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General Office Maintenance

Parking

Parking in campus parking lots is by permit.  Included in this packet is a parking permit slip.  Please fill it out (include your 9-digit COCC ID) and return it to Alisa Humphrey.  You will be issued a faculty/staff parking permit and parking rules handbook.  Note that we have a reciprocal parking agreement with OSU Corvallis campus so that your COCC permit is valid to park in OSU Corvallis faculty/staff lots.  When you have a guest on campus, you request a temporary parking permit from the front office staff.
Keys

Faculty Support will issue you a key for your office on your start date.  Classroom keys are issued each term and need to be returned at the end of the term unless you will be teaching in the same classroom the following term.  It is your responsibility to unlock and re-lock your classroom after use. Please turn your keys in as soon as the term is over (or sooner if you will not need the key) so that the key may be issued to the next person.  If you have any questions regarding keys, please call Alisa Humphrey at 541-322-3195.
ID Cards

ID cards are used by both students and faculty/staff. Cards provide access to the library and to Mazama gym facilities, and can be used for discounts at campus events and in the community.  After you have been hired, please obtain an ID card from the Information Booth in Boyle Education Center.  Be sure to indicate that you are OSU-Cascades faculty or staff.  The booth has intermittent hours, so call ahead: 541-383-7596.

Telephone Systems
For Cascades Hall & Newberry Hall
Besides providing for normal business calls, our phone system allows us to contact our colleagues in Corvallis and in the rest of the OUS system using special dialing. Here is the basic information:

1. Dialing local (and COCC) calls—Dial 9+1+ Area Code + Number. So, to dial COCC extension 383-XXXX, please dial 9 1 541-383-XXXX.
2. Dialing to and from OSU and the OSU system—use 5-digit dialing. For instance, to dial a number 713-XXXX, use 3-XXXX.

3. Dialing between OUS campuses—to make OUS inter-institution calls, dial 9+1+ Area Code and Number to make a long-distance call. (You will not be challenged for your long-distance code when calling another OUS institution.)

4. Dialing long-distance outside the OUS system—use your access code for long distance dialing. Please dial 9+1+ Area Code + Number to make a long-distance call. You will hear a “bouncing dial-tone” which is your queue to enter your Long Distance Authorization Code.
Logging in to OSU Online Services for the first time

Visit the online services webpage: https://adminfo.ucsadm.oregonstate.edu/prod/twbkwbis.P_WWWLogin  

Enter your OSU ID and your birth date (MMDDYY) for the GAP 

Re-enter your birth date and select a new GAP consisting of six numbers. 

Setup a security question in case you forget your GAP.

After you've completed those steps, you can sign up for ONID after waiting at least 10 minutes for the servers to sync.

ONID website:  http://onid.oregonstate.edu/ 
Click on the Sign Up For ONID link in the top left corner of the screen.

Enter your OSU ID number and GAP, then click Submit.

Follow the on-screen instructions and be sure to remember your ONID username and password. 

Do NOT share your ONID password with anyone. 

Your ONID email will be your main communication link with the University throughout your college career.

Now that you are signed up for ONID, you can use that username and password to login to OSU Blackboard and OSU Online Services.  You can access these systems by going to www.OSUCascades.edu  and clicking on the Faculty & Staff tab.
COCC Email Login and Forwarding Process
COCC email – Go to http://www.cocc.edu/login/default.aspx, and then select the Web Email Login Now option.  Use your COCC username and password (same as the computer login information on the code sheet you received from Alisa Humphrey).  Once you are logged in you can create a rule to have your email forwarded.  Please note that your email account with COCC will expire after your class is over.
Photocopying
If you are making a large number of copies for your class or color copies, please make use of COCC’s Copy Center (located in the bookstore).  Originals can be delivered or mailed to the Copy Center. Please attach a completed duplication request and be prepared to provide your index code for billing. Some lead time is required, so plan ahead.  The COCC Copy Center phone number is 541-383-7706.
For smaller copy jobs, there is one photocopier available in Cascades Hall 225 (see code sheet for access code).  The photocopier will require your copier code.  See the front desk or Alisa Humphrey if you experience difficulties.

