


























































Desk Copies 

Effort 
Certification 

Faxes 

When your book list is listed directly with the UW Bookstore via email or 
phone, you should immediately mention that you would like them to 
request a desk copy for you. The copy will be sent directly to your office 
address. 

If you list your book list on the Faculty Center site, you will still need to 
contact the UW Bookstore and tell them you would like them to request a 
desk copy for you. Just listing on the Faculty Center site is not a 
sufficient request. 

If the publisher cannot comply with a desk copy, you can go to the UW 
Bookstore and borrow against a desk copy account that they will set up 
for you. 

If you send your TA to the UW Bookstore for the desk copy, a letter 
MUST be sent with the student saying that you give permission to borrow 
the book against your account. 

California/Princeton desk copies are all marked "not for resale." You will 
need to request any desk copies directly from them. 

If you are payrolled on funding other than 101 money or gift accounts, 
you will be required to go to training or take an on-line course for the 
ECRT system (Effort Certification and Reporting Technology). The 
training and certification fulfill a federal requirement for reporting 
commitments to sponsored projects. "Certifiers" are: Faculty, academic 
staff, and Pis with effort on sponsored projects. These individuals certify 
their own effort. Pis certify for graduate students, postdocs, and non-PI 
classified staff who work on their projects. The ECRT on-line certification 
is done twice a year. The on-line certification process is relatively new 
so the university is still in the process of getting it to run smoothly. For 
more information on ECRT, check out the website on the Research and 
Sponsored Programs website at www.rsp.wisc.edu/effort/training. 

The fax machine is located to the right of the reception desk, directly in 
front of Marilyn's desk. The dialing procedure for sending faxes is the 
same as using the telephone. Faxes are placed face down on the fax 
machine. Your department professional allowance will be charged as 
follows for faxing: domestic faxing- the first 1-5 pages at 50 cents per 
page, the next 6-10 pages at 25 cents per page and 11 pages and more 
at 10 cents each. International faxes are charged out at $1.50 per 
minute. Please put your name on the confirmation sheet when the fax 
has been sent and give it to me. 
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Leave 
Accounting 

Parking 

Payroll 

Once a month you will receive two yellow leave accounting forms in your 
mail box. One of these forms shows your leave balances and is for your 
records. This information can also be found online by logging in to "My 
UW" and clicking on the "Work Record" tab. 
The other form is for you to report your (sick) leave usage for the prior 
month. Complete, sign, date and return the form to me. If you misplace 
your form, you can print another copy by logging in to "MyUW" and 
clicking on the "Work Record" tab. Failure to complete and submit 
leave reports can result in a reduction of sick leave accrual. 

Information on Leave and Leave Reports can be found at 
http://www. bussvc. wise. ed u/ecbs/em p-leave-menu. htm I 

Sick Leave Reporting: 

Full time employees report sick leave in half and full days (4 hours and 8 
hours) according to the following chart: 

If you miss: 
, Report leave of: 

< 2 hours 
0 hours 

2-6 hours 
4 hours 

>6 hours 
8 hours 

Guidelines on the Sick Leave Policy are found at 
http://www. wisconsin.edu/hr/upgs/upg 1 0. pdf 

Parking permits are valid September 1st thru August 31st. Every June you 
will have to request a new permit for the next year. You will receive an 
email reminding you to request your permit only if you have a current 
parking assignment. You will be notified some time towards the end of 
July about your annual parking assignment. The email will also include 
the last day to claim your parking assignment. It is very important that 
you do not miss this deadline if you want your assigned parking space. 

Information regarding Lots and Parking Permits can be found at 
http://transportation. wise. edu/parking/Permit General info. aspx. 

If you have any questions related to parking, please let me know. 

You are paid monthly, starting in October. Below is a chart that shows 
the pay period and the related pay dates for academic year 2011-12. 
Your check will be direct deposited, provided you have filled out the 
authorization form. Your earnings statement can also be found by 
logging in to "MyUW" and clicking on the "Work Record" tab. 

8/29 to 9/28 
9/29 to 1 0/28 
10/29 to 11/28 
11/29 to 12/28 

September 30 12/29 to 1/27 February 1 
November 1 1/28 to 2/27 March 1 
December 1 2/28 to 3/28 March 30 
January 3 3/29 to 4/27 May 1 

4/28 to 5/27 June 1 
If you teach during the summer and want to know when you'll be paid, 
please let me know. Summer payrolls don't follow the above schedule. 
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Professional To help defray some of your professional expenses, the dept. allows 
Allowance Associate and Full professors $100 and Assistant professors $125 per 

semester. This allowance is used for professional expenses of copying, 
telephone usage, faxes, UPS shipping, postage, etc. The allowance 
covers just one semester and any unused balance doesn't carry over into 
the next semester. This allowance mainly covers items listed above. 
Some exceptions are allowed. If you have any questions, please let me 
know. 

Reading/Course L&S Copy Centers 
Packets 

L&S has two Copy Centers that can copy course packets for you. If you 
decide to use an L&S Copy Center, you will need to get the Dean's office 
approval. The contact person is Brian Bubenzer, phone 265-0603, email 
bubenzer@ls.admin.wisc.edu. Send a memo with an attachment listing 
all of the articles that will be used in the course packet. When you 
receive approval that all copyright guidelines are being followed, you will 
need to take an assembled course packet to one of the L&S copy 
centers located at 1650 Humanities Bldg. or 6120 Social Science Bldg. 
The L&S Copy Centers will provide an instructor copy and TA copies 
without any charge. 

Student Print 

Student Print is located at 333 E. Campus Mall on the 3rd floor. They 
produce course packets. If you have them produce your course packet, 
they'll have you sign a form stating that you are not violating any 
copyright laws. 

Student Hourly If you want to hire a student hourly worker using your grant or flex 
Workers money, I will need a student employment form filled out by the student 

and yourself. 

It is extremely important to let me know about the student hourly worker 
before you have them put in hours. If they have not worked with the UW 
before, they will have to go through the 1-9 verification process with me 
before they are allowed to work. Also if they are new, their paperwork 
needs to have time to be processed at Employee Services. 

Please see me for all necessary forms. 

The current maximum amount you can pay a student hourly is 
$13.25/hour. 

Keep in mind, for budgeting purposes, the current fringe benefit rate for 
student hourly workers is 3.5%. 
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Telephone Campus calls: Dial the last 5 digits of the phone number (no charge). 
Usage To call a campus number from off campus, dial all 7 digits. 

Calls within the Madison local calling area: Dial 9 + the full 7 digit number 
(no charge). 

Toll free numbers: Dial 9 + 1 + 800 (866, 877, or 888) + 7 digit number. 

For numbers outside the local calling area: Dial 8 + 1 +the area code + 
the full 7 digit number. 

International Calls: Dial 8 + 011 + country code + city code + local 
number 

**Note: The state does not have a contract for special international rates 
to cell phones. When calling an international cell phone, the rates will be 
much higher than a land line. Some have found it useful to utilize 
PINGO.COM. It uses the internet and will usually cost about 2 cents per 
minute. It will charge your credit card. 

For more information visit: 
www.doit.wisc.edu/teleQhone/centrex/dialing.asQ. 

Toners The department supplies one toner per semester. Your Department 
Professional Allowance will be charged the actual cost for all toners used 
in excess of the initial allqcation. 
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Marilyn Price 
Curricular Coordinator 
price@polisci.wisc.edu 

263-1877 

Curriculum/Course Scheduling • Keys • Expense Reports 

Standard Class 
Meeting Times 

Scheduling Your 
Courses 

Summer Sessions 

Honors Designations 

Class Rosters 

Classrooms 

Standard Class Meeting Times are adhered to by all departments and faculty at 
the University to help the room scheduling people fit the most classes in the 
various buildings and rooms around campus. (See attachment D) 

Every September/October, you will be asked by your field chair to choose the 
courses you would like to teach for the upcoming academic year (fall and spring). 
You will fill out the Course Detail Information Form (see attachment B) and email 
it to your field chair. Please see the link to the undergrad catalog web page for 
possible Political Science courses that you may want to teach -
(http://pubs.wisc.edu/ug/lOiettsci/depts/polisci.html). 

The link to the graduate catalog is­
(www.wisc.edu/grad/catalog/letsci/polisci.html). 

Please see attachment A called, ({Things You Should Know for Scheduling 
Courses." It contains most of the information you will need to complete your 
Detail Course Information Form. 

Summer session instruction must be requested, for budget purposes, and 
submitted to Tammi around October when she sends out her email to all faculty. 
Summer session codes and meeting dates can be found at 
http://www.dcs.wisc.edu/campus-info/summer-session-codes.htm. 

Attachment C, ({Honors Designations" information will help explain the various 
honors options for teaching your courses. You must request to teach honors by 
contacting Tammi so that it gets included in the academic year budget request. 

Class Rosters can be accessed by the instructor at any time in order to email 
your students, check the enrollment numbers, find out what academic level they 
are or find the students' ID's. This roster can be printed or saved to Excel. (See 
attachment K, titled, "Class Roster Access"). 

It is suggested that instructors check out their classrooms by going to 
http://www2.fpm.wisc.edu/support/Ciassrooms/Ciassrooms.htm and/or by 
physically visiting the rooms. Make sure your rooms are conducive to your 
teaching needs before classes begin. If a permanent room needs to be changed, 
please see attachment E. 



Please see me for keys to your office. Also, if a student needs a key 

Keys 
to your office as a PA, I will need an email from you stating this. Please 
indicate how long the student will require your office key. Student 
will pay a $25 deposit. 

A- Things to Know for Scheduling Your Courses 
B- Course Detail Information Form 
C- Honors Designations 
D- Standard Class Meeting Times 
E- Requesting a New Permanent Classroom 
F- Independent Study Course Information 
G- Timetable Symbols and Terms 

Attachments H - FIG (First Year Interest Group} 
I- Credits and Meeting Hours 
J - Giving Permission and Waiting Lists 
K- Class Roster Access 
L - Service Learning or Community Based courses 
M- Communication B Requirements 
N - Writing-Intensive Courses 
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A 
Things You Should Know for Scheduling Courses 

ACADEMIC YEAR (A Y) COURSES: 
Early in the fall, a memo is sent out from the Chair calling for faculty to select the courses 

they would like to teach for the following Academic Year- which means for the following fall and 
spnng. 

1. You will give your two choices to your field chair for his/her input and approval. 
• Certain courses need to be taught during specific terms, assuring that a variety 

oftopics being covered. 
• They make sure you choose a graduate course and 3 undergrad courses for the 

AY. 
• They check that the same faculty do not teach the large Introduction courses all 

the time. 
• You must schedule your teaching times and days with your field chair. Please 

be flexible - field chairs must take many factors into consideration to create a 
schedule that provides for maximum student access and avoids key course 
conflicts. 

2. The field chair sends his/her field course offering list for fall and spring to the 
department chair for approval. 

3. I email faculty a "course detail information form" for fall and spring. After 
consultation with your field chair- fill them out and email them to your field chair. I 
get the details I need from your field chairs so I can enter the data into ISIS (our 
timetable data base for the university). 

• Some questions asked on this form, i.e.: Course numbers, titles, enrollment 
caps, days/times to teach, room characteristics needed, how many credits, and 
whether you want to request to teach an honors section. 

