The Undergraduate Calendar you received from your Department covers the current general academic regulations of the University. Information about academic program requirements and academic standing, terminology, grading system, examination regulations, deferred examinations, etc are all included in the Calendar. The Calendar is also available electronically at: http://registrar.mcmaster.ca/calendar.

COURSE OUTLINES

Please review critical information set out in the “Senate Resolution on Course Outlines” at:


http://www.mcmaster.ca/univsec/policy/UGCourseMgmt.pdf
Departments may also have additional requirements. Contact your Department directly to inquire about specific requirements.

DEFERRED EXAMINATIONS & OTHER POST CONTRACT WORK

Sessional Faculty and Sessional Music Faculty should refer to the current Undergraduate Calendar for academic regulations about deferred examinations. Sessional Faculty may be asked to set and mark deferred examinations. A stipend will be paid for this post contractual work and other post contractual work as per ARTICLE 14.06, of the CUPE Collective Agreement Local 3906, Unit 2. A sample form is attached for your information and these forms are available from the Administrative Coordinators, Administrators or your Area Secretary of your Department.

EXAMINATIONS

Sessional Faculty are responsible for setting and marking the final examination.

During the FALL and WINTER Academic Terms, the Office of the Registrar sets the schedule for final examinations. Appropriate forms will be mailed to you early in the term to determine length and special equipment required for the examination. The following Policies govern specific aspects of setting and conducting examinations.  It is your responsibility to be familiar with their content before setting your examinations.
Examination Ban policy: 
http://www.mcmaster.ca/univsec/policy/UGCourseMgmt.pdf
Policy on the Use of Calculators in Examinations:

http://www.mcmaster.ca/senate/academic/calculat.htm
Instructors at Examinations policy:

http://www.mcmaster.ca/senate/academic/instruct.htm
U/G Student Access to Final Examinations Policy:

http://www.mcmaster.ca/univsec/policy/AccesstoFinalExams.pdf
Retention of Examination Papers and other Graded materials:
http://www.mcmaster.ca/univsec/policy/RetentionofExamPapersandGradedMaterial.pdf
GRADE SUBMISSIONS

Grades must be submitted by the date on the Final Grade Sheets. If for any reason the Sessional Faculty requires an extension, they must contact the Departmental Administrative Coordinators, Administrators or your Area Secretary for further instruction.

STUDENT APPEAL PROCEDURES

The University has a responsibility to provide fair and equitable procedures for the lodging and hearing of student complaints arising out of University regulations, policies and actions that affect students directly. 

Further information on these procedures can be viewed at:

http://www.mcmaster.ca/univsec/policy/StudentAppeal.pdf
STUDENT COURSE EVALUATIONS

1.
All courses should be evaluated. Student evaluations, by questionnaire, which are designed by the University shall be performed for every undergraduate course (including summer courses), toward the end of the course, every time the course is offered. Students should be informed at the beginning of each course that they will be expected to participate in these evaluations. The same evaluation procedure may be used for graduate courses.

2. 
It should be made clear to the students that the instructor is not involved in the administration or the analysis of student questionnaires. Questionnaires should be distributed and collected during class time by someone other than the instructor. The instructor shall not be present during this procedure. Completed questionnaires are to be returned by someone other than the instructor to the Departmental office.

3. 
Please see Article 13 of the Collective Agreement for further information with respect to evaluations. The Senate Policy referenced in Article 13 can be viewed at:  http://www.mcmaster.ca/senate/academic/teachexc.htm
Guidelines for Members of the McMaster University Community Regarding Interactions with the Media

Although the Senate acknowledges that members of the McMaster community do not have complete control over the way in which interactions with the media might be used, it feels that as much care as possible should be taken to distinguish between an official University position and the personal views of an individual or group of individuals within the University.

To avoid confusion between the stated policies of the University and the personal or processional views of members of the McMaster community, the Senate has developed the following guidelines regarding communications with the media.  When interacting with the media, care should be taken to ensure that on all matters, both internal and external to the University, every effort is made to avoid confusion as to whether the individual is expressing a personal or professional opinion or is speaking as an authorized University representative.

However, this in no way is meant to restrict the academic freedom of speech of any member of the University community.

SUPPORT SERVICES

AUDIO VISUAL SERVICES

Classroom Audio Visual Services do their best to accommodate the needs of all

Instructors. There are rooms that are permanently equipped with AV

equipment. AV Services asks that you arrange a time for instruction for the

use of these rooms. The number of staff that are available to help you is

limited. Arranging a time well in advance of the class start date will avoid loss

of time for all. Please call ext 22761 or 22764 to arrange instruction.