Ordering Supplies

When you require general office supplies (pens, pencils, markers, etc.) please take from the supply cabinet (in CSB 217, adjacent to reception area).  If there is a special* supply that you need, you may order it using the Office Max catalog at the front desk. Ask Sharon or Alisa for the order form and provide the following information: 

· Your name, LCB number, and phone extension 

· Item name and number in the catalog, Quantity needed

· Page number where you found the item

Return this form to the front desk and your order will be placed when the order has reached a minimum dollar value.  (Please let Alisa know if you require a rush order; there are limitations on how often orders are placed.)  Adjuncts, please have supply orders approved by your Program Lead.
*If you are unsure if an item is considered “special”, check with faculty support (extension 2-3195).  Some supplies are only ordered on an “as needed” basis, but are not considered special.  Supplies usually found in an office are ordered on the general budget code and do not come out of your department budget.

Mail Services

Mail is collected and delivered daily in the copy room (Cascades Hall 225).  You have been assigned a mailbox which you should check periodically. Mail goes out two times a day, in the morning and early afternoon. 
Outgoing mail requires a COCC mailing slip to be filled out and attached to the piece of mail.  These peach-colored slips are available at reception or in the mailroom.  Mail can then be placed in the red outgoing mail bin in the copy room.  Included in this packet is an example of how to fill out the mailing slip.  Please use your “Banner Index” (included on your codes sheet).

Work Order and Computer/Telephone Requests

If you have a custodial or maintenance request, please contact the facilities coordinator, Susan Jett, and a work order will be placed.  If Susan is unavailable and it is an urgent matter, contact the front desk.
For computer or IT requests, please contact faculty support, Alisa Humphrey, and she will coordinate with COCC’s IT department and our IT manager, Greg Chilcote, to attend to your request.
Recycling Services
Recycling receptacles are available in the copy room and in the kitchen (blue bins).  Small recycling boxes are also in each office.  Bend Garbage & Recycling will pick up recycling on Thursday mornings.
Please note that the receptacles are co-mingling and can take paper, tin, aluminum and plastic bottles that have a smaller opening at the top, but cannot take packing peanuts, paper towel or paper ream wrappers.   Most recyclables can be placed in the blue bins, with two exceptions: cardboard boxes must be taken to the green cardboard recycling bin in the enclosure in the parking lot behind the building.  Glass must be placed in the red bin in the kitchen.

Safety & Emergency Procedures & Campus Closures
Please note that in case of fire, the evacuation meeting site is in the Library Parking Lot, across the street from Cascades Hall.  In case of emergencies, we make use of the regular 911 services (which must be dialed with 9-911 on a campus telephone).  In the case of less urgent needs, please call the Campus Services (during regular hours) at 541-383-7775.  If you need Campus Security after hours please call 541-480-2418.  If you have problems with locked doors, contact Campus Security after hours.

In general we follow the emergency procedures manual outlined in the back of the COCC blue telephone directory.  If you do not have one, please ask at the front desk.
In keeping with State fire code laws, classroom doors cannot be propped open with a doorstop. Coffeemakers are limited to use in the kitchen area, and must be commercial grade.  If you have any safety code questions, please contact cascades.safety@osucascades.edu or any member of the Cascades Safety Committee.
Emergency Responses:
1. Cell phones should be taken to class so that you can contact 911 for life threatening emergencies or COCC security at 541-480-2418 for other emergencies.

2. “Shelter-in-Place” – if you hear nearby gunshots—let people that want to leave go, close the blinds, lock or block the door, and protect people behind tables.

3. Lock-down—if the building is under lock down conditions, a sign will be put up on the doors stating that we are under lock down conditions and tell you to go home.  We have been advised not to open the doors for anyone while under lock down.  

4. During an emergency situation, faculty is not automatically “in charge” and determines whether students stay or leave the classroom or building.  

5. We have been advised that when we see individuals in our building that we do not know or that seem to be looking for something/someone, we should seek to be of assistance.  Nicely—Can I help you?
Campus Closures
If conditions are questionable, COCC officials will attempt to make a decision on whether or not to hold morning classes by 6 a.m.  If conditions change during the course of the day, decisions on later classes will be made as early as possible with announcements made on campus and through the media.  Any decisions will be posted on COCC’s or OSU-Cascades’ websites and on their main phone lines.
Weapons Policy
It is OSU’s policy that no weapons of any kind are allowed on campus (including the parking lot and College Way) except as authorized by law.
A concealed weapons permit does not allow an individual to possess any kind of a weapon.

Reminder—OSU has advised us to include in our syllabi the rule about no weapons on campus.

Children and canines on campus
People that are 16 or older can be on campus and in our building (individuals at age 16 can take courses at COCC).   Children under 16 are not permitted unaccompanied on campus or in the buildings.  Children are not permitted in class even if the students all say that it is okay.  