4. The day/time schedules for Political Science for fall term are given to Liane Kosaki 
(undergrad) and Barry Burden (graduate). They can see the complete picture of the 
courses being offered and whether they conflict. 

COURSE SCHEDULING QUESTIONS- see Marilyn and/or your field chair. The UW uses the 
term TIMETABLE. This covers: 

• Anything about the courses you will be teaching 
• Questions about times and days you want to teach 

· • What are your choices for seating and technical equipment 
• Requesting discussion sections to be taught by T A's 
• Teaching a seminar (usually around 20-30) 
• Teaching a lecture for 40 or 50 students and getting a grader? 
• Requesting to teach 1 00 students as a lecture and be assigned a T A who does 

not teach, but assists you (that would be a non section TA) 
• Enrollment sizes 
• Teaching a course for honors credit 
• Teaching an honors section 
• Requiring students to ask you for consent to enroll in your course 



Things You Should Know cont. 

GRADUATE COLLOQUIUMS/WORKSHOPS: 
When making your scheduling request, avoid the times that the major workshop in your field 
meets. This year the workshop times are: 

, 987 Comparative Politics Colloquium Wednesday from 1:30-2:45 
988 International Relations Colloquium Tuesday from 12:30-1:45 
989 American Politics Workshop Monday from 12:00-1:15 
900 (986) Political Philosophy Colloquium Friday from 12:00-1:15 

Also, please do not schedule classes during the department meetings on Wednesday from 
12:00-1:15. 

NON-SECTION TA 
The minimum enrollment for this lecture is 100 students. There are no sections. The 
course is offered for 3 credits. Some of the responsibilities of a non-section TA: The 
T A does some grading; can be expected to give a lecture at some point; does not teach 
a discussion section; has office hours; may be the first contact point for the student 
instead of the instructor; is responsible for learning how to navigate learn@us, which 
has the course readings and provides a "drop box" for students papers; and is usually 
given specific duties spelled out by the instructor such as keeping attendance, course 
reading preparation, arranging for exam and review classrooms, and conducting . . 
review sessiOns. 

SECTIONTA 
Each discussion section T A teaches four discussion sections of 18 students each for a 
total of72 students (Two TA's would be 8 sections of 18 each for an enrollment limit 
of 144). Please note: Marilyn must have all TA and non-section TA requests for the 
academic year (fall & spring) in to Liane early October for them to be considered for 
inclusion in the TA proposed budget. 

HONORS SECTIONS 
If you plan to teach a course or a discussion section for Honors credit, you must 
indicate this on your fall and spring course detail information forms so that it can be 
included in the proposed Honors budget (due early fall). 

GRADER 
Courses with enrollment over 40 can be considered for a grader if you indicate you 
would like one and funds are available. At the Chair's discretion, courses with 
enrollment under 40 may receive a grader if the grading responsibility ofthe class is 
heavy and funds are available. The grader will help with the grading (up to 75% of 
the course grading). They do not instruct and they do not have office hours. A course 
receiving a grader will be a 3-credit course being taught two or three times a week for 
a total of 150 minutes. 

CONSENT OF THE INSTRUCTOR 
This means that you choose to restrict enrollment for your class by requiring all who 
want to enroll to contact you for your consent (permission) to enroll. Then you will 
need to let the front desk person know that the student should be authorized so that 
they can actually enroll in your course. Consent is not recommended on courses larger 
than 25 students. 



Things You Should Know cont. 

ROOMS 
Requesting Room Characteristics: Remember that the more specific room 
characteristics you request restricts the number of rooms that will be available to you. 
There are relatively few rooms on campus with seminar seating. Requesting a seminar 
room usually limits your room selection substantially. Also, the small rooms for 20 or 
so may not have good technical equipment. Keep in mind that if you request to teach 
your course/s during the peak prime times, i.e.: 9:55, 11:00, 12:05, 1:20 and 2:25 that 
the "good" rooms will be in high demand. 

Room 211 may not be reserved for any classes. Make-up exams and McBurney 
exams should not be scheduled in 211. A special event classroom should be requested 
at the front desk. 

The Ogg Room (422) may only be used for graduate classrooms. If you choose to 
teach in Ogg, be advised that it is Political Science policy that if the room is needed 
for prelims, candidate job talks, etc., you will have to meet in another classroom­
request this temporary room at the front desk. 

Credits and Meeting Hours: 
4 credits= lecture with discussion sections (undergrad)-

2Yz hours oflecture meeting time - 150 minutes (either two 75 minutes per week or three 50 
minutes per week) and one 50 minute discussion section 

OR 
3 credits= lecture with discussion sections (undergrad)-

An instructor could teach a course in a 3-credit an hour format, with the course meeting 100 
minutes for lecture (two meetings of 50 minutes each/week) and a 50 minute discussion 
section. This configuration cannot be used on large introductory courses (103, 104, 106 or 
209) with enrollments of 288 or more. 

Standard Class Meeting Times for Fall and Spring Terms 

50 Min 
MW, MF, MWF, TR, WF 

7:45 - 8:35 
8:50 - 9:40 
9:55 - 10:45 

11 :00 - 11 :50 
12:05 - 12:55 

1:20 - 2:10 
2:25 - 3:15 
3:30 - 4:20 
4:35 - 5:25 

75 Min 
TR,T,R 

8:00 - 9:15 
9:30 - 10:45 

11:00- 12:15 
1:00 - 2:15 
2:30 - 3:45 
4:00 - 5:15 

Evenings 

75 Min 
M, W, F, MW, MF, WF 

8:00 - 9:15 
2:30 - 3:45 
4:00 - 5:15 

Evenings 

75-115 Min 120-150 Min 
One Day a Week One Day a Week 

7:45 - 9:40 Between 7:45AM- 10:45 
1:20 - 3:15 After 2:25 PM 
3:30 - 5:25 

Evenings Evenings 

3 credit undergrad 695 seminars are scheduled for 2 or 2 1/2 hours usually one day a week 
Grad seminars - 3 credits - is taught for 2 - 2 Yz hours usually one day a week in the 
afternoon/ evening. 
401 must be taught at least 2 days a week 
4 credit undergrad w/sections need 150 minutes/week lecture+ 50 min/week discussion 
3 credit undergrad w/sections need 100 minutes/week lecture + 50 min/week discussion 
3 credit undergrad without sections need 150/minutes/week lecture 

AM 



Things You Should Know cont. 

-- Additional restriction for 75 minute undergraduate lectures: classes scheduled on MW, MF, 
WF, or M, W, Fat 9:30-10:45, 11:00-12:15, or 1:00-2:15 must receive Dean's recommendation 
and Provost's approval to be taught. 

Note: If approved, these sections and any 75 minute sections not starting at the specified 
begin times are considered non-standard and will receive a lower priority in the room 
assignment process. 

Distribution of Class Hours 
Departments are expected to schedule an equal share of early morning and late afternoon classes 
throughout the day. To achieve this 1/7th, or approximately 14% of a department's classes should be 
scheduled at each of the six prime time hours: 8:50, 9:55, 11:00, 12:05, 1:20, and 2:25. The 
remaining 1/7th should be scheduled using a combination of the 7:45, 3:30, and 4:35 class hours. 
Departments in excess of the distribution of class hours guidelines will receive a lower 
assignment priority. 



Detail Course Information Form B 
Sample 

Instructor: 1st Course#: -----
Course Title: -----------------------------------------------------
1) If teaching an undergrad course WITH SECTIONS, will you offer the course for 3 or 4 credits? 

0 3 credits (two 50 min. lectures and one 50 min. discussion section) 

0 4 credits (two 75 min. lectures and one 50 min. discussion section) 

2) Fill in all 3 Teaching Time Choices: (Click here to view/download standard meeting times) 

1st Choice 

2nd Choice 

3rd Choice 

Day Time 

3) What is the approximate enrollment limit? 

4) Do you want to request funding to teach this course with an HONORS section? 111Yes 111No 

5) If you are teaching a small class will you require consent for enrollment? 111Yes 111No 

6) Offer as a CommB course? 

7) Offer as a Writing Intensive course? 

8) Check the prerequisites in the Course Guide & if you have changes for fall term please state here: 

9) Check the characteristics you require in your classroom: 

D #1 Movable chairs w/attached table desk arm 
D #11 Computer projection (for PowerPoint) 

D #2 Seminar seating 
D #13 Network (ability to connect to internet) 

D #3 Fixed table w/attached chairs (lecture style in D #14 VCR (includes video projector) 
rows) D #15 DVD Player (includes video projector) 

D #4 Classroom tables & chairs D #16 CD Player 
D NO SEATING CHOICE D #17 Document camera (like overhead proj) 
D #10 Video projection on room's screen for DVDs, D #19 Built-in slide projector 

VCRs or videos D #25 Audio System (microphone) 

10} Other information: (i.e.; If you are not teaching two courses for Poli Sci in the fall, please give 
your explanation here; also indicate your Topic Title if applicable; etc.) 



c 
Honors Indicators 

Note: You must make your request to teach an honors course or honors section by 
contacting Tammi. She will send out an email in early fall asking who is interested. 
This needs to be put in the budget request for the next academic year fall and spring. 
There is also a place to indicate your desire to teach honors on the Course Detail 
Information Form. 

"HON" means Honors Students Only. 

1. You will need to indicate on your Fall & Spring course detail forms in 
October/November whether or not you would like to teach an honors course or section. 
Tammi will need to request funding in the budget for the academic year. 

2. The web enrollment will not allow a student to enroll in an HON section or course 
unless they are in the Honors Program or else they have to get permission from the 
instructor. 

3. Honors only courses and sections offer intensive, in-depth study. All middle digit-8 
courses numbered below 700 are automatically offered as Honors only, i.e. 181. 

4. The student must be enrolled in the Honors Program to enroll in a HON course or 
section. 

"HOP" means Honors Optional. 

1. Offered at the course level- no sections. 
2. The student does not need to be in the Honors Program. 
3. If a student enrolls in a HOP course, he/she will automatically get Honors credit. 
4. Often Writing Intensive. 
5. Small number class or seminars of20-25. 
6. 695 is always offered as HOP. 
7. The HOP course presents accelerated content, is taught at an honors level, and is open 

to all students. 

"HIA" means Honors Available. 

1. This indicator goes on all sections of a lecture. 
2. It is department policy not to put HIA on large courses with many discussions like 103, 

104, 106. 
3. When the student enrolls and indicates he/she wants to take it for honors credit, he/she 

gets extra work than the others in that lecture who do not enroll for honors credit. 
4. Honors Available courses or sections are "optional"- such courses have a pre-planned 

honors project or curriculum available. Any student can elect to pursue honors credit in 
an Honors Available course. Students register on line and indicate that they will take it 
for honors credit. Projects are then organized between the faculty and students at the 
beginning of the semester. These often include longer research papers, fieldwork, or 
presentations given in class. 



Standard Class Meeting Times 

Please use this chart to determine when you can offer your lecture/seminar. 
Your field chair and Barry(grad courses) or Liane (undergrad courses) will give the final 
approval for your day/time schedules. 