Basic booking of equipment for classrooms that are not permanently equipped

can be arranged by emailing equipbkg@mcmaster.ca. Please allow ample time

– at least 3 days in advance.

CENTRE FOR STUDENT DEVELOPMENT

The Centre For Student Development addresses several different issues with

respect to Student needs, including accommodation, notetaking, and special

examination/test arrangements. Please view their website for a complete

listing of services and responsibilities at:

http://csd.mcmaster.ca
CENTRE FOR LEADERSHIP IN LEARNING and LEARNING TECHNOLOGIES RESOURCE CENTRE
The Centre for Leadership in Learning (CLL) and the Learning Technologies Resource Centre are resources for everyone who teaches at McMaster University. 
Teaching Services include:  help with any teaching issue; course feedback; course refinement or construction; seminars; and resources for teaching. Helpful online resources can be found at: http://www.mcmaster.ca/cll/for.mcmaster.educators/index.htm
Technology services include:  workshops and courses on WebCT and Learnlink. Helpful online resources can be found at: http://www.ltrc.mcmaster.ca/cms/index.htm
For more information visit the CLL in the Building T-13, room 124, ext. 24540, or visit the website at:

http://www.mcmaster.ca/cll
ELM

ELM (E-Learn@Mac) is McMaster's new Learning Management System based on Blackboard's learning system, Vista Enterprise, and is integrated within Blackboard's Community and Content Systems.
http://elm.mcmaster.ca 
E-MAIL

An email account will be provided to you following the return of a signed copy of the letter of appointment and the completion of the requisite forms.  Access will be provided for the duration of your appointment or 12 months, whichever is the later.  
EMPLOYEE PHOTO IDENTIFICATION CARDS

A Photo Identification card will be required to gain access specific areas, such as a restricted laboratory or Employee Lounges.  
Photo Identification Cards are normally produced in room 126 in Building T-13 Monday to Friday from 8:30am to 4:30pm on a first come first served basis.    If these arrangements do not work for you, contact Glen Amis at ext 26302.
You will need to bring photo identification, your employee number, and your letter of appointment with you.  If you need to gain access to specific work-related areas, your supervisor will need to send an email to Glen Amis, Security Technology Administrator, for your card to be programmed for that specific area.  The card programming is done electronically.

If you lose your card, contact Security Services dispatcher immediately at ext. 24281 and have your card deactivated. You are responsible for any access gained with your card.  Our dispatch center is open every minute of every day.  If you locate your card afterwards, contact Security Services dispatcher at ext 24281 to have your card re-activated.

Your card will be deactivated at the end of your appointment.  Please return your photo identification card to the administrative staff in your department, as it can be re-activated should you receive another appointment in the future.

http://www.mcmaster.ca/uts/security/photoid/index.html
EMPLOYEE LOUNGES

University Employee Lounges are available to all employees of the University upon obtaining an Employee Photo Identification Card.  The locations of the Employee Lounges are as follows:
· Health Science Complex, 3rd Floor

· A.N. Bourns Science Building, Room 273

· Burke Sciences Building, Room 239A

· Downtown Centre, 1st Floor

· Downtown Centre, 2nd Floor

· Downtown Centre, 4th Floor

· Campus Services Bldg., Room 201

· Commons Cafeteria Lounge

· Gilmour Hall, room B106

· Michael G. DeGroote Centre for Learning, 4099
· Michael G. DeGroote Centre for Learning, 5099
· Degroote School of Business, Room 237

· Kenneth Taylor Hall, Room B109
· Ivor Wynne Centre, Room 217
INSTRUCTIONAL RESOURCES

Office space, email, telephone access, and photocopying are arranged through your own Department.  Sessional Faculty shall have access to a mailbox or file for mail and secure storage space for course materials.  Office and instructional materials related to your instructional responsibilities will be available on the same basis as faculty members in the academic unit.  Please contact the Departmental Administrative Coordinators, Administrators or your Area Secretary for further information.

Please see Article 12 of the collective agreement for information with respect to other instructional resources.

LIBRARY PRIVILEGES

Sessional Faculty are entitled to library card privileges with no user fee.

Please present a copy of your McMaster University Employee Identification Card contract at the library main circulation desk and a card will be issued for your use. In some cases a letter may be required to confirm your appointment. You can get a letter from your Departmental Administrative Coordinators, Administrators or your Area Secretary outlining start and end dates and the nature of your appointment.

