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Department of Communication
Administrative Guidelines for Academic Student Employees

Administrative Staff
David Domke, Chair
David Domke has been a faculty member since 1998.  As chair, he oversees key department operations, works with the Graduate Program Coordinator, Undergraduate Program Coordinator and others in curriculum and course planning.  He also works with the administrator and others on budgets and strategic planning, and serves as the chief liaison with the college, alumni and the public.

Patrick Olsen, Administrator and Assistant to the Chair

Patrick provides assistance to the chair, managing budgets, completing projects, preparing reports and interpreting UW and departmental policies and procedures for faculty, staff, and students.

Winnie Cao, Payroll Coordinator
This position is the initial contact for the department.  This person handles all payroll, reimbursements, purchasing, mail collection and distribution, as well as providing course-related support for faculty.
Advising Staff

David Sherman, Director of Student Services

David is responsible for undergraduate advising, curriculum planning, and course scheduling (in consultation with the Graduate Program Coordinator and Undergraduate Program Coordinator).

Katy DeRosier, Graduate Program Assistant

Katy maintains all graduate program and graduate student information such as: admissions, student files, email lists, etc.

Diana Smith, Program Coordinator

Diana is responsible for maintaining our undergraduate database, scheduling advising appointments, and processing applications for the major.

Technology Staff

Nika Pelc, Senior Computer Specialist

Nika administers our computer, network, and media facilities.
Kristina Courtnage Bowman,
Program Operations Specialist

This position oversees the department’s use of information technologies and computer-based media in instructional, research, and Web settings.

Outreach/Alumni Relations

Victoria Sprang, Alumni and Development Manager

Victoria manages our alumni relations and plans significant department events.  She is editor of the alumni newsletter and maintains the alumni information database.

Additional Staff

Corliss Harmer, Counseling Services Coordinator for the Master of Communication in Digital Media Program

Corliss provides curriculum counseling and administrative assistance for the evening degree program in Digital Media.

Bruce Shapiro, Executive Director for the Dart Center

Bruce provides leadership for the Dart Center as well as liaison with the Dart Foundation in directing activities of the Center.

Meg Spratt, Research Coordinator for the Dart Center

Meg assists the director of the Dart Center in administrative matters and in providing information about the Center to the public.

Building – Hours, Maintenance, and Occupants

Communications Building Hours:  Monday – Friday


6:00 a.m. to 10:00 p.m.






Saturday, Sunday and Holidays
6:00 a.m. to 6:00 p.m.

If you plan to be in the building outside of the regular open hours, you should have your UW identification and picture ID with you.  University Police check the building periodically.  Your UW identification and picture ID indicate that it is appropriate for you to be in the building. 

Building Maintenance: You may report maintenance issues (plumbing in need of repair, lights out, things that are broken, etc.) to the administrative staff during regular office hours.  If a maintenance issue needs immediate attention during off hours, contact Facilities Services directly at 685-8815; you will be asked to identify the problem, the location (building and room number) and need to give your name and phone number.

Communications Building Occupants:

Classrooms are located on each floor, except the ground floor.

Basement


Math Tutoring Center




B014


Arts and Sciences Computer Lab


B027


Copy Center





B042



Course Packets, Color Copies



Send/Receive Faxes


Message Center




B045



Telex, Purchase Copy Cards



Send/Receive Faxes



Ground Floor


The Graduate School




009


Mail Room





010Z


College of Arts and Sciences Dean Office

050

First Floor


Department of Communication Administration
102


Communication Undergraduate Advising Office
118


Center for Communication and Civic Engagement
125


Conference Room




126


The Daily:
Development Manager

127




Newsroom



132




Business Office


144


Communication Faculty Offices


Various

Second Floor


Simpson Center for Humanities


206


Communication Graduate Advising Office

221


Research Mentor Center



222


News Lab





242


Dart Center of Journalism and Trauma

244


Master of Communication in Digital Media

251


Communication Faculty and Staff Offices

Various

Third Floor


Media Teaching Lab




302


Teaching Lab





304


Technology Suite




316


Seminar Room




321


Grad Student Lab




322


Seminar Room




325



Communication Faculty and ASE Offices

Various

Conference Rooms

Rooms 102E, and 126 may be used for department-related meetings.  The administrative staff will assist you in scheduling these rooms for appropriate use. Please send an email to comsched@u.washington.edu for room reservations.  The rooms are not intended for use as classrooms.