50 Min 
MW, MF, MWF, TR, WF 

75 Min 
TR,T,R 

75 Min 
M, W, F, MW, MF, WF 

8:00 - 9:15 

75-115Min 120-150 Min 
One Day a Week One Day a Week 

7:45 - 9:40 Between 7:45AM- 10:45 7:45 - 8:35 
8:50 - 9:40 
9:55 - 10:45 

8:00 - 9:15 
9:30 - 10:45 2:30 - 3:45 1:20 - 3:15 After 2:25 PM 

11 :00 - 11:50 
12:05 - 12:55 

1:20 - 2:10 
2:25 - 3:15 
3:30 - 4:20 
4:35 - 5:25 

11:00 - 12:15 
1:00 - 2:15 
2:30 - 3:45 
4:00 - 5:15 

Evenings 

4:00 - 5:15 3:30 - 5:25 
Evenings Evenings 

3 credit undergrad 695 seminar is scheduled for 2 or 2 112 hours 
401 must be taught at least 2 days a week 

Evenings 

AM 

D 

4 credit undergrad course w/sections needs 150 min/week lecture+ 50 min/week discussion 
3 credit undergrad course w/sections needs 100 min/week lecture+ 50 min/week discussion 
3 credit undergrad course without sections needs 150/min/week lecture 
Grad seminar - 3 credit - is taught for a 2 or 2 Yz hour lecture usually one day a week in the 
afternoon/ evening. 



E 
HOW TO REQUEST A NEW PERMANENT CLASSROOM 

PLEASE CHECK OUT YOUR ROOM ASSIGNMENTS BEFORE CLASSES BEGIN 

You should visit your classrooms way before classes begin, but you might also want to 
find your room on the web to check what media/tech equipment and seating 
arrangements are in your room - go to 
http://www2.fpm.wisc.edu/support/Ciassrooms/Attributes.htm. 

If you find that the classroom you are assigned is not conducive to a good learning 
environment, you may request a "permanent room change." Remember that Timetable 
and Classroom Scheduling will be looking for a new room for you after everyone else 
has their rooms. Selection will be limited. Procedure:· Email Marilyn 
price@polisci.wisc.edu. Include your course number and section, and the number of 
seats you need. Also note what room/building your class is presently in. Explain why 
your room is not acceptable and what you require for a new room - list the criteria for 
your room in order of importance; i.e. larger room, computer projection, DVD. A list of 
classroom characteristics from which you may request is listed below. The more 
equipment you request the more difficult it will be for the Timetable and Classroom 
Scheduling people to find you a room. 

Expect an answer via email within a week. Once you have your new assignment, you 
will be given a "move in" date. Be sure to notify your students of the correct "move in" 
date via email, etc. (including posting the change on the old classroom door). 

[·-·····i[Roo~-_Eq~-~~~e~; ~~~~;ipt-~~~~ __ 
~~----- ·-- ·--- -~·- - ·--

I 
I 

[L 1 Jl Movable chairs with attached tablet desk arms 
. 

I 
! 

I[_~ ![seminar seating (onl~ 43_ on campus) .. . ... 
I 

_] 

I 3 _j~ixed tables with attached canti~_evered chairs (lecture style in rows) 
I 

I 
.. J 

[ 4 _j[ Classroom table_s & chair: (lectu~e style in rows) 
I 

I 
.. J 

l[iO j['tideo projection on room's screen fa~ DVDs, VCRs ,;r ~ideas I 
I 

.. --· _j 

1 .. ~ 1 Jl£omputer projectio_n (for PowerPoint) . I 

\[13 l[~etwork (ability to connect to internet) I 
------ ·- -· __j 

I IG.:!_J/vcR (includ~: video projector) ' 
""'"""""•••••••••• ~-c -- --·-- I 

Iilli DVD player (includes ~ideo projector) 
l 

1
!ill[ CD Player i 

... __j 

1[17_j[oac~ment Cam~r~ (like ~verhe~~ projector) I 
... . _ __j 

@~__j[ Built-in s~i~e projector --· --· -··· _ . 
I 
I 

J 

[~JAudio Syste_m (microphone). ! 
- -· . l 
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F 
Independent Study Course Information 

199 Directed Study 
Freshman/Sophomores only 

2 credits Graded A- F 
Consent required 

681 
Senior Honors Take 681 & 682 in sequence. 

3- 4 credits 
Grade is P 

Thesis Consent required (progress) 

682 
Senior Honors Take 681 & 682 in sequence. 

3- 4 credits Graded A- F 
Thesis Consent required 

Honors Research 
Must be in Honors program. 

685 Internship in 1- 3 credits Grade is P 

Political Science 
Consent required 

691 Senior Thesis 
Seniors take 691 & 692 in sequence. 

3 credits Grade is P 
Consent required 

692 Senior Thesis 
Seniors take 691 & 692 in sequence. 

3 credits Graded A- F 
Consent required 

1- 4 credits 

Credit/No Credit -- if work 
P (Progress) or 

Jr/Sr. Must meet with an advisor 
is Satisfactory he gets the P 

Unsatisfactory 
698 Directed Study 

first. Consent required 
so he can take 699 next for 

lnternshit;!,s 
credit. If Unsatisfactory he 

must take for P 
doesn't get credit for taking 

it. 

Jr/Sr. Must meet with an advisor 

699 Directed Study first. Consent required. Grads can 1- 4 credits Graded A- F 

take this for Grad credit. 

Grads Only. Must be enrolled in 
Grade is P (NOT 

990 Research & Thesis 990 each semester as they work on 1- 3 credits 

dissertation. No Consent 
S) 

999 Independent Work Grads only. Consent required 2- 3 credits Graded A- F 

FYI: The instructor and the student agree on the course requirements and the number of credits. 

The student enters the credits as he/she enrolls in the course. 

After the 6th week chair's permission is required for student to add an independent study course. 

After the add deadline (9th week?) requires Course Change Request. This is done online and printed. 

Chair's permission, Department stamp and Instructor's signature- then they take it to 70 Bascom to 

the Dean. 
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G 
PDF TIMETABLE SYMBOLS AND TERMS 

L,isted below are the symbols and terms that are sometimes used when the 
timetable is displayed. You may want to refer to this sheet for clarification so that 
you may understand the details of the timetable more completely. Included in this 
li.sting is the lengthy explanation for the initials "geBL9'~which is a heading in the 
timetable. / 

PDF TIMETABLE SYMBOLS AND TERMS 
SYMBOL DEFINITION/EXPLANATION 
(Bold Faced, 'Credit/No Credit course: The final grade is either for Credit 
Italicized or for No Credit. No lettered grade is assigned nor is one 
Credits) entered on official documents (e.g. 1-6). Students may not take such courses 

for any other basis. 
~ Indicates the Enrollment Class Number to be entered into the enrollment sys­

tem to add and drop classes. 
R Indicates Thursday in day pattern. 
N Indicates Sunday in day pattern. 

To be arranged: Times(s), day(s); and/or location to be arranged. 
# Course is open to first year undergrads. (Some of these courses may be 

restricted to first year undergrads during SOAR.) 
11 A course in which individual instruction is presented on a one-to-one basis. 

Prior consent of the instructor and departmental approval are required for 
enrollment. 

H A course or section for Honors students only which offers more intensive, in­
depth study. An honors course is also identified by an "8" as the middle digit 
of a three-digit course number under 700. 

·! Courses are unrestricted Honors course·s open to all students. They are rec­
ommended for students planning or participating in an Honors Program. The 
enrollment system will automatically assign Honors credit. 

% Honors credit available, consult instructor. Independent work or Honors sec­
tions organized after classes begin. 

Cons lnst Consent of instructor is required. 
Con Reg Concurrent registration/enrollment: Simultaneous enrollment in two (or 

more) courses as specified by prerequisites. 
Cr/N Course graded on a credit/no credit basis. 

Terms (Timetable Column Headings) 
Title of Course-the official course title as approved by Divisional Committee. Full 
course descriptions are available in graduate and undergraduate catalogs. 
Prerequisite-the previous background, class standing or course work needed to assim­
ilate the material in the course. 
Cr-the official course credit/credit range as approved by Divisional Committee. Students 
are not allowed to enroll for more or fewer credits than are indicated. A letter from the 
instructor does not give students permission to change credits as listed. 
Call No. (Class Number)-A five-digit class number used to add and drop courses. A 
call number with an~ indicates the number to be used to begin enrollment for a course. 
Section-a descriptor indicating type of instruction, followed by a one-to three-digit sec­
tion number. Individual instruction courses list only type of instruction. 
Time-classes listed with begin times only are 50 minutes in length. 
Exam-a code number identifying the time and date of the section's two-hour Summary 
Instructional Period. (See Table of Contents for location of Final Exam Schedule). 

geBLC-Five distinct columns referring to: (g) campus-wide Communication or 
Quantitative Reasoning requirements, (e) campus-wide Ethnic Studies requirement, (B) 
L&S Breadth requirement, (L) L&S "60 credit rule" regarding course Level, and (C) L&S 
"100 credit rule" regarding courses outside L&S. 
Letters in the "g" column identify a course which counts toward either the Communication 
requirement or the Quantitative Reasoning requirement for general education as follows: 

a course counts toward the Communication Part A requirement. 
b - course counts toward the Communication Part B requirement. 
q - course counts toward the Quantitative Reasoning Part A requirement. 
r - course counts toward the Quantitative Reasoning Part B requirement. 

An "e" in the "e" column identifies a course which counts toward the Ethnic Studies require­
ment. 

Letters in the "B" column identify a course which counts toward the Breadth requirement for 
the L&S BNBS degree and specify which part of the requirement it meets, as follows: 

B - Biological Science. Counts toward the Natural Science requirement. 
H - Humanities 
1 - Interdivisional. Does not satisfy any breadth requirement. 
L - Literature. Counts toward the Humanities requirement. 
N - Natural Science 
P - Physical Science. Counts toward the Natural Science requirement. 
S - Social Science 
W - Either Social Science or Natural Science 
X - Either Humanities or Natural Science 
Y - Either Biological Sciences or Social Science 
Z - Either Humanities or Social Science 
The letter in the 't" column indicates course Level ofJhe course: 
E - Elementary 
1 - Intermediate 
A - Advanced 
D - Intermediate or Advanced 

L&S BNBS degrees require at least sixty credits in non-Elementary courses. 
Letters in the 'C' column involves L&S degree credit: 
C - Liberal Arts and Science courses offered both outside of and within L&S: 

*Pre-May 21, 2007: these courses count as part of the 100 credits required in L&S 
(100-creditrule). 
*Post-May 21, 2007: these courses count as part of the 108 credits required in 
Liberal Arts and Science courses. 

T - This designation is only relevant to L&S students who matriculated to UW-Madison 
prior to May 21, 2007. These approved courses offered outside L&S count for 
degree credit and, if available, breadth, as part of the 20 credits allowed outside 
L&S (20-credit rule). 

(Blank) - Some courses have neither a C nor a Tin the 'C" column. 
•Pre-May 21, 2007: these courses do not count for any type of credit toward an 
L&Sdegree. · 
*Post-May 21, 2007: These courses (as well as any "T" courses) may count for 
L&S degree credit as part of the 12 credits of free electives in the degree. Free 
electives in the degree do not satisfy breadth or level requirements. 