PAYROLL

McMaster University pays using Direct Deposit. Please provide your

Departmental Administrative Coordinators, Administrators or your Area

Secretary with a VOID cheque and completed direct deposit form (please see attached).

Ensure that Payroll has your updated address for the mailing out of T4 slips.

RECORD OF EMPLOYMENT

Please contact Payroll at extension 24888 for a Record Of Employment (ROE). Neither Human Resources nor your Department can provide this information.

Useful Website Addresses

ACADEMIC FREEDOM:

http://www.mcmaster.ca/senate/academic/acafreed.htm
ACADEMIC INTEGRITY OFFICE:
http://www.mcmaster.ca/univsec/policy/AcademicIntegrity.pdf
BOOKSTORE: 


http://titles.mcmaster.ca
CENTRE FOR STUDENT DEVELOPMENT: 
http://csd.mcmaster.ca
COLLECTIVE AGREEMENT: 
http://www.workingatmcmaster.ca/med/document/sessional-faculty-2010-1-42.pdf
COURSE EVALUATIONS: 

http://www.mcmaster.ca/senate/academic/teachexc.htm 

COURSE OUTLINES: 

http://www.mcmaster.ca/univsec/policy/UGCourseMgmt.pdf
C.U.P.E: 



www.cupe3906.org   (Canadian Union of Public Employees, Local 3906, Unit 2)
EXAMINATION BAN:

 http://www.mcmaster.ca/univsec/policy/UGCourseMgmt.pdf
FINAL EXAMINATIONS:

http://www.mcmaster.ca/univsec/policy/AccesstoFinalExams.pdf
HUMAN RESOURCES SERVICES:
http://www.workingatmcmaster.ca 

HUMAN RIGHTS AND EQUITY SERVICES:
http://www.mcmaster.ca/hres/index.html 
OMBUDS OFFICE:

http://www.mcmaster.ca/ombuds/ 
PARKING & TRANSIT: 

http://parking.mcmaster.ca
PAYROLL:


http://www.mcmaster.ca/bms/BMS_FS_Payroll.htm
STORM PROCEDURES: 

http://www.mcmaster.ca/policy/storm_emergency_policy.pdf
STUDENT APPEALS:

 http://www.mcmaster.ca/univsec/policy/StudentAppeal.pdf
STUDENT DISABILITIES: 

http://www.mcmaster.ca/senate/student/studisabled.htm 
TELECOMMUNICATIONS DIRECTORY: http://telecom.mcmaster.ca/directory.cfm
McMaster University

Sessional Faculty Post-Contract Payment Form

Article 14.06, CUPE 3906, Unit 2 Collective Agreement states:

“ In the event that after the contract expiry date an employee’s employment supervisor requests the employee

to: re-read papers or exams, attend appeals, deal with cases of academic dishonesty, grading or regrading late

papers or exams, and in the event that the employee agrees to perform such extra work, the employee will

receive extra remuneration based on a per diem rate or fraction thereof (i.e. hourly rate):

May 1, 2008 - $399.00 per diem, $57.00 hourly


May 1, 2009 - $413.00 per diem, $59.00 hourly
Payment will be made within one month after the completion of the work, subject to payroll deadlines.”
INSTRUCTIONS

Form to be completed by Sessional Faculty
Please read all instructions and guidelines (on reverse) carefully before completing this form.

Provide details about the course, students and the nature of the work (i.e. number of exams set, number of students) requested

by your supervisor. Obtain supervisor signature and return to your Department/Program Administrative Coordinator for

processing of payment. Copies of supporting documents are required (e.g., “change of Grade Form” from the Faculty’s Office of the Associate Dean (Studies), and should be submitted with the completed “Post-Contract Payment Form”. Cheques will not be issued separately if you are currently receiving a regular pay. Payment will be made within one month after completion of the work, subject to payroll deadlines.

Sessional Faculty’s Name: _________________________________ 
Employee #. ________________________

Department: _____________________________________________

Course(s) Taught: _________________________________________ 
Term & Session: ____________________

ACTIVITY (See Guidelines REVERSE re: Post Contract Work & Hours of Work)

Activity






 Number 


Hours

Setting Exam(s)
 _________________ 
_______________

Re-read Paper (s) 
 _________________ 
_______________
Re-read Exam(s) 
_________________ 
_______________

Attend Appeal(s) 
_________________ 
_______________

Grade or Re-grade late Paper(s) or Exam(s) 
_________________ 
_______________

Dealt with Case(s) of Academic Dishonesty 
_________________ 
_______________

Total Time Spent on Post-Contract Work 
_________________

Total Remuneration due (base calculation of
appropriate per diem or fraction thereof - see reverse

for guidelines) 
_________________

________________________________ 

Date __________________
Sessional Faculty’s Signature

______________________________ 


Date ________________

Supervisor’s Signature

Guidelines On Post Contract Work & Hours of Work

The hours cited for post-contract work on this form are a guide for Sessional Faculty, and supervisors. It is

understood that the length of time for Sessional Faculty to complete a given task varies depending upon, for

example, the length and complexity of the exam or paper to be graded.