Dogs are not permitted on-campus and are not permitted to audit any classes, even if all the students say it is okay.  Also, on a warm day, security will call the police for dogs locked in cars.  Service dogs are always welcome to our campus!
Cascades E-Mail Lists

Contact faculty support, Alisa Humphrey, for Cascades email lists.  There are a number of email lists that will allow you to communicate with faculty and staff on the Cascades campus. New members of the campus community are automatically subscribed to the appropriate lists after your Cascades email address is set up.  Please be sure to check your email regularly.
To see a list of all available lists for Oregon State University and find out how to access them, go to http://lists.oregonstate.edu/mailman/listinfo/.
The Cascades Campus email lists:
	List 
	Description

	Cascades-1
	All faculty and staff (excludes adjunct)

	Cascades-2
	OSU faculty and staff (excludes adjuncts)

	Cascades-3
	OSU staff

	Cascades-4
	Full-time OSU faculty

	Cascades-5
	Full-time UO faculty

	Cascades-6
	OSU Adjunct Faculty

	Cascades-7
	UO Adjunct Faculty


From the internet, select the list name to retrieve the address information for the list. You are automatically approved to send email to any list that you are a member of.  You can also send mail to other lists. Your email will go first to the list administrator for approval. At Cascades the turnaround for approving emails is 1-2 business days.

As a courtesy to your fellow list members, please use these lists judiciously!

Meeting rooms 

Faculty members or staff requiring a room for a special event should email the request to Alisa Humphrey, at alisa.humphrey@osucascades.edu
Please include the following information:

· The name of the event.

· The date and time the room is needed (NOT the time the event begins, but the time you want access to the room) 

· The time the room will be vacated  

· The number of people attending the event (room size)

· Type of equipment needed in the room
Alisa will confirm availability.
Course Logistics

FERPA and GLB

Included in this packet is information on the Federal Education Rights and Privacy Act and Gramm-Leach Bliley.  Please read these as an overview.  You will need to schedule FERPA training with Jane Reynolds or Marty Beidler, during your first few weeks at OSU-Cascades.  FERPA requires that student scores can only be posted when the identity of the student is protected.
Book adoptions

Deadlines and forms for book adoptions are on the web at www.osucascades.edu/facultystaff under Academic Forms, then Text Book Adoption Form.  Adoption forms require the course CRN, course number, number of students expected to take the class, Author, Title, Publisher, ISBN (13-digit), edition, and whether the book is required reading for the course.  Please check with your program lead if you have questions.  All adoption forms should be returned to faculty support, Alisa Humphrey.  Course packs are also sent to the coordinator, along with the required request form.

Class schedules
The classes are organized and coordinated by the program leaders and presented to the Enrollment Specialist who coordinates with the main campus to update the on-line schedule of classes.  Class information may be submitted via your program lead using the “Course Submission Form” which is available online at http://www.osucascades.edu/sites/default/files/documents/Course_Form.pdf, or using the “Schedule Information” Excel worksheet which is distributed to the program leads prior to submission deadlines.

Classroom space is at a premium in Cascades Hall - courses should adhere to block scheduling so room usage can be maximized.  Exceptions to the block schedule are assigned rooms last.  
 

Classroom assignments are made shortly after classes are sent to Enrollment Services.  If you have special equipment needs, it can be noted on the course request form.  Please note that rooms are equipped with moveable tables and chairs, to allow for different configurations for different types of classes.   It is the responsibility of the instructor to ensure that the tables and chairs are returned to the standard lecture-style set-up following each class period.  This is a courtesy to all instructors and users of the rooms.
If you need to change a classroom time or location, contact the Enrollment Specialist, Marty Beidler.
 

Exam schedule

The OSU-Cascades final exam schedule will be posted on our website at http://www.osucascades.edu/advising/class_schedules. We follow the same exam schedule as COCC whenever possible.  Please remind your students to check the schedule and plan accordingly, as some exam times are quite different than the regular class meeting times.  

Finals Week
a. No final, midterm, or comprehensive examinations shall be given during the week preceding final examination week. (Examinations on laboratory work, course material covered by "weekly" or "section" quizzes, television courses, ROTC activities, and physical education activities are allowed.) 

b. Course work shall continue up to final week. Final examinations shall be given during finals week in accordance with the finals week schedule. If a final examination is not to be given in a course, this action must be approved by the department with notification to the Registrar’s Office. Requests for changes in the time of final examinations will be submitted to the Registrar’s Office.  Some type of final academic effort (presentation, term paper due, exam, class meeting) during finals week will meet the requirement. This is a constant struggle at all universities, including ours.  Please help by following the policy.
c. Requests for changes in the time of final examinations REQUIRE THAT 100% OF STUDENTS CAN BE ACCOMODATED you have to ensure A ROOM is available before you commit to changing your final exam.  Must be approved by the Associate Dean. (It is unfair to ask students by a show of hands who is willing to change dates or times too.)
d. No extracurricular activities or curricular activities other than examinations and final class meetings shall be scheduled during final week. 
e. Also, there is a policy that a student can be given relief from a final if they have four finals scheduled on a single day.  In practice, we typically provide relief if a student has three final exams on a single day.  The student approaches his professors with the situation and identifies one that permits an alternate day.
Classroom Equipment – Crestron & Tandberg Systems

Our classrooms are equipped with a Crestron system that includes: a computer, LCD projector, DVD and VCR.  Included in this packet is an instruction sheet on the use of this equipment.  You will also need the four-digit code provided on your codes sheet to login.  If you have any difficulties, or would like a tutorial, please contact faculty support, Alisa Humphrey.  Note that you need to logout of the classroom equipment and close the cabinet doors when you are finished.
We also have two broadcast classrooms (Cascades Hall 107 and 112).  These are equipped with Tandberg Systems.  If you are teaching a non-broadcast class in these rooms, but need to use the equipment for projection, see IT Manager Greg Chilcote for a tutorial.  If you need to use the rooms for broadcast or video conference applications, please contact the Faculty Support before use.  We also have a rolling Polycom system for video conference meetings, which can be booked by Faculty Support at 541-322-3195.
Classroom Set-up

OSU-Cascades faculty has agreed that classrooms will be set-up in the standard layout.  An instructor can set-up the room in the non-traditional style, but must return the classroom to the standard layout every day when class is over.
Student Pick-Up/Drop-Off File

If you have tests or other information that you would like students to pick up or drop off, you may ask students to pick up/drop off the materials at the Reception Desk in Cascades Hall.  Give the information to the front desk and they will file it for you.  Please tell your students that they will need their student ID to pick up their work and that students are only allowed to retrieve their own work.  Please let your students know the date and an estimated time their work will be available. You must not leave student information in other places for pickup such as a box by your door or office.  This is a violation of FERPA regulations.

Course Evaluations

Effective fall 2011 Oregon State University will implement an online Student Evaluation of Teaching system.  
Evaluation period:

· 8:00 am Monday of week 8 through Friday 12:00 pm (noon) of the week after finals week.

· Students will be automatically prompted to complete the online evaluations; departments and instructors do nothing initiate the evaluation process.  

Which students will fill out the online evaluations:

· All students except those who withdraw from a course will be eligible to evaluate a course.

Students have the option of completing the evaluation for each course or declining to complete an evaluation for each course.

· Users authenticate through OSU Online-Services, using their ONID login and password. 

Which courses will be evaluated via the online format:

•
All courses with the exception of blanket courses (such as for thesis, reading, conference) and internships.  Departments wishing to evaluate these excluded courses should administer a paper evaluation locally.

•
There will be one evaluation for each instructor listed on each CRN (including labs and discussions).

•
Departments and instructors may continue to use other forms or methods for gathering student feedback.

Delayed delivery of student grades for non-participation:

•
Grades, transcripts, and online degree audit updates (MyDegrees) will be withheld until the Friday after finals week for students who do not complete evaluations or who do not actively decline to complete evaluations.

•
Grades will not be withheld for the following three categories of students regardless of whether they have responded to the online student evaluation of teaching: 1) students being suspended, 2) students graduating that term, 3) students who have failed a prerequisite for a course for the subsequent quarter.  

Who can view/download the online results:

•
Faculty can view ALL of their results.

•
Academic unit heads can view all results for faculty in their department(s) except narrative comments that have not been signed by the student.

When are results available:

•
Policy states that faculty cannot view results until after grades are collected.

•
Reports are released to faculty, academic unit heads (and academic unit administrative staff as designated by the unit head) at 8:00 am Friday following the grading deadline.

•
Typically by that time the Registrar’s Office has collected 88.96% of the grades for the term.
Grading for OSU classes

OSU’s grading policy, procedures, and deadlines are available at http://oregonstate.edu/registrar/webgrading.html.

To use on-line grading, click the link for Faculty & Staff on the OSU – Cascades webpage, then Online Services.  You will need your OSU ID number and GAP, or your ONID Username and Password.  

The first time you log in, your General Access PIN (GAP) will be your birthday in MMDDYY format.  You will be asked to change your GAP.  

If you would like a tutorial on how to use the system, contact faculty support, Kira Lueck.  If you cannot access your class roster or have forgotten your GAP, contact the Enrollment Specialist, Marty Beidler.
For other questions regarding grading, please contact your program lead.
Giving Special Approval for Registration
Some classes, such as independent study or research, require that a student have instructor or departmental permission to register.  

To give permission for a student to register, send an email to the enrollment specialist, Marty Beidler, marty.beidler@osucascades.edu .  Include the following information:  CRN of the class, course number, student’s full name and student ID.  Submit the information as early as possible.  Once the enrollment specialist enters the override code into the Banner system, the student can register on-line.

Proctoring for Exams

Faculty Support will proctor exams for students in OSU courses under the following circumstances:
1) Students who believe they may be eligible for alternative testing should first register with their home institution’s Services for Students with Disabilities Office. Cascades will provide reasonable accommodations as outlined by SSD Testing Services. Students eligible for these accommodations may schedule exams anytime Monday thru Friday, 8-5, where the start and end of the exam falls during those hours. Exams will be proctored at no cost, but require advanced scheduling of 5 working days to be able to reserve a room and schedule a proctor.  To schedule an exam proctor, the student should contact the instructor and Faculty Coordinator, Alisa Humphrey, with time and accommodation specifications, including if the exam will require computer access.

2) Students taking OSU or UO distance classes (E-Campus) have the option of having exams proctored during open proctor times, every Friday, 2 PM – 4 PM in Cascades Hall.  This session is free of charge.  Students taking distance courses should also contact E-Campus to request that exam materials be sent to OSU-Cascades.  Distance students who cannot schedule to take their exams during the open proctor time will need to make outside arrangements, for instance through the COCC testing center. (A nominal fee will be charged for this service.)  
3) Students who contact the instructor with a special circumstance requiring an exam to be proctored (e.g. illness, car accident etc.) may take the exam during the open proctoring time on Fridays (2-4 PM) at the discretion of the instructor.  It is the responsibility of the instructor to give all exam materials to Alisa Humphrey and include specifics related to time or other special instructions.  If the student cannot schedule their exam during an open proctor time, it is the responsibility of the instructor to proctor the exam.  
4) Courses being taught in Corvallis and offered by video-conference to the Bend campus will be proctored by faculty support.  It is the responsibility of the program lead to schedule this with faculty support, Alisa Humphrey, at the beginning of the term.

As part of proctoring, faculty support will check student ID, provide the student with a secure place to leave backpacks and books while taking the exam, provide a quiet environment for the exam, and monitor the student while taking the exam.
OSU Discrimination and Harassment Policies
Get more information about OSU policies on discrimination and harassment at http://oregonstate.edu/dept/affact/. 
Knowing the rules and policies of our community helps us to maintain a safe and professional workplace.  The Office of Affirmative Action and Equal Opportunity in Corvallis establishes and evaluates these policies.  For more information, contact that office at 541-737-3556.
Student Services and Advising

OSU-Cascades Advising Philosophy
OSU-Cascades believes that academic advising is a key ingredient in helping students attain their educational goals. We encourage all students to form a strong partnership with their academic advisor and to become active participants in their own advisement process. OSU-Cascades academic advisors help students to understand rather complex degree requirements, assist in academic planning, and explain academic policy.   Additionally the academic advisors are a valuable source of information about the student’s career field, job or internship opportunities, study abroad programs, and other majors or minors that enhance OSU-Cascades student’s skills and experience.
Advising Questions

If you have a student that you think will benefit from meeting with their advisor please forward them to the OSU-Cascades Enrollment Services
Cascades Hall 223 

541-322-3100
International Programs

Study and Internship Opportunities Abroad:

http://www.osucascades.edu/international/
There are hundreds of programs available for our students to study or intern abroad.  The benefits of participating in an international experience are numerous, including:

· Increased self-confidence

· Exposure to other perspectives and lifestyles (some of our students have rarely been outside of central Oregon – this is an essential experience/skill set to have to be effective in today’s society and job market)

· Deeper understanding of our own culture and sense of place

· An enhanced ability to accept and adapt to change

· Expanded tolerance for risk-taking/ trying something new

· More effective communication skills

· An ability to think critically from a balanced perspective

Participating in one of OSU or UO’s international internship or study abroad programs provides our students with the opportunity to explore the world in a relatively safe and structured environment.  Programs range from as short as three-weeks (intensive language and art programs) to as long as one-year (or more!).  They are as diverse as doing a marketing internship at an ecotourism resort in Thailand to studying biology and ecology on the Galapagos Islands in Ecuador.  Financial Aid applies to all OSU/UO programs.

Advising:  It is important for students to connect both with their academic advisor and the study abroad advisor early in the process so that we can work together to map out an academic plan that will be as efficient as possible.  Many BACC core courses can be taken during a study abroad experience; more so than upper division program requirements.  A student can study or intern at any time during their 4 years at OSU-Cascades, but late in their sophomore year or early in their junior year is often recommended.  Constructing an academic plan early that incorporates the study abroad experience will allow the student to be more efficient as they choose what courses to take here at Cascades versus during their experience abroad.
International Students

http://www.osucascades.edu/international/
OSU-Cascades also welcomes students from around the world.  We are fortunate to have these students as part of our student body as they add diversity and enthusiasm to the classroom and beyond.

 If you have an international student in your class, please be aware that, while they may speak English well and look/ dress like the rest of our students, they may not necessarily understand all our cultural cues and norms.  This can affect their classroom performance.  For example, in some cultures, it is not acceptable or encouraged to talk in class or to be openly critical of ideas presented by an instructor, even when the instructor has asked for that kind of participation.  I encourage you to proactively check-in with your international students in your classes to ensure their potential to thrive while at OSU-Cascades.

Student Life at OSU-Cascades

http://www.osucascades.edu/studentlife
There are many opportunities for students to get involved in activities outside the classroom at OSU-Cascades.  Assessments have consistently demonstrated that the out-of-the-classroom experience is the single most important factor in student retention and success while at college.  The activities that are evolving at OSU-Cascades are meant to complement the classroom experience by providing some real-world opportunities to use the leadership, writing, communication, and hard skills they are learning in their coursework.  Current opportunities include:

· Serving on the Student Incidental Fees Committee (oversee allocation of student fee monies at OSU-C)

· ASCC (Associated Student of Cascades Campus) student government

· Women’s Center

· Cascades Adventure outings and outdoor leadership program

· Military Science Club

· Fermentation Club

· Student Marketing Group (SMG)

· Art Club

· Student Life and Programming

· The Broadside student newspaper

· Club and Intramural sports

· Tutoring

· Student Ambassador program

· Tau Sigma transfer student honorary club

Equally important is the opportunity that students have to start other student groups as they see need on campus.  If there is not currently a group that offers what they are interested in, the Office of Student Life is more than happy to assist them in starting something new.
Students have participated in multiple conferences, put together movie and social justice discussion evenings, outdoor adventure activities, and participated in the state allocation of state funding resources.  Please encourage your students to begin to apply what they are learning now.  The experience and resume-building opportunities will be assets when they graduate!
Career Services

Mission Statement
“Assisting students to become life-long career managers in a world-wide community”

Do You Hear Students Asking . . . 

· What type of career do I really want?
· I like my major, but what am I going to do with it?
· How do I write an attention-getting resume AND how do I look for “the job”? 
Please send them our way.  . . Career Services and faculty share a mutual goal of delivering a quality learning experience that results in student success. By partnering, faculty and Career Services can give students the necessary tools to obtain their career goals and transition seamlessly to the world of work. 

Career Services—Value Added in the Classroom

Students who are actively participating in their own career/life planning are:

· More likely to be focused with their major and career plans. Ultimately, many career-questioning students understand why they are in your classroom.

· More likely to have a deeper understanding of their career goals, resulting in increased attention, attendance, and caring about their educational experience.

· More likely to participate in an experiential form of education (i.e. internships) that compliments their career decision-making and your classroom instruction. 

· More likely to have a higher rate of retention and persistence because they have a career goal. 
For Students














· More likely to be decide on a career field sooner, saving time, energy, money, and heartache.
· More likely to connect their career passions with their future, resulting in better grades. They’re not “guessing” about their future.
· More likely to be content with their career decision in your classroom and ultimately on the job.
Career Services—Comprehensive Approach   www.osucascades.edu/studentresources/careers
Career Services can assist students with every step in their career planning, including:

· Career fit—teaching them a career/life planning process to aid in finding a satisfying career fit now and in the future. We offer: career counseling, interest, personality, values, and skills inventories to help clarify career direction; self-esteem development, occupational information, job trend and salary information, information interviewing, internship assistance and more.
· Job fit—we can assist students with marketing themselves to the global employment community learning valuable job seeking strategies, mock interviews in-person and online, salary negotiation and more. We can also assist with referral to jobs in their related majors.
· Life fit—we advocate working toward balance by addressing the interconnectedness of the parts that affect us, which may include: self, educational, career, family/social, and leisure management.
Career Services—What Students Cannot Expect

· Career Placement—we can teach students how to research themselves and careers that could be a good fit. We cannot “tell” students what major or career to pursue.
· Job Placement—we can help students develop the skills and contacts necessary to obtain employment and internships. However, we are not a placement agency.
· Time Management—we can commit to scheduled appointments but the career planning process takes time. Students should plan now rather than wait until graduation. There are critical time management considerations that impact students as well as staff. 
Cascades Adventures
Cascades Adventures mission is to offer outdoor and adventurous challenges in a positive and sharing community.
Background:
· Started operating in September 2004.

· Has served approximately 488 participant days on 127 trips/outings/ trainings since beginning operation.

· Has designed and implemented a Wilderness Orientation program for new students transferring or enrolling into OSU-Cascades.

· Has a professional outdoor specialist, hired by OSU Cascades and funded by the Student Fee Committee of OSU Cascades

Who We Are:
Cascades Adventures is a student organization housed under the Department of Student Development at OSU-Cascades Campus. The two primary purposes of this program are: 1) to promote and develop the professional leadership needs of students while 2) creating opportunities for the students of OSU-Cascades and COCC to meet each other, learn safe outdoor practices, and enjoy the outdoors.

What We Do:
Cascades Adventures consists of several arms that will expand as the campus community expands. The program currently includes: 1) Professional development for students through outdoor trainings and programs 2) Recreational outings for students, faculty and staff of OSU-Cascades and COCC 3) Custom outings for groups within the campus community and for specialized organizations in the Bend community 4) Workshops/trainings for those interested in learning/practicing specific skills/instructing in outdoor activities. 


 Activities that Cascades Adventures regularly engages in are as follows: Canoeing and rafting (flat water, moving water, white water), Climbing (rock & ice), Backcountry snow riding, Backcountry travel (hiking, backpacking, snow touring), and mountaineering. This is always open to change through participant interest.

How We Do It:
Cascades Adventures’ operational budget is funded through student incidental fees at OSU-Cascades and additional fundraising accomplished by program activities.  The program is coordinated by a part time advisor that is also funded through the student incidental fees of OSU-Cascades. We are currently looking for outside funding sources to subsidize the cost to students at OSU-Cascades. The program is currently available to students, faculty and staff at OSU-Cascades and COCC. 

What We Would Like To Do:
Cascades Adventures goal is to support the entire campus community through collaborative interaction. They accomplish this through creating opportunities for the student, faculty and staff populations of OSU-Cascades and COCC to meet each other, learn outdoor skills in a safe environment and enjoy the natural environment.

Good Things to Know

Food options on campus or close to campus

Food options on campus are limited, but here are the options:

· Coffee and light snacks in Bookstore and in vending machines on 1st floor in Cascades Hall.
· Campus Center:  Sodexo Food Services, cafeteria and coffee shop.  
· Cascade Culinary Institute:  Reservations are necessary.  Menus, contact info and dates are available on the Institute website: http://culinary.cocc.edu/Menus/default.aspx 
Off campus options:

· There are several restaurants and cafés at the bottom of the hill by the Chevron Station.

· Other options include restaurants on Newport or Galveston and downtown.
COCC Bookstore

The COCC bookstore gives a 20% discount on all non-sale items to OSU-Cascades faculty and staff.
Pay Day Information
Payday is once per month, on the last working day of the month.  The first check will be a manual check…..and it may be late.  Direct deposit will not be active for the first check and perhaps not for the second check either.  Instructor salary is based on the working days in a month.  Therefore, if the Fall term contract starts on 9/16, the September paycheck is for roughly ½ month.  If you work 9 days in the Summer term, partially in June and partially in July, you will get paid on the respective payday for the working days in each month, again the first check will be late. 
OSU-Cascades Staff Contacts
ENROLLMENT SERVICES

Grading, Registration, Online Class Schedule, Scheduling of Rooms for Classes

Marty Beidler, Enrollment Specialist

CSB 221, 541-322-3161

marty.beidler@osucascades.edu
Customer Service/Admissions Specialists
Kristin Geurts, Enrollment Services

CSB 223, 541-322-3136

kristin.geurts@osucascades.edu 

Sharon Henderson, Enrollment Services

CSB 223, 541-322-3168
sharon.henderson@osucascades.edu
Wen Wick, Enrollment Services

CSB 223, 541-322-3153

wen.wick@osucascades.edu 

Faculty & Schedule Specialist, Keys, Supplies, Photocopier Codes, Textbook Orders, Exam Proctoring, Special Events Room Scheduling, Email Lists, Course Evaluations, Campus Car or Van Reservations,
Alisa Humphrey

CSB221, 541-322-3195
alisa.humphrey@osucascades.edu 

Prospective Student Advising, New Student Recruitment, New Student Programs
Danny Cecchini, Admissions Advisor, Enrollment Services

CSB 218, 541-322-3150

danny.cecchini@osucascades.edu 

Enrollment Services, Financial Aid, FERPA Training
Jane Reynolds, Director of Enrollment Services

CSB 222, 541-322-3132

jane.reynolds@osucascades.edu
STUDENT AFFAIRS & SUPPORT SERVICES
Student Conduct, Student Policies, Student Affairs
Marla Hacker, Associate Dean of Academic Programs
CSB 220, 541-322-3133
marla.hacker@oregonstate.edu
Student Life/Clubs, International Students
Andrew Davis, Coordinator of Student Life & International Programs
CSB 242, 541-322-3156

andrew.davis@osucascades.edu 

International Programs

Cynthia Engel, Coordinator of International Programs

NWB 117, 541-322-3112

cynthia.engel@ous.edu 

General Student Advising 

Dianna Raschio, Academic Advisor
CSB 241, 541-322-3105

dianna.raschio@osucascades.edu 

Kara Branyon, Academic Advisor

CSB 218, 541-322-3148

kara.branyon@osucascades.edu 

Diane Pritchard, Academic Advisor

CSB 239, 541-322-2023
diane.pritchard@osucascades.edu 
Career Services
Marina Martinez, Career Services Coordinator

CSB 240, 541-322-3130

marina.martinez@osucascades.edu
Outdoor Programs, Cascades Adventures

Jeff Myers, Outdoor Programs Coordinator

CSB 242, 541-322-3116
jeffrey.myers@osucascades.edu 
Student Practicum Placement, Graduate Programs Recruitment
Meredith Mason, Educational Placement Coordinator
CSB 213, 541-322-3127

meredith.mason@osucascades.edu
Donna Harris, Teacher and Counselor Education & HDFS Administrative Coordinator
CSB 210, 541-322-3173

donna.harris@osucascades.edu 

Personal Counseling Services

Vicky Pride, L.P.C

CSB 240, 541-322-3162

vicky.pride@osucascades.edu 
FINANCE & ADMINISTRATION

Human Resources, Payroll, Facilities Coordination
Susan Jett, HR Assistant 
NWB 106, 541-322-3106

susan.jett@osucascades.edu
Budgets, Facilities, Finance and Administration
Sandie Franklin, Campus Administrator

NWB 107, 541-322-3108

sandie.franklin@osucascades.edu
Travel/Personal Reimbursements/AP
Kira Lueck, Faculty & Finance Specialist
NWB 102, 541-322-3169

kira.Lueck@osucascades.edu 
ACADEMIC AFFAIRS
Curriculum or Course-Related questions, Instructor’s copy of textbook
Program Leads
Academic Affairs, Faculty Relations

Marla Hacker, Associate Dean of Academic Programs
CSB 220, 541-322-3133

marla.hacker@oregonstate.edu
IT SERVICES
On-Campus IT Services
Greg Chilcote, IT Consultant
CSB 226, 541-322-3114
greg.chilcote@oregonstate.edu
Shannon Osborne, IT Consultant

CSB 226, 541-322-3160

shannon.osborne@oregonstate.edu 

Blackboard Support 
OSU Computer Helpdesk, Corvallis

541-737-3474
Blackboard Tutorials/Training/Help Sites:

http://my.oregonstate.edu/webapps/portal/frameset.jsp?tab_id=_10_1 

http://tss.oregonstate.edu/OCH/?page=blackboard&type=normal
LIBRARY SERVICES
Reference and Instruction Librarian
Kate Gronemyer, Librarian

Barber Library Rm. 216, 541-322-3163

kate.gronemyer@osucascades.edu 

CAMPUS ADVANCEMENT
Marketing Coordination, Website, Photo Bank, Logos, Event Calendars
Christine Coffin, Director of Communications & Outreach
NWB 118, 541-322-3152

christine.coffin@osucascades.edu 

OFFICE OF THE VICE PRESIDENT
Becky Johnson, Vice President
CSB 219, 541-322-3101

becky.johnson@osucascades.edu
Shawn Taylor, Executive Assistant to the Vice President
CSB 221, 541-322-3113

shawn.taylor@osucascades.edu 

Julie Hotchkiss, Director of Development

NWB 105, 541-322-3102

julie.hotchkiss@oregonstate.edu 
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