Copying Course Materials

Copiers are located in 102F and 340H.  Please note the suggestions below when making copies:

· The Risograph on the 3rd floor is the most efficient means of making copies of course materials and, rather than the Xerox copiers, should be used if you are making more than 25 copies of a single sheet or group of materials.  Please print materials back-to-back whenever possible.

· The Xerox copiers may be used for more complex jobs.  These two copiers require an authorization code; your authorization code is the first five digits of your social security number.

· For jobs of substantial volume, you may be advised by the administrative staff to make use of the Copy Center in the basement.  This use requires a budget number, which will be provided if it is determined that it is appropriate for your copying job to be done this way.

· Note: A copy limit of 500 per quarter. If you need additional copies please see Winie Cao

Please recognize that all photocopying (and printing) costs money – and that each page you produce costs about 5 cents (plus the cost of paper – about .6 cents per page).  Money spent on photocopying and printing is money that cannot be spent on other initiatives or programs (such as graduate student travel and research, departmental colloquia, etc.). So please try to limit your photocopying (and printing) as much as you can.  Course handouts and related materials are legitimate copy costs; but the cost of course readings should be passed on to students (via the web or through coursepaks).  No personal copying is permitted. 

The copiers may be used only for course-related or research material.  Copying of personal material should be done in the Copy Center by paying with personal funds.

Emergencies

Police, fire, and medical aid can be reached by dialing 9-911 from any campus phone or 911 from a pay phone or cell phone.  Making this call from a campus phone will also alert the UW Police.  UW Police can be reached directly at 543-9331 for non-emergency calls.

ESS – Employee Self Service

This feature on the UW website allows you to view and update your directory information and to access other information relevant to your employment here.

Evaluations, Teaching

Teaching evaluations are expected each quarter for teaching assistants. Winnie receives a reminder from the Office of Educational Assessment (OEA) around the third week of the quarter.  She will send you, via email, a selection of forms from which you may choose the one appropriate for your class.  She coordinates all departmental requests to OEA, and will distribute the forms to your mailbox when they are available.  It is important to make your request in a timely manner.

Keys

You may request appropriate keys.

Mail

Outgoing mail should be placed in designated box in the mailroom; it goes out at 9:30 a.m. and 1:30 p.m. each day.  Incoming mail is distributed around 10:30 a.m. and 2:30 p.m. each day. Katy delivers incoming mail to the graduate student mailboxes on the 2nd floor.  Only department-related mail should be handled this way; personal mail can be taken to the USPS mailboxes in the HUB.  Supplies for outgoing departmental mail are in the rack in the mailroom.

We use USPS Priority Mail (the most cost-effective), UPS, and FedEx for expedited mail.

Paper

During the last biennium, the Department saw its paper use increase greatly – to about $25,000 a year.  We need to reduce paper use – both for fiscal and environmental reasons.  Please be sparing in your use of paper and limit photocopying and printing to what is really needed.  We will continue to operate with an “honor” system on paper use as long as we can – but we will have to considerably cut back on paper supplies if use does not decrease in the first four months of the new school year.  