See Undergraduate Catalog (under section entitled College of Letters & Science) for com­
plete information. 

Price, My Doc., Timetable, New Fall Faculty Instructions (7/1 0) 



H 
FIG (First Year Interest Group) 

What is a FIG? 

• First-Year interest groups began with a pilot group of four FIGs in Fall 2001. The 
program has continued to grow. There are 28 FIGs in Fall 2007 enrolling about 520 
students. 

• FIGs offer new students the opportunity to be part of unique learning communities that 
help to make a smooth transition to UW-Madison. 

• A typical FIG is a learning community of about 20 first-year students who live near each 
other in the residence halls and co-enroll in three courses. 

• Each FIG has a theme that connects the courses. 

• Each FIG is led by a faculty member who teaches the "synthesizing" course and who 
integrates material from the collateral courses. 

Who teaches a FIG? 

• Teaching FIGs seminars is something that faculty ASK to do. 

• FIGs faculty must submit their proposals to the FIGs Planning Committee which selects 
which FIGs will be offered each fall. 

• FIGs faculty are generally senior professors well-known and respected in their fields. 

• FIGs faculty have been evaluated highly by their students. 

Why? 

Students sharing a common academic and social frame of reference in a small community are 
more likely to feel connected to the institution and are more likely to succeed. 
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Credits Hours: 

3 credit undergrad 695 seminars are scheduled for 2 or 2 1/2 hours 
3 credit grad seminars are scheduled for a minimum of 2 hours 
401 must be taught at least 2 days a week 
4 credit undergrad w/sections need 150 min/week lecture + 50 min/week 
discussion 
* 3 credit undergrad w/sections need 1 00 min/week lecture + 50 min/week 
discussion 
3 credit undergrad without sections need 150/min/week lecture 
CommB = TA's teach 3 sections of 12. 

I 

The number of credits for which a course is offered must accurately reflect 
the number of scheduled contact hours for faculty student instruction and/or 
discussion. A research paper on its own will not normally be considered the 
equivalent of an hour of faculty student instruction. 

For example, a three credit course would meet for three lecture hours (or 
two sessions that total 150 minutes) per week for the semester. A three 
credit course could meet for two lecture hours per week and also meet each 
week for a two hour discussion section. 

1 credit should equal 12 % hours class time or per semester 
3 credits should equal 37 % hours class time per semester. 

* 3-credit-hour for courses with discussion sections are available. (except 
introductory courses with enrollment of 360 students or more). This is an option 
for the instructor. Under this format, an instructor could teach a course in a 3-
credit-hour format, with the course meeting 1 00 minutes for lecture (two meetings 
of 50 min. each/week) and a 50 minute discussion section. 



J 
Giving Permission To Enroll 

GIVING PERMISSION TO ENROLL: 

Possibilities why a student does not meet the requirements which keeps him/her from 
enrolling: ' 

A. Not in the correct grade level 
B. Not an honors student trying to get into an honors section 
C. Has not taken prerequisite courses 
D. The class is closed/full 
E. It is past the add deadline to add a course 
F. Instructor has requested his/her course enrollment be restricted to 

consent only Consent on a course is not recommended on 
courses larger than 25 students 

If the instructor agrees to allow a student who is restricted to enroll -this is the 
procedure: 

1. If this course has an automatic wait list which Catherine Farry manages 
during regular enrollment time -email her cfarrvth@wisc.edu. 

2. If it is after the term has begun- the instructor (not theTA) emails Marilyn 
price@polisci.wisc.edu with the course number and/or section number, 
student's name, and ID number. Your permission overrides all 
enrollment restrictions. 
• The authorizations are usually entered the same day as you email 

requesting to do so. The student will need to be notified to go on line 
and enroll in this new course/section the next day. There is often a 48 
hour expiration limit for these students to add the course/section after 
authorization. 



I( 
Class Roster Access 

TA's and Instructors will access the Class Roster and E-mail list in My UW at 
https://login.wisc.edu through the 'Teaching' Tab and then through the Faculty Center. Choose 
the correct term. Your courses for that term will be listed. There are two tabs - You may either 
click the tab for e-mail or for the roster. 

Roster: 
• Click on the Roster tab. 
• Choose the course with enrollment (the icon legend tells you that the "group of people" 

has enrollment.) 
• The roster tells you how many credits "your" students are enrolled for and what grade 

level they are. 
• The names are numbered ... this is how many students are enrolled in your section at any 

given time. So, this is where you check your enrollment totals. 
• Be sure to ENABLE your class lists to be able to modify/download them. 
• Download student data to a spreadsheet for further data manipulation. When you click on 

the little spreadsheet icon, a separate window will open. If you utilize the popup blocker 
feature and experience difficulty in opening this window, please consult your technical 
staff. Ifthey are unable to resolve the issue, please contact DolT at 264-4357. 

• Print a class roster using the 'Landscape' feature. All needed information may not 
display when attempting to simply print from your browser in 'Portrait' mode, although 
this is an option. 

E-mail the class roster: 
• Click on the E-mail tab. 
• Click on the course. 
• Your lecture and sections will display. 
• You may choose to email your whole course or just one section. 
• Be sure to ENABLE your class lists to be able to modify/download them. 
• Download student data to a spreadsheet for further data manipulation. When you click on 

the little spreadsheet icon, a separate window will open. Be advised that with any e-mail 
correspondence, the user assumes the responsibility for ensuring the data is sent to a 
secure recipient. 

Notice: TA's are allowed to only view and download their own sections. When enrolled 
students want to switch from one section to another, it is a good idea for TA's to make this 
change "officially"- through the Registrar. This will make sure that the students are on the 
correct section lists, so that they will receive all of the emails associated with their particular 
section. 
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MORGRIDGE CENTER FOR PUBLIC SERVICE 
Service-Learning/Community-Based Research 

Information Sheet 

L 

Service-learning: Service-learning is a pedagogical model that intentionally integrates classroom 
learning with community service directly related to the course content. It emphasizes hands on 
experiences to address salient issues as a venue for educational growth. The service experience 
provides a context for observing and testing discipline-based theories and concepts, while the 
classroom lectures, required readings and discussions enrich and inform the service by raising 
questions about real world issues and provide a forum for in-depth examination of those issues. 

At UW-Madison service-learning is curriculum-based; i.e., the service undertaken by students is 
strongly tied to and enhanced by a specific course of study. The service is undertaken as a way of 
learning about concepts presented in a given course, while the "in-class" component of a service­
learning course is intended to improve the students' abilities to respond meaningfully to real world 
issues, such as those encountered at the service site. 

Community-based research: Community-based research has emerged over the past decade as 
a more comprehensive and participatory approach to traditional higher education research. It is a 
particular research model in which community organizations, schools, residents and civic leaders 
partner with academic researchers (faculty, academic staff and students) to produce knowledge 
that is used for the benefit of the community. In contrast to earlier research practices in which 
community members were simply "human subjects" and passive recipients of information, 
community-based research values the local community's perspectives and engagement at each 
phase of the research project. 

Criteria for Service-Learning/Community-Based Research: 
1. Students in the class provide service to or undertake research for community organizations, 
schools, etc. that will meet an actual need as identified by the community. 

2. The service experience must relate to academic course content. 

3. A minimum of 20-25 hours of service is provided over the course of a semester. 

4. Reflection activities in the class provide a method or methods for student to think about what 
they learned through the service experience and how these experiences related to the subject of 
the class. (How does this service relate to course goals and objectives?) 

5. The course offers a method to assess the learning derived from the service/research. Credit is 
given for the learning and its relation to the course, not for the service/research alone. 

6. The service or the research may be on-going throughout the semester or in a group/consulting 
format which produces a "product" sometime during the semester. 

Price, My Doc., Timetable, New Fall Faculty Instructions (7 jll) 



M 
Communication B Requirements 

Criteria for Courses Satisfying Part 8 of the General Education Communication Requirement: 

CommB courses must be approved. Check with Marilyn if you are not sure if your course or sections of your course 
have previously been approved as CommB. If you want a course to be offered as CommB that has not been 
approved, you will have to complete the application process. 

Purpose: The second Communication course will be a low-enrollment course involving substantial instruction in the 
four modes of literacy (that is, speaking, reading, writing, and listening), with emphasis on speaking and writing, either 
in the conventions of specific fields or in more advanced courses in communication. 

Objectives: Specific objectives will vary with each discipline, but each course is expected to develop advanced skills 
in 

• critical reading, logical thinking, and the use of evidence 
• the use of appropriate style and disciplinary conventions in writing and speaking 
• the productive use of core library resources specific to the discipline 

Requirements: Specific requirements will vary, but each course is expected to include: 

• numerous assignments [6-8 would be ideal], spaced through the semester, that culminate in oral or written 
presentations. The balance between oral and written presentations may vary, as appropriate to the discipline, 
so long as the total amount of graded communication remains reasonably consistent from course to course. In 
a course with a 50/50 balance, students should submit at least 20 pages of writing (in multiple assignments) 
and give 2 or more formal oral presentations totaling at least 10 minutes. In a course with the maximum 
emphasis on writing (75%), students should submit at least 30 pages of writing and give 2 or more formal oral 
presentations totaling at least 5 minutes. Drafts count in the total number of pages. 

• at least two opportunities for each student to be graded for oral communication as well as two or more 
opportunities to be graded for writing. Comm-B courses should also include informal, ungraded oral 
communication activities that give students further opportunities to develop and receive feedback on their 
speaking skills. (Please refer to the document, "Strategies for Integrating Oral Communication into the Comm­
B Course" for ideas about how to increase instruction in oral communication.) 

• at least two assignments that require students to submit a draft or give a practice speech, assimilate feedback 
on it, and then revise it. Additional opportunities for feedback and revision would be better yet. 

• at least one individual conference with each student, preferably early in the semester, to discuss the student's 
writing and/or speaking. 

• an information-gathering component beyond a beginning level, normally involving two hours of instructional 
time in one of the campus libraries. Such activities should be planned in consultation with appropriate 
members of the library staff; contact Abbie Loomis, 4430 Memorial Library, for help in getting started. (Guides 
to help Comm A and Comm-B students use the library effectively are available online at 
http://www .library. wisc.edu/libraries/1 nstruction/commreg. htm.) 

Prerequisites: Successful completion of or exemption from first communication course. Courses designated As 
satisfying Part A of the requirement may not be used to satisfy Part B of the requirement. 

Class size: Recommended 20 or fewer students. Those departments or individuals requesting approval for courses 
with larger class size must clearly demonstrate how the objectives and requirements of the course can be satisfied 
within the larger format. 

Instructors: Faculty and other qualified instructional staff. 
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Requirements for Writing-Intensive Courses 

Guidelines for Writing-Intensive Courses 

Writing-Intensive (WI) courses in the College of Letters and Science incorporate frequent writing 
assignments in ways that help students learn both the subject matter of the courses aild discipline­
specific ways of thinking and writing. Generally, WI courses are at the intermediate or advanced level 
and are designed specifically for majors. Please note that writing-intensive courses are in L&S 
departments only, and that writing-intensive courses are different from the Bascom or Communication-S 
courses which will satisfy Part B of the University-wide general education communication requirements. 
For more information about Communication-S courses, please contact the chair of the implementation 
committee for those courses: Professor Sherry Reames, English Department, 
slreames@facstaff.wisc.edu. 

In most semesters, there are between 70 and 100 courses in over 30 different L&S departments 
designated as writing-intensive. In October 1999, the L&S Faculty Senate passed legislation 
recommending that all L&S departments develop enough writing-intensive courses so that all of their 
majors take at least one as part of their undergraduate studies. Both the L&S curriculum committee and 
Faculty Senate felt strongly that the writing skills students learn in Communication-A and -B courses 
should be further developed, nurtured, and practiced in subsequent, more advanced writing-intensive 
courses. 

The procedure for designating a course as writing-intensive is simple. As long as you feel that 
the course will meet the writing-intensive guidelines outlined below, please go ahead and Jist it 
as writing-intensive. All you need to do is-

Ask the person in your department responsible for preparing the Timetable to add a footnote to 
your course listing. Standard Note Number 0003 is for a "Writing-Intensive Course." 

Send Brad Hughes, the director of the L&S Program in Writing Across the Curriculum, a note or 
email message (English Department, Helen C. White Hall, bthughes@facstaff.wisc.edu) letting 
him know which course you're designating as writing-intensive. 

If you have questions about writing-intensive courses or would like advice about designing 
assignments and a syllabus for. a WI course, please contact Brad Hughes, director of the L&S 
Program in Writing Across the Curriculum (3-3823, bthughes@facstaff.wisc.edu). Please also 
explore the sample syllabi and assignments available on this site, through the page on 
"Integrating Writing into Your Course." 

WI courses take many different forms, but they all share the assumption that writing facilitates 
learning. They use a wide variety of frequent writing activities, closely integrated with the course 
material, to help students acquire the knowledge and the skills relevant to that course. Ideally, 
students in these courses will write in a variety of forms, including formal papers, which require 
polished prose, and informal, ungraded papers, which allow students to explore ideas and to 
experiment with writing strategies. 



Writing-Intensive Courses Cont. 

WI courses further assume that writing is a process, providing opportunities for students to 
prepare for, reflect on, and improve their writing. Revision of formal writing is an essential part of 
the process, since it helps students clarify their ideas, recognize their strengths, and learn from 
their experience. Feedback--from course instructors and sometimes from peers--is essential to 
guide and encourage revision and improvement. 

Minimum Requirements 

To be designated as writing-intensive, a course must fulfill the following minimum requirements. 
Exceptions to some of these requirements may be made for faculty who have compelling 
pedagogical reasons to adjust these requirements. 

1. Writing assignments must be an integral, ongoing part of the course, and the writing 
assignments must constitute a substantial and clearly understood component of the final 
course grade. Assignments must be structured and sequenced in such a way as to help 
students improve their writing. Instructors in writing-intensive courses should not just 
assign writing; they should help students succeed with and learn from that writing. 

2. There must be at least four discrete writing assignments spread throughout the semester, 
not including in-class essay exams. 

3. At least one assignment must involve revision; the draft and revision may count as two 
discrete writing assignments. Exceptions will be allowed for instructors who instead choose 
to use a sequence of repeated assignments. 

4. Students must produce a total of at least 14 double-spaced pages (c. 4000 words) of 
finished prose; this total does not include pages in drafts. When the writing is in a foreign 
language, a lower number of total pages may be appropriate. 

5. Instructors must provide feedback on students' writing assignments. 

6. Some class time must be devoted to preparing students to complete writing assignments. 
Some options include: 

o discussion of assignments and of evaluation criteria 

o analysis and discussion of sample student papers 

o discussion of writing in progress, using examples of successful work from students 

o peer group activities that prepare students to write a particular paper, such as 
sharing and discussion of plans, outlines, strategies, theses, drafts 

o discussion or presentations of students' research in progress 

o instruction about a how to write a particular type of paper or about solving a 
common writing problem 



Writing-Intensive Courses Cont. 

Strong Recommendations 

1. Departments may wish to limit enrollment to 30 or fewer students per instructor. 

2. The course syllabus should explain the writing-intensive nature of the course and should 
contain a schedule for writing assignments and revisions. 

3. Assignments should follow a logical sequence and should match the learning goals for the 
course. Among the many options: assignments can move from more basic to more 
sophisticated kinds of thinking about course material; assignments can move from clearly 
defined problems toward more ill-defined problems for students to solve; assignments can 
move from familiar to new perspectives on course material; assignments can give students 
repeated practice that builds particular thinking and writing skills; complex assignments 
can be sequenced--students write proposals for research, write drafts, receive feedback on 
drafts, and then revise their papers. 

4. Assignments should include time for students to prepare to write and time for them to 
reflect on their writing. 

5. Courses should include some informal, ungraded writing (such as journals, freewriting, 
reading logs, questions, proposals, response papers ... ), in order to encourage regular 
practice with writing, to help students reflect on and synthesize course material, and to 
provide opportunities for students to discover promising ideas for formal papers. 

6. Students should receive detailed written instructions for each writing assignment, including 
an explanation of the goals and specific evaluation criteria for that assignment. 

7. Instructors should require students to keep all of their writing in portfolios and to submit 
their past writing with new papers, so that instructors can gauge and guide students' 
improvement as writers. 

8. Instructors should hold at least one individual conference with each student. 

9. Instructors should have students complete midterm and final evaluations of the writing 
component of the course. 

1 O.lnstructors should consult with the staff of the L&S Program in Writing Across the 
Curriculum about the design of the writing component of their courses. 

Procedure for Designating a Course as Writing-Intensive 

• If you feel that the course will meet the above guidelines, please go ahead and list it as 
Writing-Intensive. 

• Ask the person in your department responsible for Timetable copy to add a footnote to your 
course listing. If possible, the footnote should be a "W," explained in the note as a "Writing­
Intensive Course." 

• Send Brad Hughes (6187 Helen C. White Hall, 263-3823, bthughes@facstaff.wisc.edu) a note 
or email message letting him know which course you're designating as Writing-Intensive. 
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Tammi Simpson 
Administrator 

Benefits 101: 

2011-12 Orientation 
UW-Madison, Political Science Department 

Web site containing information about Benefits 101 Seminar: 

http://www.bussvc.wisc.edu/ecbs/uw1037.html 

Registration website: 

Phone: (26)3-1780 
tlsimpson@wisc.edu 

https://www.ohrd.wisc.edu/OHRDCatalogPortai/Default.aspx?tabid=29&CourseGroupKey= 
16792 

V' Provide an understanding of your extensive benefits package 
V' Provide a personalized document that gives you your benefit enrollment deadlines 
V' Exposure to the employee benefits website 
V' Explain the benefits of mandatory participation in the Wise Retirement System (WRS) 
V' Learn about the value of your sick leave 
V' Provide introductory information about the voluntary Tax-Sheltered Annuity and 

Wisconsin Deferred Compensation programs 
V' Discover resources and tools to guide you through the benefit maze 

Important: If you DO NOT attend Benefits 101 and you miss your initial enrollment 
for any benefit plans, there is no recourse available to you. Many benefit plans 
have 30 day enrollment deadlines. 

Voting for Department Chair: 

The Department's faculty and academic staff vote for Chair every year. A paper ballot will be 
placed in your mailbox with instructions on how to submit your ballot, assuring anonymity. 
You will be notified via email when the ballot is placed in your mailbox and the deadline for 
submission. Generally, voting for Chair is done sometime in March (or earlier) with an 
effective date of the start of the following academic year (August). After the official 
department vote, the results, along with actual paper ballots are forwarded to the Dean's 
office. The Dean officially appoints the Chair of the Department, but has generally relied on 
the results of the departmental vote as a guide. 
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If you are out of town or out of the country and are unable to vote in the traditional way, you 
have some options. First and perhaps the simplest, you can simply decide not to vote. If 
this is the option you choose, ideally I would like some communication from you indicating 
this choice so I know you made a decision not to vote (as opposed to forgot to vote or didn't 
get the email announcing the vote). If anonymity is less important to you, there are a couple 
more options to consider. You can request that a ballot form be sent to you electronically. 
You would need to fill it out and send it back to me electronically, via snail mail or fax. The 
third choice is to not use the ballot form at all and send me an email indicating your vote. 
You will also need to request that I fill out a ballot and submit on your behalf. All these 
options assure your ballot remains anonymous to the Dean. On the Department side, I'd be 
the only one that would have access to your vote and yes, I do accept "hush money" -small 
bills only, plain white envelope, you know the drill.. 

Course Buy Out: 

The "normal" teaching load is 2 courses a semester or 4 courses in an academic year. A 
course is equal to 20% of your total salary+ the applicable fringe benefit rate. For academic 
year 11-12, the fringe benefit rate is 44%. The fringe benefit rate changes every year 
effective July 1, so remember to check what the "current" rate is. If the rate has not been 
published yet, estimate by using the current rate+ 2%. It's best to overestimate than 
underestimate in most cases. 

Example: Your 9 month salary is $75,800. Calculation to figure what the cost of 
buying out one course at this salary level: $75,800 x 20% = $15,160 x 144% = 
$21,830.40 

Double this amount if you want two course releases in one semester. Note: This calculation 
covers your teaching responsibilities only. You would still be responsible for your "service 
duties" which is 10% of one semester's salary or 20% of your annual salary. 

Applying for Sabbatical: 

You will find everything you need to know about the sabbatical program at the following 
website: 

http://www.ohr.wisc.edu/grants/facsabblvprog.html 

However, if you have any questions, please feel free to ask me. 

Page 2 

\ \Pswinnt6\users\tlsimpson \Word Perfect\Tammi's stuff\orientation 11-12. wpd Updated: August 2011 



Summer Funding: 

I will send out an email (early part of April) asking if you are interested in teaching over the 
summer. You will need to provide basic information to me such as (but not limited to) the 
course name/number, how many students you want to enroll, and what "session"you would 
like to teach in. I will then prepare and submit the "summer budget" to the Dean's office for 
approval. Not all courses submitted will necessarily be approved (funded). You will receive 
1/9th of your salary for teaching one course in the four week session and 50% of 2j9ths for 
teaching one course in the 8 week session. You will receive an email from me notifying you 
if your course was funded or was not funded. 

The summer sessions handbook for faculty and staff can be found on the web at: 
http://www.dcs.wisc.edu/summer/handbook.htm This booklet contains information about 
session dates, standard class hours, grading and record keeping, publicizing your class and 
policies and procedures applicable to summer session. 

There is also the possibility of obtaining Graduate School funding (often times referred to as 
"Fall Competition"). If you have applied for funding via the Fall Competition, the Graduate 
School will notify you of the results of your application. Generally speaking, awards may 
include either 1/9th or 2/9th salary, travel expense, project assistant (PA} salary, S&E 
allocation and fringe benefits. More information can be found at: 

http://www .grad. w is c. ed u/ research/ resea rchfu n din g/fc/ abo utfc. htm I 

Funding you received from the Graduate School as part of your start up package can also be 
used as summer funding. 

