Proposed Jackson School Teaching Norms
It is in the collective interest of the School to increase enrollments as much as possible.  It appears the Deans are increasingly turning to Student Credit Hours per faculty in a department to allocate positions.  As a result the School (the Director, Associate Directors and the Office of Academic Services) must be more concerned with course enrollments and teaching issues.  In this context we will also be providing faculty with increased information about some ways to draw more students into our classes, in the second part of this document.  Our goal is to increase enrollments.
The following teaching norms are proposed: 
Faculty should average 100 student credit hours per course [20 students x 5 credits] for tenure line faculty teaching JSIS owned courses.  
Undergraduate courses should have an enrollment of at least 5.  If a course has fewer than 8 students for two consecutive years, it will not be offered in the third year.  [Exceptions for required courses.]
If a course has an enrollment of under three and it is not a required course, it is likely to be cancelled and the instructor will be asked to teach a different course that quarter.  That course will be determined through a dialogue between the instructor and the OAS, the associate directors and/or director.  
Faculty should not teach the same special topics course for more than 1 year.  If they wish to teach it again, they should make it a regular course by submitting a new course proposal.  Special topics generally have very small enrollments, and other things equal, should be avoided.  
Faculty should not teach two JSIS 495 (task force) and/or JSIS 498 (advanced readings) in the same year. 
5 Credit undergraduate courses need to have 4 hours of contact time [meets at least twice a week].
Policy on co-teaching remains to be determined. 
JSIS 300 level courses will have a minimum enrollment set at 40.
JSIS 400 level courses will have a minimum enrollment set at 30 [exceptions for special topics, task force and advanced readings]
In general, the Director, associate directors, and Office of Academic Services strive to honor faculty teaching requests.  However, JSIS has many required courses in our degree programs and these must be taught.  There may be occasions when the Director, the associate directors, and/or the Office of Academic Services will approach you about teaching something other than your preferred course(s).  This may be particularly true if you consistently teach classes that fall below the average numbers of student credit hours for your entire JSIS teaching.  [If you are 100% JSIS faculty member teaching 4 courses your overall average should be 400 student credit hours.]  Your final teaching load will be determined according to a combination of your preferences, what your letter offering you a job at UW specified, and the needs of the Department.  

Resources/Insights for enhancing enrollments.
1. Renaming your course(s).  
We often name our courses in ways that reflect our academic interests as opposed to what students think they are interested in.  Coming up with catchier titles is one way to do this.  OAS can help.  [Course titles and descriptions should be written for an 18 to 22 year old reader, not for colleagues or reflecting cutting edge theories in your field.]
2. OAS will provide you with a list of JSIS owned courses.  
If a course is joint listed with another department and is owned by that department, that department gets to count all the enrollment as part of its student credit hours.  JSIS gets nothing.  Thus it is important for us to concentrate our efforts to increase enrollments in courses owned by JSIS.
3. Going forward, at the time of signing up for courses for the next academic year, we will provide you with your previous enrollments over the past couple of years.  This will let you know that you may begin to get some push back about your course selection if your enrollments are consistently small.  

4. Publish your course in MyPlan, which is what students use to sign-up for courses.  Details on how to do this after this list of things to do.   NOTE:  Special Topics courses don’t show up in MyPlan, unless you put them there, which is a major reason why they often have very low enrollments. DO THIS BEFORE REGISTRATION STARTSFOR THE NEXT QUARTER.

5. Update course descriptions in the University catalogue.  OAS can tell you how to do this. 

6. Work with the Center for Teaching and Learning to see how to make your course more appealing and effective. 

7. Ideally, JSIS will develop its own pedagogy lunch meetings/workshops to discuss best practices for JSIS teaching—for all kinds of courses. 


How to publish your course on MyPlan:

It's time again to make your course descriptions (and ideally, your syllabi) visible to students on MyPlan. This is especially important if you are teaching a special topics course

1. Please make sure to publish your next quarter’s class(es) in Canvas so that it's not running only under a generic course catalogue name.

1. Important to keep in mind:  if your course is crosslisted, such as JSISA xxx/ HIST…in the field in Canvas settings called “course code,” it is necessary to enter any departments and courses that are linked to your course for your course description to show in those department listings also. 
      The instructions for publishing the class are below. 
To pubish your class in Canvas, just do the following:
1. Go to your main UW page and choose Canvas LMS  
1. On the Canvas Dashboard, find the class you’re teaching in the next quarter and click on it  
1. When the course page opens, look at the right-hand menu and click on “Choose Home Page”  
1. On the “Choose Home Page” click “Syllabus”; SAVE  
1. On the next page, find “EDIT” in the top right, click on it  
1. On the next page, paste in your brief course description or, if you wish, the whole syllabus. IMAGES HELP. If you want to use an image, choose “INSERT” from the top menu and take the image from your desktop. (You may have figured out other ways to do this, just do what easiest)  
1. When done, click on “Update Syllabus”  
1. When done with this, you’ll again see the right-hand menu with the title “Course Status.” Here, click on PUBLISH.  
1. But – and here’s the trick – YOU ARE NOT DONE YET! Go to SETTINGS in the left-hand menu.  
1. In the SETTINGS, if it does not send you to that page automatically, choose “COURSE DETAILS” from the top menu  
1. On the top, you can again choose and download an image.
1. IMPORTANT [repeating 2 above] in the field called “course code,” it is necessary to enter “JSIS xxx/HIST xxx” for the course description to be seen for all cross-listed classes. 