Parking

Parking on campus is very limited and there are several options to driving to campus alone.  The most attractive, and the least costly, option is use of the U-PASS.  This permits unlimited rides on Metro, Community Transit and Sound transit.  U-PASS payments can be made by payroll deduction.  A ride-matching service is available for those who want to carpool.  Individual Commuter Tickets may be purchased for occasional parking on campus.
washington.edu/admin/parking/

Payday

UW pays twice a month (10th and the 25th) or on the working day closest to those dates.  The 10th of the month check is for the last half of the previous month, and the 25th of the month check is for the first half of the current month.  The Payroll Office strongly suggests the use of direct deposit for your pay – and we strongly agree. You may view your pay online via MyUW, and print an Advice of Deposit/Earning Statement if you wish.

myuw.washington.edu/

Winnie, our payroll coordinator, is responsible for ensuring that the gross amount of your pay is correct.  If you are receiving pay from more than one source, it will be combined in one payment, with the breakdown noted on the check stub.  The various reductions and deductions are handled either by payroll or the benefits office, and those offices should be contact with questions about those items.

washington.edu/admin/payroll/ OR washington.edu/admin/benefits/

Printing

Printing in any of the computer labs should be limited to department business.  This includes course-related printing for TAs and research-related work at the direction of your faculty supervisor for RAs.  You may print one copy of your thesis or dissertation using department equipment, but additional copies should be made at the Copy Center (or elsewhere) by paying for the work yourself. 

We have had significant budget cuts in funding for operations, which includes printing and photocopying; and, while the budget is adequate for department instruction and research needs, it is not adequate for any more than the essentials in these areas.

All printing is monitored by the Administrative Staff.  You will need to justify high use.

Supplies

Basic office supplies are kept in the cabinets in the first floor mailroom: 

	· Pens
	· Pencils
	· Paper Clips

	· Video Tapes
	· Markers
	· File Folders

	· Assorted/Used Binders
	· Letterhead
	· Campus Memo Paper

	· Envelopes
	· Work Request Forms
	· Other Mailing Supplies (in bin on counter)


Paper for printers and the copier is in the lower left cabinet.  If you take the last of an item, please let Winnie know so we can replenish the supply.  If you need something that you don’t find in the cabinet or shelves, please tell Winnie so it can be ordered with the next supplies order (usually placed weekly).  A limited amount of supplies are in the third floor copier room – with the main source being the first floor mailroom.
Syllabi for Instructors of Record

Please provide a copy of your syllabus (or the link to it) before the beginning of each quarter to both Winnie and Diana.  These documents serve a variety of purposes:  from giving us information for responding to inquiries from the public, and developing our in-house teaching schedule to having a historical reference for the class as it may be needed in the future.

Teaching Schedule

David Sherman submits the teaching schedule to the Time Schedule Office once he has completed course planning with the Undergraduate Program Coordinator.  Questions about the schedule should be directed to David.
We develop an “in-house” version of the quarterly schedule, with faculty and TA email addresses, phone numbers, office hours, teaching schedule, and class location.  This schedule is posted on the bulletin board in the hallway for student and public information.  If you notice errors in the list, or make pertinent changes after it is published, please let us know.  There may be an emergency situation in which it is necessary to know the whereabouts of faculty or students. 

Telephones

Telephones in the TA/RA offices are restricted and may not be used for making long distance calls.  

The UW phone system is designed so that you need to dial only the last 5 digits of a UW phone number to be connected to another campus number.  For instance, the administrative office phone, 543-2660, can be reached by dialing 3-2660 from a campus phone.

washington.edu/admin/comtech
Textbook Orders and Desk Copy Request for Instructors of Record
Winnie handles these requests.  We receive notification from the University Bookstore when it is time to place these orders (usually midway through the previous quarter) and Winnie will notify you when she is ready to collect this information.  For example, orders for textbooks to be used in autumn quarter are placed in mid-May.

It is preferred that these requests be handled by the administrative staff.

Travel

There are limited funds available for graduate student travel to conferences for presentation of research.  All travel funding request must be submitted in writing using the procedure and forms outlined on the department website.  If you expect to be reimbursed for travel expenses you have paid yourself, there are three general rules that apply:
· All travel must be pre-approved; 

· You always need your receipts;

· Please check with Charlotte before purchasing airline tickets to learn the options for purchasing and reimbursements – it may be more cost-effective for the department to purchase tickets for you.

com.washington.edu and washington.edu/admin/travel/
Updated 09/18/08 by Patrick Olsen