You can also use grant money to fund yourself over the summer. Make sure you include this 
in your initial budget when submitting a grant proposal. The Social Science Research 
Services (SSRS) is available to assist you with the entire grant submission process. Their 
web address is: http://www.ssc.wisc.edu/ssrs/ 

Honors Funding: 

You will receive an email askingyou if you are interested in Honors Funding. This means 
that you would teach a section of up to 18 students as an honors only section of the course. 
In doing so, you would receive $750 in supplies and expense funds to help facilitate that 
section. The honors section is normally numbered 301. If a course does NOT have an 
honors section, the first section listed in the timetable will be 302. This only applies to 
Political Science courses. 
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Leave of Absence: 

If you would like to take a paid or unpaid leave of absence for up to one academic year, 
please send a formal letter (on letterhead) to the Chair requesting departmental approval for 
a leave of absence. Include the time frame of the leave (fall semester, spring semester or 
the entire academic year), the begin/end dates of the leave, if it's paid or unpaid and the 
reason for the leave. (Any percent of time you are off the payroll, you are considered to be 
"on leave" and must submit a formal request to the Chair for departmental approval). Once 
you have received department approval, your request will be sent to the Dean's office for 
final approval. Please be aware that an unpaid leave may affect your eligibility for benefits 
and "state share" of insurance premiums if the leave time is 50% or more over the course 
of a semester. If you would like to discuss your individual circumstances with me, please 
feel free to stop in my office anytime. 

Office Assignments: 

Office assignments are generally made in the summer. It's an exercise that I refer to as 
"musical offices". I will send out a list of available offices and if you are interested in 
moving, you would respond with the office you would like. Assignments are made on a 
seniority based system, but are subject to the Chair's discretion. Summer musical offices is 
not played if there are no offices available. Always let me know of your concerns regarding 
your office. I will always try to do what I can to help you. 

Building Information: 

As you may have noticed, North Hall does not have elevators. There are four floors in North 
Hall, two conference rooms (211 and 422), a graduate reading room and a computer lab. 
Room 211 seats 10-14 people and Room 422 (commonly referred to as the Ogg Room) 
seats approximately 40 people. Either of these conference rooms can be reserved through 
the office staff. The Ogg Room is equipped with a document camera, data projector, lectern, 
whiteboard, chalkboard, and laser pointer. 

Bathrooms are located in the basement, men's on the south end, women's on the north end. 
There are no bathrooms on the 1st and 4th floors. There is an additional men's bathroom on 
the 2nd floor and a women's on the 3rct floor. 

There is a soda machine on the first floor, north end, just outside of Room 110. There is a 
refrigerator and microwave in room 101 (Grad Lounge). 
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Currently, North Hall is open by 7:00a.m. and not locked before 6:00p.m. If you have a 
class in the building that starts after 6:00p.m., please let me know and I will arrange to 
have the building stay open to accommodate your students entry into the buildng. You 
should have an outdoor key that opens any of the four outside doors. The building is not 
open weekends, except by special request. For obvious security reasons, please do not 
block the outer doors open. 

If you are in the building after normal hours, please be prepared to show your UW Wiscard to 
security personnel upon request 

If you have a problem in the building regarding heating, cooling, plumbing, light bulb 
replacements, insect; rodent problems, or any other maintenance related issue, please 
report it to me. I will need to know what and where the problem is and will promptly report it 
for repair. 

Grants Assistance 

Assistance with applying for grants is available through the SSRS (Social Science Research 
Services), located at 4412 Social Science, 1180 Observatory Drive. SSRS administrative 
services include preparation and submission of grant applications, negotiation and liaison 
with units internal and external to the UW-Madison in connection to grant awards, and post­
award financial management for funded research. For further information, visit their 
website at: http://www.ssc.wisc.edu/ssrs/. The main contact person for Political Science is 
Jeff Petersen. 

Wiscard 

Wiscard is your official UW Madison identification card to obtain a free bus pass and access 
other campus services. To obtain a Wiscard, you must present a form of identification, for 
example, a valid driver's license or passport. New employees may obtain their initial card at 
no cost upon verification of employment. Lost, stolen or misplaced cards will be replaced at 
a non-refundable cost of $25 per card. The Wiscard office is located at Union South, Room 
Room 149, 1308 Dayton Street. Phone: 608-262-3258; E-mail: wiscard@union.wisc.edu. 
Their office hours are Monday through Friday 8:30 a.m. to 5:00 p.m. Phone: (608) 262-
3258, their web site address is: www.wiscard.wisc.edu/contact.html. 
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Campus Safety 

Dangerous, Disruptive or Suicidal Student Behavior 

You may encounter troubled or disruptive students in your classroom, office or work area. 
You may be the first to learn of an emotional or mental health issue, including suicidal 
references, the effects of a sexual assault or other crimes. In all of these cases, you can play 
a positive role in helping that student to access resources or receive assistance and be 
successful at UW-Madison. Contact the Dean of Students at 263-5700 or email 
dean@studentlife.wisc.edu for information on how to deal with such situations. 

Personal Safety 

When walking around campus, or to and from your off-campus residence, some basic, 
common-sense tips to help keep you safe can be found at this website: 
http://www .safeu. wisc.ed u/protect/persona I. htm l. 

Utilize UW Madison's safety programs: 

V' SAFEwalk Escort: http://transportation.wisc.edu/transportation/safeservices walk.aspx 
V' SAFEride Bus: http://transportation.wisc.edu/transportation/safeservices bus.aspx 
V' SAFEride Taxi: http://transportation.wisc.edu/transportation/safeservices taxi.aspx 

Preventing Theft While You're Away 

Theft is one of the most common crimes on the UW-Madison campus. Tips to decrease the 
risk of theft can be found here: http://www.safeu.wisc.edu/protect/theft.html. 

Creating a Safe and Secure Campus 

Everyone can play a role in safety, security and emergency preparedness at UW-Madison. 
Learn your part by exploring information on crime prevention, campus resources and 
emergency procedures at http:(/www.safeu.wisc.edu/. 

Employee Assistance Office 

The EAO is a resource for university employees, their immediate family members and 
significant others who find it difficult to successfully cope with personal or work-related 
issues and concerns. Services are confidential and available at no cost. For more 
information, visit their website at http://eao.wisc.edu/. 
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Front Desk/Reception - Political Science 
263-2414 

The main office is located in Room 110. If asked for your campus address, it is 110 North Hall. The 
Department's street address is listed below. The office will be open from 7:45a.m. to 11:45 a.m., 
12:45 p.m.to 4:30p.m., except for the occasional staff meeting or event. Individual staff hours vary, 
so it's likely the office will be open before 7:45a.m. and after 4:30 p:m. most days. However, your 
office key should also open the main office and the two department conference rooms, 211 and 422. 

Street Address 
University of Wisconsin 
Political Science Department 
110 North Hall 
1050 Bascom Mall 
Madison WI 53706 
608-263-2414 

Mail 
Bring mail to main office & put it in the "Mail to be posted/stamped" basket (located in copy room). 
Make sure to put your name on the return address, so we know what account to use, if mailing a 
book or media be sure to indicate that on the envelope. 

Personal, stamped mail can be put in the "Mail Stamped and Ready to be Mailed" basket. 

UPS 
If you need something sent via UPS, bring the materials to me and I will help you determine the best 
packaging. Please bring address and phone number of recipient. 

Special Classroom Requests 
If you need an additional room outside of your normal scheduled class room, e-mail me or fill out a 
yellow Classroom Request form, located on my desk in the main office. 

Information I need: 
•, 'Course/Section 
• Your name/e-mail address 
• Time frame (i.e. 5:00 -6:30 PM) 
• Expected headcount 
• Type of seating (ifyou need something different from the norm, like seminar seating) 
• What room is being reserved for: Review, Exam, Etc. 
• Do you need special equipment? Indicate that as well (i.e. projector, microphone, etc.) 



North Hall Room Reservations 
I schedule reservations for the two conference rooms located in North Hall: 

• Room 211 
• Ogg Room ( 422) 

E-mail or call me to set up room reservations . 
Information I need: date, time, for what event the room is being reserved 

Equipment Already Available in Room 211 & Ogg Room ( 422) 
• Room 211: projector, white board, phone line 
• Ogg Room (422): document camera, network camera, computer, projector, speakers, white 

board, NO phone line 

North Hall Equipment Reservation 
I schedule reservations for the computer equipment available for faculty & grad students 
Laptop(s) I Projector I Camcorder 
E-mail or call me to set up reservations 
Information I need: date, time, for what event the equipment is being reserved 

l four equipment has already been reserved, or if we don't have something you need, you can also 
reserve equipment through Learning Support Services at http://lss.wisc.edu/avpool. Click on the 
Reserve AV Pool Equipment link on the right hand side of the page, type in your ten-digit UW ID 
number when prompted, and continue from there. 

Permissions 
I give students permission to enroll in a class when: 

• Class is designated instructor consent- which means the student has to contact the 
professor, professor gives consent, professor must e-mail me with consent along with 
student name and their student ID. 

• Student has not met the pre-requisites to enroll in your course but you feel that they can 
handle the course based on prior class performance in another one of your courses, or 
based on performance in other classes similar to those which fulfill the pre-requisites 

• Deadline for enrollment has passed. 
• You want to allow an additional student to enroll after class is full. 

Supplies n ,,.fl. 

2 

We keep some supplies in the main office; they are kept in the lateral file cabinet by the~ door. 
Any type of office supply you need, that we don't keep on hand, let me know and I should be able to 
order it or find it for you. 

White printer/copier paper can be obtained from the lateral file in the copy/mail room in the main 
office. 
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Blue Books & Scantrons 
Blue Books & Scantrons for exams are kept in the lateral file cabinet by the south door (rear 
entrance). 

Faculty Office Hours 

3 

Faculty typically allocate 2 hours per week for office hours. Most will break those hours into two 
days in order to minimize conflicts (i.e., increase the chance that a student can make at least one of 
the two sessions). Additionally, most faculty don't keep office hours at the same time MWF or TTh, 
because a student with a conflict at 9:30 on Tuesday very well may have one at 9:30 on Thursday, 
someone with a conflict at 11 AM on Monday may have the same conflict at 11 AM on Wednesday, 
etc ... 

MyUW 
Go to www.wisc.edu and click on the MY UW link located on the right hand side of the screen in the 
middle of the page, and then sign in using your Net ID and password. There are tabs and clickable 
links at the top of your My UW page where you'll be able to access your email, current and 
upcoming timetables, work record with access to electronic pay stub and plenty more. 

£-Grading/Grade Changes 
Grades are entered electronically through "My UW Madison" (instructions attached). 

Grade changes are done on-line; you will also do this through "My UW Madison" (instructions 
attached). 

I monitor the e-grade rosters. You will receive an e-mail with a schedule of events and grading 
deadline information from the University. As various grading deadlines approach, I will also send 
out reminder emails to help faculty and grad students stay on top of grade submissions if it appears 
that anyone is lagging behind. Please feel free to contact me if you need assistance or have 
questions regardingthe grading process. 

On-Line Course Evaluations 
Evaluations are done for the Fall and Spring semesters. Professors and T A's are evaluated. 
E-mails with a link to the evaluation go out to students asking them to fill out the evaluation. 
We process the data and send out the results. 
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PROCEDURE: HOW TO GIVE STUDENTS 
PERMISSION TO ENROLL IN COURSES 

IF THE STUDENT DOES NOT MEET REQUIREMENTS: 
If the student does not meet the requisites or limitations of the course (i.e. a sophomore and not a junior), 
then you must decide if the situation warrants special permission for him/her to enroll in your course. 
When you decide to give permission for a student to enroll, you are overriding all other requisites. Then 
email the timetable person with the student's name and ID and a section if possible. 

NOT KEEPING A WAITING LIST: 
Tell the student to keep trying to enroll. The first week of classes is the "shopping period" for students and 
there is a lot of up and down activity regarding enrollments. Large section courses, i.e. 103, 104, 106, etc. 
do not have waiting lists. The large section courses usually have enough interest and meet student's 
major requirement, that the students should be able to manage their own enrollments without instructor 
permission except in the case that the student does not meet the requirements. 

WAITING LISTS: 
Catherine Farry, one of our undergrad advisors, handles the waiting lists during the enrollment process up 
until the first day of classes. She puts the undergrad Political Science courses on an automated wait list on 
the Political Science web page for students to add their names, except for 103, 104 and 106. You might get 
inquires from students during the enrollment process asking to get into your course because it is full. 

It is your choice whether you want to keep a waiting list or not. If so, on the first day of class, tell the 
students that if they don't get in they should come to the first lecture. You will need to collect their names, 
ID's and email addresses. Email Catherine Farry and ask her to lower your enrollment cap. This will keep 
anybody not on your waiti-ng list .from enrolling on their own due to a drop spot. This waiting list is the 
instructor's responsibility to maintain, the department does not keep it after classes have begun. 
You will need to check your class roster for openings in your enrollment totals so that if there are any you 
can give permission to those on your list. The first week or so, students are adding and dropping courses 
all the time. There is a good chance some of them will get a spot. 

If you choose to add students past your cap and the course is closed because it has met the enrollment cap, 
you will have to check to see if your room will handle overflow. If you have sections, please keep in mind 
that there TA's teach 18 students per section. You may decide it's okay to enroll over your numbers to 
allow for a few students to drop the first week- that's up to you. 

Please check your class rosters for the upcoming and/or present semesters by going into your MYUW (you 
will need to put in your NetiD and password). Your NetiD is the name that appears to the left of the 
@wisc.edu in your email address. Your password is the one you use to check email. Go into the Academic 
tab. The rosters will also give you an up to the minute class count. THIS WILL ALLOW THE INSTRUCTOR 
TO MONITOR WHAT THE NUMBERS ARE IN THE LECTURE AT ANY ONE TIME. 

Then email the person at the front desk with the student's name, student ID and the course (and section if 
applicable). The student will only have 24 hours to enroll. 

It is safe to say that the students will be able to enroll in your course 24 hours after you have emailed the 
timetable person with your permission (Mon-Thurs). 
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Entering & Submitting Grades Electronically 8/13/08 UW-Madison 
Step Action 

1. Using your internet browser, login to My UW Madison: httQ://my.wisc.edu/ 

2. Click [Academics] tab. 

3. Click Facult~ Center. 

4. If a different Term is needed, click [Change Term], select the term, and click [Continue]. 

5. 
Click the Grade Roster ~ or XL-MW Grade Roster ·~ or Packaged Grade Roster ~1 icon 
for the class section which needs grade entry. 

6. Enter each student's grade in the Roster Grade column and [Save] your work frequently. 
Tip: You can use the Export and Import feature to enter grades in Excel. (See following instructions.) 

7. Once grades are entered for every student in the section and you are ready to submit gr_ades to the 
Registrar's Office for posting, on the Grade Roster select 'Submit to Registrar'; on the XL-MW Grade 
Roster or the Packaged Grade Roster click [Submit]. ('Grade' only instructors cannot do this.) 

8. Click [Save]. 

9. If you need to enter grades for additional classes, click [Return]. 

10. When finished, save your work, then click 'Sign out' in the upper right-hand corner. 

11. Close your Internet browser. 

*Grade Rostev Type \ Final Grade ,~,! D Display L\ng~aded Students Only 

Submrt to Re.gistr~a~"-----

change to 'Submit to Registrar'. ~~~~~ ~~~ -- for more 
~.-..-~~~~~~~~.,........-~~~kubmit details. 

When all grades are entered, j Click 'Help' 

~. •• :=.:::.:.:.:.::~c:.c;c;.:: . .L.: ... :::..:: .. : ..... ::::.:~ .. :.c:~.=····"·'···"·::.:,.: ... ::~: .. ::c.::..:~~ R""""'T_o .......... en_t_,i;e,_.r "'-'g ru::.a...£d>J:ezs ,c.Ll...--'--1' ~-~.~!-~?~i.!l:)iLf!.~~~~~~ry!§.ll]~~~~~:. --~ ··---- ~-·-·~-~~~~-----J 
status must be Export Help 

RETURN 

'Ready for Grading. 

Enter each student's grade 
in the Roster Grade column. 

SAVE 
Click Save as you work. Click h,::.re to initiate change to honors or credits 

Tip: To print your grade roster, view the [Printer Friendly Version], then use your browser's print feature. 

For assistance, email egrade@em.wisc.edu or call 608.262.4859 For tutorial & detailed instructions, go to http://registrar.wisc.edu/ 



Exporting and Importing a Grade Roster 
. Instead of entering gr_ades directly in My UW Madison, you can export your grade roster to Excel, enter the 

grades in Excel, and then import the .csv file back into My UW Madison. 

Tip: Exporting and Importing is useful on very large sections to make entry faster. 

Step Action 

1. Using your internet browser, login to My UW Madison: http://my.wisc.edu/ 

2. Click [Academic] tab. 

3. Click Faculty Center. 

4. If a different Term is needed, click [Change Term], select the term, and click [Continue]. 

5. 
Click the Grade ~or XL-MW ·~ or Packaged Grade '~: Roster icon for the desired Class. 

6. The Grade Roster page displays. Instead of entering grades on this page, you can Export the 
enter grades and then Import the grades back into this page. See directions below: 

Exporting & Entering 
Grades in Excel 

Importing Your Grades from the 
Grade Roster Export Excel File 

Step Action Step Action 

7. From the Grade Roster page, 19. From the Grade Roster page, 
click [Export]. click [Import]. 

8. Click [Save] on File Download dialog box. 20. Click [Browse] to find your saved file. 

9. Name the file making sure to give it a 21 . Select and Open the .csv file you saved. 
. csv extension (not .xis) and Save 

22. Click [Upload]. the file to your desired location. 

10. If a Download Complete dialog box 23. From the Grades Roster page, click [Save]. 

displays, click [Close]. 24. When aU grades for this section are 

11. Open Excel. 
entered, submit grades to the Registrar's 
Office for posting: 

12. Open the .csv file you just saved. a. On the Grade Roster, 
(>File >Open) select 'Submit to Registrar'. 
Tip: From the Open dialog box in the On the XL-MW Grade Roster or the 

Files of Type field, select 'Text Files'. Packaged Grade Roster, click [Submit]. 

13. Enter the Grade for each student b. Click [Save]. 

in the Grade Input column. 25. If you need to enter or import grades for 

14. Save the file, making sure to keep it a .csv additional classes, click Return. 

file. (>File >Save) 26. When finished, save your work, then click 

15. If you get asked if you want to keep the file 'Sign out' in the upper right-hand corner. 

in the Comma Delimited format, click [Yes]. 27. Close your Internet browser. 

16. Close the spreadsheet file. 
(>File >Close) 

17. Click [Yes] to save the file. Important Note: 

18. Click [Yes] to keep the file format in the 
You can only import the .csv spreadsheet that 
was saved from the grade roster export feature. 

Comma Delimited format. Every field must match exactly! 



Changing Grades Electronically 8/8/08 UW-Madison . 
Step Action 

1. Using your internet browser, login to My UW Madison: http://my.wisc.edu/ 

2. Click [Academic] tab. 

3. Click Faculty Center. 

4. If a different Term is needed, click [Change Term], select the term, and click [Continue]. 

5· Click Posted Grade Roster U icon or the XL-MW Grade Roster ·¥; icon for the class section 
which contains the student whose grade needs to be changed. 

6. Click [Request Grade Change] button for the appropriate student. Grade Change Request displays: 

Grade Change Request 

Cm.wse 

Titie 

Class Nmr&.•er 

S!ass Section 

Con<pone!Y!: 

*Reason for r···· 
change 

1!11111112:~11 
BOTANY 123 

Pl.3nts, Parasites, & People 

29210 

307 

Laborator\' 

••••mm::;] 

Institution 

Tenn 

SestSion 

Care;~r 

UW-Madison 

Fall 2007-2008 

Re•;~tJiar 

UndergradtJate 

If chanuingthis grade to I,P, 
or NR ente1· the cunent date. 
Or, enter date student 

completed wmk 

*Enter Date 

Completed 

i 61 

Submit to Academic Dean's Office 

7. Enter Change Grade To with the appropriate new grade for the student. 
Tip: To see a list of valid grade entries, click magnifying glass, click [Look Up], and click grade. 

8. Select Reason for Change from the drop-down list. 

9. Enter Date Completed. 
Warning: If the student is expected to graduate in the term of the grade change, 

it is vital that the date be BEFORE the last day of the term. 

10. Click [Submit to Academic Dean's Office]. 
Note: The grade change will be completed when processed by the Student's Deans office 

and the Registrars Office. 

11. Click [Return]. If more grade changes need to be done, repeat the process. 

12. When finished, click 'Sign out' in the upper right-hand corner. 

13. Close your Internet browser. 

Important Note: You can only submit grade changes if you have 'Approve' grade submission capabilities. 
Some instructors only have 'Grade' capabilities; this does not allow them to change grades. 
If grading access needs to be adjusted, contact your departmental timetable representative. 



Frequently Asked Questions - Electronic Submission of Grades or Grade Changes 

Q: When will final grade rosters be available? 

A: Electronic final grade rosters will be available on the Thursday of the last week of the class. 

Q: When are final grades due? Will deadlines be different with electronic grading? 

A: Final grades are due to the Office of the Registrar 144 calendar hours after the final examination. 
This is the deadline approved by the Faculty Senate Please see the page 
http://registrar.wisc.edu/deadlines for grade submission.htm for the most recent deadlines. 

Q: When will students' final grades be posted? How often will grades be posted? How soon will 
students be able to see their final grades? 

A: Grade rosters submitted electronically to the Office of the Registrar will be posted nightly. 

Nightly posting of newly submitted rosters will begin the week of final exams. 

::-:Once the grades are posted, students will be able to access them immediately via My UW 
Madison. 

Q: Whose responsibility is it to determine and submit grades? How will grading be handled in 
courses with both faculty and teaching assistants involved in the instruction? 

A: Given that departments and the faculty within them are ultimately responsible for grading, each 
department as an entity should consider its own best practices around the issue of grading, how to 
set the defaults fore-Grading access, and the internal communication and organizational 
processes established between faculty and teaching assistants. The Office of the Registrar is 
encouraging each department to be proactive about entering the appropriate grading and approval 
authority in a timely manner. Instructions for setting grading access have been sent to department 
Timetable representatives along with a department-specific course report to help facilitate 
auditing and update ofthe grade access value. 

Q: I co-teach a class with another faculty member. Will each of us have access to the grade 
roster and be able to enter grades? 

A: As long as you both are assigned as instructors of the course, you will both have access to the 
grade roster. Consult with your departmental Timetable representative if you do not have the 
access you anticipate. 

Q: Can my Teaching Assistant enter final grades? 

A: This is subject to departmental policy. Ifthe practice of your department is to permit teaching 
assistants to assign grades; she or he should be able to access the grade roster and assign grades. 
Your department Timetable rep will need to add the T A for grading. 

Q: Will TAs also be able to submit their grades electronically? If so, can supervising faculty get 
into their records to make sure the grades have been submitted? How do faculty get a copy 
of the TA grades in order to monitor their accuracy? 

A: It is the department's decision whether TAs only enter the grades or both enter and submit them. 

1 



There is a two-level grading status that can be set up. The Timetable/Classroom Scheduling staff 
will work with department Timetable reps and walk them through what needs to be done. 

If the department's practice is to permit T As to both enter and submit grades, that is do-able. Or, 
as long as the supervising faculty is listed on the discussion or on the lecture, you can set it up so 
that T As only have the ability to enter the grades and the supervising faculty actually approve the 
submission ofthe grades. In such a situation both have access to the electronic grade roster, 
appropriate to your policy, and faculty have the ability to print a copy if desired. 

Departmental administrators/grades coordinators will have inquiry access to grade rosters in ISIS, 
so grade rosters will always be available and can be monitored by departmental personnel. Online 
control lists, to allow tracking of submitted/not submitted rosters, also will be available to 
department administrative staff. 

Q: What if I'm unable to enter or submit my grades? 

A: If you are unable to enter or submit your grades, please contact the Office of the Registrar at 262-
4859 or the timetable representative in your department. 

Q: Can I designate someone else to enter final grades for me? 

A: Faculty policy indicates that the instructor of the course is responsible for completing course 
grade rosters. Ifyou are unable to submit your grades electronically, please contact the Office of 
the Registrar at 262-4859. 

Q: How do I access my grade rosters? 

A: Grade rosters are accessed via My UW Madison, click the Faculty Cent~r. For further 
instructions, look at the egrading instructions located on this web site. 

Q: How do I print my grade rosters? 

A: To print your grade roster, use your browser's print feature (e.g. >File >Print) 

Check with your department to determine whether you are expected to provide a printed copy for 
their records. 

Q: What ifl don't know my netiD and password? 

A: For help with your netiD and password, contact the DolT Help Desk at 264-HELP (4357) 

Q: What ifl forget my password or get locked out? 

A: For help with your netiD and password, contact the DolT Help Desk at 264-HELP (4357) 

Q: What is the difference between class rosters and grade rosters? 

A: A class roster is your tool to monitor enrollment of students in each class you are teaching. You 
will see one aggregate class roster for any combined section course or cross-listed course. 

The grade roster is the web service tool used to electronically submit final grades to the Office of 
the Registrar. You will see an individual grade roster for each graded section of any combined 
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section course (e.g., lecture with discussions) or cross-listed course. 

Q: I don't see grade rosters for all of my classes -what do I do? 

A: Check with your departmental Timetable representative. This is likely a set up issue in ISIS. 

Q: I can not access my grade roster(s) and receive a message that reads "No Matching Values 
Found." What does this mean? What do I do? 

A: Check with your Timetable representative. This is a set up issue in ISIS - meaning you have not 
been defined to allow you to grade this section. 

Q: How do I know what grades are valid for a particular class or student? 

A: Click the magnifying/spy glass to view the list of valid grades. 

Q: How do I change an honors designation if the student did not fulfill the requirements? What 
grade do I assign in the meantime? 

A: This change must be initiated and completed, using a Course Change Form (add/drop). In the 
interim, you may assign a grade of Q indicating that there is a question about the student's honors 
enrollment in the course. 

Q: How do I change the number of credits in a variable credit course? 

A: This change must be initiated and completed, using a Course Change Form (add/drop). In the 
interim, you may assign a grade of Q indicating that there is a question about the student's credit 
enrollment in the course. 

Q: How do I grade an auditor? 

A: Valid grades can be viewed by clicking the magnifying/spy glass. Auditors may be assigned an S 
(satisfactory), NR (No Report) or NW (No Work submitted). 

Q: What grade should I assign to a student who never attended and did not drop the class? 

A: The grade ofNW (No Work) should be assigned to students who enroll in acourse and never 
attend. No Work in this context means that the instructor has no evidence that the student ever 
attended, in that no work was ever submitted. 

A failing grade should be given to any student who does attend for part of the term and then stops 
participating, unless there are grounds for assigning a grade of Incomplete. 

Q: What if a student has added the class too late to appear on the grade roster? 

A: The grade will need to be reported to the Office of the Registrar on a Grade Change form. Grade 
Change forms may be obtained from your department administrator. 

Q: What do I do about a student whose name is not appearing on my roster? 

A: Advise the student to file the required paperwork to add the course (Course Change Form). The 
grade will need to be reported to the Office of the Registrar on a Grade Change Report form. 
Grade Change forms may be obtained from your department administrator. 
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Q: What do I do about a student who withdrew after I received my grade roster? 

A: Assign the grade earned by the student for work performed. Once the withdrawal has been 
processed, the grade will be overridden by the withdrawal. 

Q: I don't have computer access. Where can I go to enter final grades? 

A: Contact your Department Chair, Timetable representative or the Office of the Registrar. 

Q: Do I have to be on campus to enter final grades? 

A: No, you may submit your grades from anywhere you have web access. 

Q: I have a large class. Do I have to enter all of my grades at once? Do I have to submit all of 
my grades at the same time? Can I submit a partially-completed grade roster? Will the 
system let me know if I'm missing some grades? 

A: You can begin your grade entry, save your work and resume grade entry at another time. Be sure 
to save, though, and frequently! · 

All grades must be entered (and saved) for a particular grade roster before you can submit it to the 
Office of the Registrar. The system will let you know if you attempt to submit the roster with 
grades missing. 

Q: What are the hours the system will be available for me to enter grades? 

A: You generally will have access to your electronic grade rosters via My UW Madison 24 hours a 
day, seven days a week. ISIS has regularly scheduled maintenance, twice a month, on Sunday 
mornings from 6 a.m. to 12 noon. Contact the DolT Help Desk at 264-HELP (4357) for 
information on system availability. 

Q: Whom do I call for help 

A: For Technical: Contact the DolT Help Desk (24/7) at 264-HELP (4357). 

For Procedural, deadlines or coaching questions: Contact the Office of the Registrar (7:15a.m. 
-4:30p.m., Monday-Friday) at 262-4859, email egrade@em.wisc.edu or your department 
administrative staff. For after hour assistance, contact the DolT Help Desk. 

Q: What are the recommended browsers for submitting grades electronically? 

A: See the document at http://kb.wisc.edu/helpdesk/page.php?id=1571 

Q: How will I know if I enter an invalid grade? 

A: If you attempt to enter an invalid grade, you will receive an error message and will be prompted to 
click on the list of valid grades from which to choose. Just as a reminder the grade is AB, not AlB 
or A-B. Click the magnifying/spy glass to view the list of valid grades. 

Q: How often should I save my work? 

A: Save frequently! 

Please note that if you exit the roster without saving, any grades entered since the last save will be 
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lost. 

Q: Will the system time out? What happens to the grades I entered? 

A: The system will time out after 22 minutes of inactivity and any unsaved grades will be lost. 

Q: I maintain my grades in an Excel spreadsheet. How will I submit my final grades? 

A: The electronic grade roster provides you with the ability to download a spreadsheet, enter your 
grades and upload the grades to the student record system. A very precise template must be 
adhered to so as to ensure an accurate mapping of the data back into the system. Please note that 
the spreadsheet must be saved as a .csv file format. 

Q: I want to use the spreadsheet function of the grade roster. I click on the Export button and 
nothing happens. Why? 

A: Do you have a pop-up blocker installed for your web browser? If you do, disable it temporarily 
while you export the grade roster. If additional help is needed, contact the DolT Help Desk at 
264-HELP (4357). 

Q: How do I export a spreadsheet using the grade roster 'Export' feature? 

A: Depending on the browser and operating system you use, you may be given different options once 
you 'Export' this information. Following are some examples of what you may be prompted to do 
after selecting 'Export': 

• Internet Explorer 6.0 on a PC: 
Select 'Open' - Spreadsheet will open with student information. 
Select 'Save' - You will be prompted to save the file to a location on your computer. 

• Netscape 7.0 on a PC: 
Go to 'File', select 'Save Page As' and save the file to a location on your computer. 
Select 'Launch File'. Spreadsheet will open with student information. 

• MAC IE users: 
When saving the file select 'csv (windows)' as the 'Save as Type'. This does not affect 
Mozilla, Firefox, or Netscape. 

• Internet Explorer 5.1, Netscape 4.7 and Netscape 6.2 on a MAC: 
Go to 'File', select 'Save As' and save the file to a location on your computer. 
Open spreadsheet, go to 'File' and select 'Open'. Locate the document you saved and select 
it. 
Spreadsheet will open with student information. 

Q: I use Learn@UW. How will I submit my final grades? 

A: If you use Leam@UW, you may report final grades using the grade book tool. For further 
instructions visit the Leam@UW web site at http://www.doit.wisc.edu/leamatuw/ 

Q: I am on faculty in the Law or Medical School, how will I submit my grades? 

A: Law and Medical School grades will continue to be submitted as they have been in the past. 

Q: Can I go back and look at old grade rosters? 

A: Yes, you will continue to have access to past rosters that were graded electronically. 
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Q: Can I change a grade on the electronic grade roster, and up to what point? 
A: When the grade roster is in the "Ready for Grading" status, you are free to change grades 

(remember to save your work). , 

Each night, newly submitted grade rosters ("Submit to Registrar") will be posted to the students' 
records. The status of posted is noted on the roster itself. 

If you discover that a grade change is needed and if the roster has not yet been posted, you may 
back out of the "Submit to Registrar" status, re-set the status to "Ready for Grading," change the 
grade and re-set to "Submit to Registrar" to resubmit the roster. 

Q: How do I monitor the control sheet (list) for the e-Grade rosters? [Dept rep is responsible 
for tracking to ensure that all grades are turned in on time] 

A: No, electronic submission of final grades is for the reporting of original grades. Grade changes 
still must be submitted via Grade Change Forms. 

Q: Who can submit grade ch_~nges electronically? 
A: Those instructors who have the "Approve" capability (defined by the departmental timetable 

representative in the department of the course) to submit grades electronically will be able to 
submit grade changes electronically. If an instructor has the capability to enter the original grades, 
but not submit them, the instructor overseeing the course would still need to submit the grade 
change. In other words, you will have the same ability to make electronic grade changes as you 
have to submit electronic grades. 

Q: What happens if the electronic grade change is not possible? 
A: Paper grade changes will continue to be an option. Electronic grade changes should be done if 

possible. Electronic grade changes occur more quickly and can be tracked. The paper .grade 
change process takes more time and is a bigger inconvenience to students. 
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