EXAMPLES:

a)
Setting Exam 
60 minutes

or time as approved by Supervisor

b) 
Grading Exam 
20 minutes

or time as approved by Supervisor

c) 
Re-grading Exam 
20 minutes

or time as approved by Supervisor

d)
Grading Papers
30 minutes

or time as approved by Supervisor

e)
Attend Appeal 
Time as approved by Supervisor

Note: “contract expiry date” is the end of normal duties, i.e., the later of the date by which exams are to be marked or the end

of the examination period.

McMaster University

Sessional Faculty Supplemented Fees

This form is in accordance with Article 14.02, CUPE 3906, Unit 2 Collective Agreement:
“In addition to the wages as laid out in Schedule ‘A’, the employee shall be eligible to receive supplemented fees (paid as a lump sum) based on official class size as follows:

May 1, 2008

Per Three Unit Course: $5.35 for every student who exceeds 80 students
Formula: (Official Class Size - 80) x $5.35 = lump sum amt.

Per Six Unit Course: $10.70 for every student who exceeds 80 students

Formula: (Official Class Size - 80) x $10.70 = lump sum amt.

May 1, 2009
Per Three Unit Course: $5.75 for every student who exceeds 75 students

Formula: (Official Class Size - 75) x $5.75 = lump sum amt.

Per Six Unit Course: $11.50 for every student who exceeds 75 students

Formula: (Official Class Size - 75) x $11.50 = lump sum amt.
Please complete one form for each course exceeding the threshold.
Sessional Faculty’s Name:
________________________________________________

Employee Number: 

____________________________________________________
Department:


____________________________________________________
Course Taught: 

____________________________________________________
Term and Session: 

____________________________________________________
Course Enrolment: 

_____________________

____________________________________ 
___________________________________

Sessional Faculty Signature 



Date
____________________________________
___________________________________

Supervisor Signature 




Date

Return completed form to Department Administrative Coordinator/Administrator/Area Secretary.

Release of Teaching Evaluations

Article 13.02(c) of the collective agreement provides that student ratings may be made public by the University with a Sessional Faculty’s written permission. It is understood that there shall be no reprisal against any Sessional Faculty who chooses not to give such written permission.
By granting permission to McMaster University to release publicly, through the McMaster Students’ Union (MSU) and the McMaster Library, a summary of students’ responses to the summative question on the student course rating form, I understand that:

1. 
the summary (example available from department office) consists of the number of students selecting each response and the mean and median of all responses;

2. 
the MSU has agreed to disseminate the information without editorial comment or recommendation, to restrict electronic access to current and incoming McMaster students, and to maintain electronic access for no more than four academic years after the year in which the course is taught;

3. 
my permission covers any future undergraduate or MBA courses taught by me (except courses already underway on the date permission is granted), until and unless I withdraw this permission;

4. 
I can withdraw this permission at any time by notifying my Chair (or equivalent), and such withdrawal will take effect with regard to all future undergraduate and MBA course taught by me (except courses already underway on the date my permission is withdrawn) until and unless I grant permission once again;

5. 
should I exercise my right to withdraw, I shall be given an annual opportunity to grant permission once again;
6. 
the conditions governing the MSU’s dissemination of the released information were drafted by a Senate mandated implementation committee.

Please check whichever applies:
	· I GRANT
· I DO NOT GRANT
	permission for the release of a summary of students’ responses to the summative question on the student course rating form.


NAME (PLEASE PRINT): _____________________________________________

DEPARTMENT: _____________________________    FACULTY: ____________________________

DATE: ______________________    SIGNATURE:_______________________________

NB: IF THIS FORM IS NOT RETURNED, IT WILL BE PRESUMED THAT THE INSTRUCTOR HAS DECLINED PERMISSION FOR THE RELEASE.

(Distribution: one copy to be retained by the signatory; one to be retained by the signatory’s Department Chair; and one to be retained by the signatory’s Faculty.)

DEPARTMENT NOTES:








