


Teaching Assistants’ Handbook�
�



Civil and Environmental Engineering�



1999-2000 Edition�
�



Table of Contents





� TOC \o "1-1" \h \z �Table of Contents	� PAGEREF _Toc462487724 \h ��1�


What is a TA?	� PAGEREF _Toc462487725 \h ��2�


Specific Information from you Professor: An Example	� PAGEREF _Toc462487726 \h ��2�


The Diversity Among Our Students	� PAGEREF _Toc462487727 \h ��5�


English:  When It Is Not the Mother Tongue	� PAGEREF _Toc462487728 \h ��7�


Women in Mostly Male Fields	� PAGEREF _Toc462487729 \h ��7�


Classroom Dynamics	� PAGEREF _Toc462487730 \h ��8�


The Honor Code	� PAGEREF _Toc462487731 \h ��8�


Sexual Harassment Policy	� PAGEREF _Toc462487732 \h ��9�


Copyright Policy: Intellectual Property	� PAGEREF _Toc462487733 \h ��14�


Copyright Policy: Document Reproduction	� PAGEREF _Toc462487734 \h ��15�


Support Systems and Resources for TAs and Students	� PAGEREF _Toc462487735 \h ��16�


�


�
What is a TA?





�
The distinction between a TA and a CA does cause some confusion and needs clarification. The CEE department views a TA as an individual who is actively and continually part of the actual teaching process for the duration of the appointment. A CA is an individual who supports the teaching process but is not an active part of it on a regular basis.


Let’s use an example to illustrate.


If you:


Prepare and give lectures on a regular basis, and/or


Lead laboratory sections or demonstrations, and/or


Spend a significant amount of time working with students in groups or one-on-one;


Then, you are a teaching assistant.


If you:


Assist the professor in setting up demonstrations, and/or


Install computer software, and/or


Spend a small amount of time consulting with students;


Then, you are a course assistant.


What does it mean to be a partial % TA or CA?


Students are typically appointed as an x% time TA or CA for a given quarter. The bases for the appointment are a 3-month period and a 40-hour week. Your pay for the quarter will be over this 3-month period.


Let’s say, for example, that you are appointed as a 25% time TA for Winter Quarter. You are expected to work 120 hours over the quarter to satisfy the requirements of this appointment. This is calculated as follows:


0.25 x 40 hrs/wk x 12 wks/qtr = 120 hours.


Given that the pay period is 3 months, you are effectively receiving one week’s paid vacation.


It is extremely important to remember that not all the weeks will require the same amount of effort. Some will be slow (typically first week and dead week) while others will be very busy and hectic. The appointment is, therefore, based on the cumulative number of hours to be spent during the quarter.


Table summarizing the number of hours expected for a given level of appointment.





Level of Appointment�



Cumulative Hours over Quarter�
�



1/6�



80�
�



1/4�



120�
�



1/3�



160�
�



½�



240�
�
�
Specific Information from you Professor: An Example


�
This and the next two pages are a copy of instructions that Professor Jeffrey Koseff provides his teaching assistants. The course, CEE 161, has a significant laboratory component. The TA’s in CEE 161 conduct and proctor the labs. Not all courses have such laboratory requirements, but notice how complete Professor Koseff has made his definition of TA responsibilities. If the professor and the TA understand the expectations, both have a greater chance of achieving classroom goals.


Many professors choose not to portray their expectations inside the confines of a written document. However, this example provides you with samples of the type of information that you and your professor should discuss at the beginning of the quarter of your TA/CA appointment.�
CEE 161 OPEN CHANNEL AND PIPE FLOW


 





Professor Jeffrey R. Koseff


Terman M50


koseff@ce


723-3921





Administrative Assistant: Lucretia Dibba


Terman M50


725-2385





Teaching Assistants: Sharp Dude, Sharp Dame


Environmental Fluid Mechanics Lab


Bldg 524


723-1825


Overall Mission of Teaching Assistants


The teaching assistants in this class are responsible for “running” the laboratory section of the class. Students get 4 units of credit for this course of which 1 unit is for the laboratory part. The laboratory part also counts 25% toward their final grade. “Running” the lab involves the following activities: organizing the students into lab groups of 3 or 4, supervising the students while they conduct the lab, setting up the lab apparatus (with me) and ensuring that everything is ready and working, grading the pre-lab assignments, grading the lab assignments, and conducting office hours to discuss the labs with the students.


There are a total of 3 labs in this class. The philosophy here is that the students are given a lab assignment one week before they actually perform the lab. The pre-lab assignment requires them to design the lab to meet the objectives stated in the assignment. They will do the pre-lab assignments as a lab group and turn in one report during the 1:15pm lecture on the Monday of the week they actually perform the lab. The 1:15pm lecture that week will be devoted to discussing the lab and how it can be performed successfully. This discussion will ensure that all lab groups have at hand a strategy that will work. The students perform the labs in their groups but need to turn in individual lab reports.


The schedule for pre-labs, labs, and due dates is attached.





1.  Organizing the Students into Lab Groups





By September 21 please provide me with a list of times that you will be available to run the labs. I expect that the labs will take no longer than 1 hour. Please provide me with about 5 slots each. The slots should be spread out between 2:30pm Mondays and Thursday evening. [Remember the lab will only be conducted during 3 weeks of the quarter.]


On the first day of class I will inform the students of the available times and ask them to rank the times in order of preference.


I will give these to you by Friday, September 26 so that you can arrange the students into groups of 3 or 4.


If possible I would like this back by Tuesday, September 30 so that I can distribute this information to the students.





Supervising the students while they conduct the lab





During the week of the actual lab you will supervise each of your groups while they conduct the lab. This means getting them started and being around to consult and lead them to solutions when they have problems. I strongly encourage you to use gentle prodding and questioning to help them to find solutions to their problems. This is a large part of the teaching process!


Make sure that all the students participate in the lab. Try to rotate the tasks so that everyone gets a feel for the lab. Try to avoid situations where 1 or 2 people are doing everything and the others are only mildly engaged or simply writing down the results.


Ensure that before the students leave that they have the raw data they need.





3.  Setting up the lab apparatus





The week before each lab is conducted you need to ensure that all equipment is working and all the “pieces and parts” necessary for the lab are available.


We should plan on meeting for about one hour during the week (as early in the week as possible!) to do a “dry” run. We will take data and analyze it ourselves to ensure that the lab works as advertised.


If we need Bob Brown to do any last little modifications this is the time to do it!





4.  Grading the pre-lab assignments


The assignments are short and I expect the write-ups to be 1 to 2 pages with appropriate equation development etc.


Each group will turn in one pre-lab assignment on the Monday.


These assignments are graded on the basis of their creativity and factual accuracy (do the proposed solutions obey the physical laws?).


I suggest that one of you grade all the pre-lab assignments (and not just for your group) each time.


Try to get these graded and turned back during the week of the actual lab.





5.  Grading the Lab assignments





The lab write-ups are in the form of short memoranda. They are 1 to 2 pages in length with attachments (figures and plots, sample calculations, raw data).


Each individual will turn in a separate lab report.


Group members may collaborate on data analysis but everything else (including figures and plots) should be original.


Lab assignments are graded independently of the pre-labs.


Criteria for grading are: quality of the results, quality of the brief discussion (needs to include discussion of actual results plus estimate of accuracy and error), presentation.


6.  Conducting office hours to discuss the labs with the students


Set aside 1 to 2 hours per week for discussing the lab assignments (both pre-lab and lab write-up) with the students.


Let me know these hours so that I can advertise them.


I do NOT expect you to discuss regular homework assignments with the students. Please refer them to me if they ask you questions about the homework.


Again, try to engage the students in a discussion that leads them to the answer.


7.  Estimated Hours (each TA based on an estimated class size of 25)


Lab Organization:	3


Lab Supervision:	15


Lab Set-up and Debug:	10


Pre-Lab Assign. Grading:	4


Lab Assign. Grading:	20


Office Hours:	12


Miscellaneous:	6





TOTAL	70





The Diversity Among Our Students


Excerpt from Teaching at Stanford, 1995 Edition





�
According to a recent Census Bureau report, American society is more diverse now than at any time in the last fifty years. Certainly as you walk around Stanford, you will note that one of its strengths is the diversity of its students. They bring with them incredibly rich and different backgrounds and experiences that shape their interactions with others inside and outside the classroom. To teach effectively in such an environment, you'll want to understand the varied backgrounds and experiences your students bring into your classroom and explore ways to foster an open, safe environment for all students. You may also find yourself examining some of your own unconscious assumptions. This is true whether what you teach falls into the humanities, the social sciences, or the sciences.


Recognition of the diversity in our society and in academic has already resulted in significant and much needed curricular changes. The "canon" has undergone and continued to undergo important re conceptualization and broadening in field after field. In the delicate area of faculty-student relationships, however, the need for change has been slower and more difficult. Professor John Rickford of linguistics notes that a student's background and experiences affect learning as well as his or her reaction to a professor or TA. Many students of color, for example, do not come from a tradition with role models for university-level academic achievement, compared with other groups where parents and even grandparents may have attended Stanford or Harvard. Students of color often feel that there may not be a place for them at Stanford; in some cases they ask themselves "Do I really belong here?" Students in academic trouble may feel that "I can't let on that I'm weak." The result is that students will often not reveal if they are having problems.  You can help by taking the initiative and offering clarification, feedback, and assistance to all of your students.


Rickford sees confidence as particularly crucial to success in academics and as a key to difficulties students of color may have. They may be coming in with less boldness or less confidence than other students, and this tentativeness can come out in their work. "It takes guts to take an original position, to challenge -- the secure and self-confident are more likely to do so. This goes beyond race and can also affect white students who for some reason or another feel tentative or uncertain in the academic arena."


Psychology Professor Claude Steele's research has pointed out that certain groups of students are particularly vulnerable to stereotyping, even when they know the stereotypes aren't true, and the feeling that their membership in a stigmatized group will affect their individual ability. This may evidence itself in anxiety during exams or in other classroom situations. He believes that this "stereotype vulnerability" may help explain why many talented women and minorities drop out of math, science, and engineering programs and why the African-American college dropout rate nationally is higher than for other groups (though at Stanford the African-American dropout rate is not higher than that of other groups). To counter stereotype vulnerability, Steele suggests that the sense of being "under suspicion" in their abilities must be lifted from students, not by remediation but by challenge, mentoring, research groups, and peer advising. A program based on his research, that he developed at the University of Michigan before coming to Stanford, has borne dramatic fruit in the performance of the African-American participants. 


While looking at student attitudes is informative, faculty and TA attitudes may need scrutiny as well. As Professor Renato Rosaldo of anthropology points out, the University likes to think of itself as enlightened, but it is really no better or worse than the rest of society, and faculty and TAs too need to look at the assumptions they bring with them. Professor Al Camarillo of history notes that "we all bring stereotypes, attitudes, misconceptions from our rather homogeneous settings; then we come to a place like Stanford that is for many of us the most diverse place, ethnically and racially, we have experienced. I try to understand the social class context that the students bring to Stanford -- so that I can relate to that student. We are all shaped by environment; we need to try and understand it." Faculty and TAs need to suspend preconceptions, expect the best from their students, and be aware of how their stereotypes can affect their teaching.


How can teachers encourage and support all of their students? Rickford suggests that although there is a thin line between fostering and pampering, faculty and TAs should push students to the limit -- they should be demanding in terms of their standards but, at the same time, build up and support students. They should emphasize the positive whenever possible and provide resources to do better if needed. For example, if a student has developed a good argument, the instructor could take the time to give references for follow up. Sometimes support means encouraging the student to rewrite a paper; this is demanding, but students see the results. You can also get undergraduates involved in your research, an effective way to motivate and inspire promising but hesitant students. Instructors should also avoid negative remarks -- students remember them and play them back in their own minds along with all of the self-doubts they already have.


Such remarks can occur among students as well where they can unintentionally cause tension, isolation, and social distance -- if not some kind of overt reaction. This is another area where you can give leadership; you can help your students become more aware of their assumptions, more informed, more sensitive, more conscious abut ethnic, racial, and gender issues. Unless students are informed about attitudes they are bringing -- and the possible ramifications of those attitudes in interactions with others who are different -- their fears and reactions to the situation can make a sensitive interaction even worse.


Unconscious fears must be brought out into the open as well. One way to deal with bigoted or insensitive comments made in class is to ask the student to repeat the comment -- and to take responsibility for it. You can then ask the student why she or he holds that assumption, what evidence there is for it, and what other factors might be involved. In certain cases, you may want to discuss the issue further with the student outside of class. You can also sharpen students' awareness of their biases by sharing explorations of your own assumptions about people and ways of knowing and doing things. If you have changed your course materials in some way, you can discuss your reasons for doing so.


Even as we work on our materials and assumptions, however, the diversity of our students needs to be acknowledged and respected now. To turn to Professor Rosaldo of anthropology again: "Once upon a time, the University thought all of its students were nails, and so the University became a hammer. Now what's happened is that many of the students are porcelain. When is the University going to change? [And] how is the University going to change?"�
English:  When It Is Not the Mother Tongue


�
While the Test of English as a Foreign Language (TOEFL) measures English comprehension, it does not provide a good measure of English production. Stanford’s English for Foreign Students (EFS) program has developed a testing measure that simulates office-hour communications. 


Stanford graduate students who list languages other than English as their first language on admissions papers are screened for readiness to serve as a TAs. Such students typically take the TOEFL and a Stanford English Placement Exam. The Placement Exam may include a Teaching Assistant (TA) rating. If it is obvious that a foreign student has a superior mastery in producing English, the examiner will often rate the student proficient enough for a TA role.


If the examiner does not rate the student TA proficient, and the student is later considered for a TA position, Stanford requires that student to obtain approval from EFS before receiving payment on a TA contract. This approval may be as simple as a telephone interview, or it may require the full half-hour simulated TA communication evaluation.


Marginal English Production?


Stanford has also developed Linguistics 692, Speaking and Teaching in English. It is a three-unit course which takes prospective TAs through the English needed for various tasks required of teaching assistants. Each week the students perform a task such as explaining a concept, answering questions, going over a homework set, or giving advice before the midterm. Linguistics teachers meet students individually to review their weekly videotaped presentations.


EFS: Beverly McChesney; Phone # 5-1554.


�



Two Excerpts from “A Woman’s Guide to Stanford,” ninth edition


Women in Mostly Male Fields





�
Gender imbalance of both faculty and students in Stanford's academic departments is particularly pronounced in disciplines that attract fewer female students. Women students frequently feel alone or disproportionately under represented in the sciences, engineering, mathematics, and the professional schools.


Such situations can present special difficulties for women, causing us to feel out-numbered and self-conscious -- reluctant to ask questions or make comments. Women in mostly male fields are also more likely to experience a wide range of sexist behavior, from gender-insensitive classroom comments to unsolicited touching and other forms of sexual harassment.


Some of us may be reluctant to come forward with complaints because we desire to achieve "on our own" in order to feel proud of our accomplishments. We may view participating in an academic support group as "special treatment" -- an acknowledgment of our inability to succeed on the same terms as men. But women in mostly male fields do face unique problems; acknowledging those difficulties does not render our successes any less valuable. Discussing these external pressures allows us to move toward balancing the scale.


For women in situations where the classroom ratio of men to women is 7:1, seeking out support from peers, faculty, and staff is simply a way of obtaining for ourselves the same support that men receive in the classroom, the lab, and the advisor's office. As women, we need to compare our experiences and support each other, for often personal inadequacy felt by individual women actually is the result of unintentionally biased attitudes among peers or advisors.


Faculty and staff role models and student support groups can provide women students with guidance and remind us that we can succeed in any field -- despite the discouraging messages we may receive. Role models consistently remind us that women can and do succeed in every department of this university!


�
Classroom Dynamics


�
The structure of a class, the ratio of men to women, the gender and attitude of the instructor, and the topic of the course itself can all influence students' self-assessments in classroom or lab situations.


The unconscious bias with which many classes are taught can be both enraging and discouraging to some women. For instance, a few years ago, medical student Julie Switzer was listening to a lecture on muscle contractions of the uterus, when the male professor addressed the class by saying, "You may never feel this, but your wife will." Since women comprised 40 percent of the class, Switzer found herself wondering who the professor viewed as his audience.


Other examples of gender bias in the classroom are less overt, but are sometimes more insidious. Some women feel uncomfortable with the confrontational style in which classroom discussions are staged and feel tentative or awkward when asking a question or making a comment. We feel excluded from discussions if professors don't call on us. There are many reasons why we might feel this way, and before we reprimand ourselves for lacking assertiveness or not having anything important to say, we must realize that we probably have a reason for feeling the way we do.


One important thing to remember is that we, as women, are not the only ones who sometimes underestimate our abilities. The unspoken -- and at times spoken -- assumption among some students and instructors that we, as women, are less qualified or competent than our male peers undermines our confidence in our academic abilities.


Most women experience these phenomena to some degree. We should be aware of unintentional bias or unconscious assumptions among classroom dynamics. In this way, we can learn to recognize patterns for what they are and know that our abilities are equal to those of our male classmates.


�



The Honor Code


�
In the spring of 1921, after a seven-year campaign by the student body, the first campus-wide honor system was formally adopted by the University. The Code underwent various changes through the years, most recently in the spring of 1977. Modifications to these and other codes of student conduct are drafted and enacted by the Student Conduct Legislative Council in accordance with the procedures set forth in "The Legislative and Judicial Charter of 1968."


The standard of academic conduct for Stanford students is as follows:


The Honor Code is an undertaking of the students, individually and collectively:


that they will not give or receive aid in examinations; that they will not give or receive unpermitted aid in classwork, in the preparation of reports, or in any other work that is to be used by the instructor as the basis of grading;


that they will do their share and take an active part in seeing to it that others as well as themselves uphold the spirit and letter of the Honor Code.


The faculty on its part manifests its confidence in the honor of its students by refraining from proctoring examinations and from taking unusual and unreasonable precautions to prevent the forms of dishonesty mentioned above. The faculty will also avoid, as far as practicable, academic procedures that create temptations to violate the Honor Code.


While the faculty alone has the right and obligation to set academic requirements, the students and faculty will work together to establish optimal conditions for honorable academic work.





Examples of conduct which have been regarded as being in violation of the Honor Code include:


	Copying from another's examination paper or allowing another to copy from one's own paper;


	Unpermitted collaboration;


	Plagiarism;


Revising and resubmitting a quiz or exam for regrading without the instructor's knowledge and consent;


Provider: Sally Cole, Judicial Affairs Office, Stanford University





More information about the Honor Code is available at the following Web site:


http://www-portfolio.stanford.edu/100604


	Giving or receiving unpermitted aid on a take-home examination;


	Representing as one's own work the work of another; and


	Giving or receiving aid on an academic assignment under circumstances in which a reasonable person should have known that such aid was not permitted.


In recent years, most student disciplinary cases have involved Honor Code violations; of those, the most frequent is plagiarism. The ordinary penalty for a first offense is a one-quarter suspension from the University, 40 hours of community service, and a grade of "No Credit" for the class in which the violation occurred. The ordinary penalty for a multiple violation (e.g. cheating more than once in the same course) is a three-quarter suspension, 40 or more hours of community service, and a grade of "No Credit."�
Contact: Office of Judicial Affairs, 3-9610








Sexual Harassment Policy


�
Authority:


	This Guide Memo was approved by the President.


Applicability


	This policy applies to all students, faculty and staff.


Summary


Stanford University strives to provide a place of work and study free of sexual harassment, intimidation or exploitation. Where sexual harassment is found to have occurred, the University will act to stop the harassment, act to prevent its recurrence, and discipline those responsible.


Section headings are:


Policy


What Is Sexual Harassment?


What to Do about Sexual Harassment


Procedural Matters


Resources for Dealing with Sexual Harassment


Note on Consensual Relationships


Policy Review and Evaluation


Policy


Respect for Each Other - Stanford University strives to provide a place of work and study free of sexual harassment, intimidation or exploitation. It is expected that students, faculty and staff will treat one another with respect.


Sanctions for Policy Violations - All students, faculty and staff are subject to this policy. Individuals who violate this policy are subject to discipline up to and including discharge, expulsion or other appropriate sanction.


Prompt Attention - Reports of sexual harassment are taken seriously and will be dealt with promptly. The specific action taken in any particular case depends on the nature and gravity of the conduct reported, and may include intervention, mediation, investigation and the initiation of grievance and disciplinary processes as discussed more fully below. Where sexual harassment is found to have occurred, the University will act to stop the harassment, act to prevent its recurrence, and discipline those responsible.


Confidentiality - The University recognizes that confidentiality is important. Sexual harassment advisers and others responsible to implement this policy will respect the confidentiality and privacy of individuals reporting or accused of sexual harassment to the extent reasonably possible. Examples of situations where confidentiality cannot be maintained include circumstances when the University is required by law to disclose information (such as in response to legal process) and when disclosure is required by the University's outweighing interest in protecting the rights of others.


Protection Against Reprisals - Reprisals against an individual who in good faith reports or provides information in an investigation about behavior that may violate this policy are against the law and will not be tolerated. Intentionally providing false information, however, is grounds for discipline.


Relationship to Freedom of Expression - Stanford is committed to the principles of free inquiry and free expression. Vigorous discussion and debate are fundamental to the University, and this policy is not intended to stifle teaching methods or freedom of expression generally, nor will it be permitted to do so. Sexual harassment, however, is neither legally protected expression nor the proper exercise of academic freedom; it compromises the integrity of the University, its tradition of intellectual freedom and the trust placed in its members.


What Is Sexual Harassment?


Unwelcome sexual advances, requests for sexual favors, and other visual, verbal or physical conduct of a sexual nature constitute sexual harassment when:


It is implicitly or explicitly suggested that submission to or rejection of the conduct will be a factor in academic or employment DECISIONS OR EVALUATIONS, OR PERMISSION to participate in a University activity; or


The conduct has the purpose or effect of unreasonably interfering with an individual's academic or work PERFORMANCE or creating an intimidating or hostile academic, work or student living ENVIRONMENT.


Determining what constitutes sexual harassment depends upon the specific facts and the context in which the conduct occurs. Sexual harassment may take many forms-subtle and indirect, or blatant and overt. For example,


It may be conduct toward an individual of the opposite sex or the same sex.


It may occur between peers or between individuals in a hierarchical relationship.


It may be aimed at coercing an individual to participate in an unwanted sexual relationship or it may have the effect of causing an individual to change behavior or work performance.


It may consist of repeated actions or may even arise from a single incident if sufficiently egregious.





The University's Policy on Sexual Assault (see Guide Memo 23.3) may also apply when sexual harassment involves physical contact.


What to Do About Sexual Harassment


The following are the primary methods for dealing with sexual harassment at Stanford. They are not required to be followed in any specific order. However, early informal methods are often effective in correcting questionable behavior.


Consultation - Consultation about sexual harassment is available from the Sexual Harassment Advisers (including residence deans), human resources personnel, counselors at Counseling and Psychological Services (CAPS) or the Help Center, chaplains at Memorial Church, ombudspersons and others. A current list of Sexual Harassment Advisers is available from the Office of the Sexual Harassment Coordinating Adviser, 900 Welch Road, Suite 400, Palo Alto, CA 94304, (415) 327-8259. Consultation is available for anyone who wants to discuss issues related to sexual harassment, whether or not "harassment" actually has occurred, and whether the person seeking information is a complainant, a person who believes his or her own actions may be the subject of criticism (even if unwarranted), or a third party.


Often there is a desire that a consultation be confidential or "off the record." This can usually be achieved when individuals discuss concerns about sexual harassment without identifying the other persons involved, and sometimes even without identifying themselves. Confidential consultations about sexual harassment also may be available from persons who, by law, have special professional status, such as counselors at Counseling and Psychological Services (CAPS) or the Help Center, chaplains at Memorial Church, and University and Medical Center ombudspersons. In these latter cases, the level of confidentiality depends on what legal protections are held by specific persons receiving the information and should be addressed with them before specific facts are disclosed.


Direct Communication - An individual may act on concerns about sexual harassment directly, by addressing the other party in person or writing a letter describing the unwelcome behavior and its effect and stating that the behavior must stop. A Sexual Harassment Adviser can help the individual plan what to say or write, and likewise can counsel persons who receive such communications. Reprisals against an individual who in good faith initiates such a communication violate this policy.


Third Party Intervention - Depending on the circumstances, third party intervention in the workplace, student residence or academic setting may be attempted. Third party interveners may be the Sexual Harassment Advisers, human resources professionals, the ombudspersons, other faculty or staff, or sometimes mediators unrelated to the University.


When third party intervention is used, typically the third party will meet privately with each of the persons involved, try to clarify their perceptions and attempt to develop a mutually acceptable understanding that can insure that the parties are comfortable with their future interactions. Other processes, such as a mediated discussion among the parties or with a supervisor, may also be explored in appropriate cases.


Possible outcomes of third party intervention include explicit agreements about future conduct, changes in workplace assignments, substitution of one class for another, or other relief, where appropriate.


Formal Grievance and Disciplinary Processes - Grievance or disciplinary processes may be pursued as applicable.


 


(1)	Grievances - The applicable grievance procedure depends on the circumstances and the status of the person bringing the charge and the person against whom the charge is brought. Generally, the process consists of the grievant's submission of a written statement, an investigation by a University representative, followed by a decision and, in some cases, the possibility of one or more appeals, usually to Stanford Administrative officers at higher levels. The relevant procedure (see below) should be read carefully, since the procedures vary considerably.


If the identified grievance officer has a conflict of interest, an alternate will be arranged, and the Sexual Harassment Coordinating Adviser can help assure that this occurs.


In most cases, grievances must be brought within a specified time after the action complained of. While informal resolution efforts will not automatically extend the time limits for filing a grievance, in appropriate circumstances the complainant and the other relevant parties may mutually agree in writing to extend the time for filing a grievance.


The following are the established grievance procedures; copies may be obtained from the Office of the Sexual Harassment Coordinating Adviser:


Staff Grievance Procedure (Guide Memo 22.10)


Collective Bargaining Agreements for unit members


Academic Staff Grievance Procedure (Research Policy Handbook)


Faculty Grievance Procedure (Faculty Handbook)


Student Academic Grievance Procedure (in Portfolio, Student Life/Codes of Conduct)


Student Employee Grievance Procedure (Guide Memo 24)


Student Nonacademic Grievance Procedure pursuant to Title IX (for additional Office for Multi cultural Development, who serves as the University's Title IX Officer).


(2)	Disciplinary Procedures - In appropriate cases, disciplinary procedures may be pursued. The applicable disciplinary procedure depends on the status of the individual whose conduct is in question. For example, faculty are subject to the Statement on Faculty Discipline and students to the Fundamental Standard.


Procedural Matters


Investigations - If significant facts are contested, an investigation may be undertaken. The investigation will be conducted in a way that respects, to the privacy of all of the persons involved. In appropriate cases, professional investigators may be asked to assist in the investigation. The results of the investigation may be used in the third party intervention process or in a grievance or disciplinary action.


Record keeping - The Sexual Harassment Coordinating Adviser will track reports of sexual harassment for statistical purposes and report at least annually to the University President concerning their number, nature and disposition.


In the other instances (third party intervention, grievances and disciplinary actions), the Sexual Harassment Coordinating Adviser may keep confidential records of reports of sexual harassment and the actions taken in response to those reports, and use them to identify individuals or departments likely to benefit from training so that training priorities can be established. No records will be retained in cases where the individual accused was not informed that there was a complaint.


Costs - California law provides, in part, "An employer shall indemnify [its] employee for all that the employee necessarily expends or loses in direct consequence of the discharge of his [or her] duties as such." The issue of indemnification obviously turns on the facts and circumstances of each situation. On the other hand, individuals who violate this policy and/or their schools, institutes, or other units may be required to contribute to any costs and expenses incurred as a result of behavior that is wrongful and/or contrary to the discharge of an employee's duties.


Resources for Dealing with Sexual Harassment


 Advice - Persons who have concerns about sexual harassment should contact any Sexual Harassment Adviser or one of the other individuals listed below. Reports should be made as soon as possible: the earlier the report, the easier it is to investigate and take appropriate remedial action. When reports are long delayed, the University will try to act to the extent it is reasonable to do so, but it may be impossible to achieve a satisfactory result after much time has passed.


Likewise, anyone who receives a report or a grievance involving sexual harassment should promptly consult with a Sexual Harassment Adviser.


There are a number of individuals specially trained and charged with specific responsibilities in the area of sexual harassment. In brief:


Sexual Harassment Advisers serve as resources to individuals who wish to discuss issues of sexual harassment, whether because they have been harassed or because they want information about the University's policy and procedures. There is usually at least one Adviser assigned to each of the schools at the University and to each large work unit; most of the residence deans also have been appointed as Sexual Harassment Advisers.


The Sexual Harassment Coordinating Adviser is responsible for the implementation of this policy; provides advice to individuals when requested; supervises the other Advisers; encourages and assists prevention education for students, faculty and staff; keeps records showing the disposition of complaints; and generally coordinates matters arising under this policy. Because education and awareness are the best ways to prevent sexual harassment, developing awareness, education and training programs and publishing informational material are among the most important functions of the Sexual Harassment Coordinating Adviser.


As indicated earlier, individuals with concerns about sexual harassment may also discuss their concerns informally with psychological counselors (for example through CAPS or the HELP Center), chaplains (through the Memorial Chapel), or University or Medical School ombudspersons.


Sexual Harassment Policy Office: harass@leland.stanford.edu 


External Reporting - Sexual harassment is prohibited by state and federal law. In addition to the internal resources described above, individuals may pursue complaints directly with the government agencies that deal with unlawful harassment and discrimination claims, e.g., the U.S. Equal Employment Opportunity Commission (EEOC), the Office for Civil Rights (OCR) of the U.S. Department of Education, and the State of California Department of Fair Employment and Housing (DFEH). These agencies are listed in the Government section of the telephone book.


Note on Consensual Relationships


There are special risks in any sexual or romantic relationship between individuals in inherently unequal positions (such as teacher and student, supervisor and employee, or student resident and the individual who supervises the day-to-day student living environment). Parties in such a relationship assume those risks. Such relationships may undermine the real or perceived integrity of the supervision and evaluation provided, and the trust inherent particularly in the student-faculty relationship. They may, moreover, be less consensual than the individual whose position confers power believes. The relationship is likely to be perceived in different ways by each of the parties to it, especially in retrospect.


Moreover, such relationships may harm or injure others in the academic or work environment. Relationships in which one party is in a position to review the work or influence the career of the other may provide grounds for complaint when that relationship gives undue access or advantage, restricts opportunities, or creates a hostile environment for others. Furthermore, circumstances may change, and conduct that was previously welcome may become unwelcome. Even when both parties have consented at the outset to a romantic involvement, this past consent does not remove grounds for a charge based upon subsequent unwelcome conduct.�
Laraine Zappert, Clinical Associate Professor, Psychiatry and Behavioral Medicine, Director,


Tel: 327�8259; 723�1583


Virginia Pollard, Assistant Director


Tel: 723�1583, E�mail: vpollard@leland


Web page: http://www-leland.stanford.edu/group/SexHarass/





Copyright Policy: Intellectual Property


�
General Policy Statement


Copyright is the ownership and control of the intellectual property in original works of authorship which is subject to copyright law. Stanford University’s policy is that all rights in copyright remain with the creator unless the work is a work-for-hire (and copyright vests in the University under copyright law), is supported by a direct allocation of funds through the University for the pursuit of a specific project, is commissioned by the University, or is otherwise subject to contractual obligations.


NOTE: Policy governing patentable software is contained in the Research Policy Handbook document entitled "Inventions, Patents and Licensing" (document 5.1).


Books, Articles, And Similar Works, Including Unpatentable Software


In accord with academic tradition, except to the extent required by the terms of funding agreements, Stanford does not claim ownership to pedagogical, scholarly, or artistic works, regardless of their form of expression. Such works include those of students created in the course of their education, such as dissertations, papers and articles. The University claims no ownership of popular nonfiction, novels, poems, musical compositions, unpatentable software, or other works of artistic imagination which are not institutional works (see below). If title to copyright in works defined within this section vests in the University by law, the University will, upon request and to the extent consistent with its legal obligations, convey copyright to the creators of such works.


Institutional Works


The University shall retain ownership of works created as institutional rather than personal efforts--that is, works created for University purposes in the course of the creators' employment, or works resulting from simultaneous or sequential contributions over time by numerous faculty, staff and/or students. For instance, work assigned to programmers is "work-for-hire" as defined by law (regardless of whether the work is in the course of externally-sponsored research, University research, or non-research activities), as is software developed for University purposes by students and staff working collaboratively. Stanford owns all rights, intellectual and financial, in such works.


Patent and Copyright Agreement (Stanford Form Su-18)


All faculty, staff, student employees, graduate students and postdoctoral fellows must sign the Stanford University Patent and Copyright Agreement (referred to as "SU-18"). In addition, non-employees who participate or intend to participate in research projects at Stanford must also sign an SU-18. See Research Policy Handbook document entitled "Inventions, Patents and Licensing." Except as described in Section 1.B. above, this agreement assigns rights to copyrightable works resulting from University projects to Stanford.


Royalty income received by the University for such works will normally be distributed in accordance with University policy. Physical embodiments of copyrightable works may also be subject to the University's policies on Tangible Research Property, also in the Research Policy Handbook.


Works of Non-employees


Under the Copyright Act, works of non-employees such as consultants, independent contractors, etc. are owned by the creator and not by the University, unless there is a written agreement to the contrary. As it is Stanford's policy that the University shall retain ownership of such works (created as institutional rather than personal efforts, as described in C, above), Stanford will generally require a written agreement from non-employees that ownership of such works will be assigned to the University.


Examples of works which the University may retain non-employees to prepare are:


- Reports by consultants or subcontractors


- Computer software


- Architectural or engineering drawings


- Illustrations or designs


- Artistic works





Videotaping and Related Classroom Technology


 Courses taught and courseware developed at Stanford belong to Stanford. Any courses which are videotaped or recorded using any other media are Stanford property, and may not be further distributed without permission from the cognizant academic dean. Blanket permission is provided for evanescent video or other copies for the use of students, or for other University purposes. Prior to videotaping, permission should be obtained from anyone who will appear in the final program.


Contractual Obligations of the University


This Copyright Policy shall not be interpreted to limit the University's ability to meet its obligations for deliverables under any contract, grant, or other arrangement with third parties, including sponsored research agreements, license agreements and the like.


Use of University Resources


Stanford University resources are to be used solely for University purposes and not for personal gain or personal commercial advantage, nor for any other non-University purposes.


(Adapted from Stanford’s Research Policy Handbook, Document 5.2. )�
Copyright Policy: Document Reproduction


�
The federal copyright statute prohibits the unauthorized reproduction of works of authorship. This statute is applicable for making copies for teaching and research. Works of authorship include not only traditional works, such as books, photographs, video and sculpture, but also software and databases. Works of authorship no longer are required to bear a copyright notice to be protected by the copyright statute. The copyright statute provides a "fair use" exception to the prohibition on copying that protects the production of a small number of copies of a limited portion of a work when done for educational purposes. Determining whether a given use is fair is a subjective inquiry involving many factors, but the most important issue is “the effect of the [intended] use on the potential market for or value of the copyrighted work.” Unfortunately, neither the statute nor the court opinions interpreting it is helpful in elucidating the boundaries of permissible “fair use.”


What to do:


Permission is needed for all uses of copyrighted material that do not fall within the "fair use" doctrine. Before making copies, review the following:


See if the work is in the public domain. As a general rule, if the work, in the edition you wish to copy, is more than 75 years old, it is probably safe. Works that were widely published without a copyright notice are probably in the public domain. Exception: Foreign works and U.S. works published since March, 1989 are copyright protected whether or not they have a notice of copyright.


If the work is not in the public domain, check the safe harbor guidelines for classroom use. If you do not have a copy, you may obtain one from your dean or department chair. Please keep in mind that these guidelines are very narrow; for example, the length limit is 1,000 words per excerpt. They describe safe harbor conditions, but do not purport to define the full extent of “fair use.”


If you intend a use that is outside the classroom guidelines, you should consider obtaining guidance from the Legal Office regarding whether the intended use may nonetheless be considered a "fair use" or obtaining permission from the copyright owner (either yourself or through a photocopy service.)


Obtaining permission:


Some photocopying services will obtain permission for you, and add the price of the royalties to the price of the course materials. If you make the copies yourself, or use a copy service that does not do this, you are responsible for obtaining permission whenever the work you are copying is not in the public domain and the use is not within the fair use doctrine. The Legal Office can provide sample letters requesting permission.


In addition to the safe harbor guidelines, a description of the relevant provisions of the copyright law is available from your dean or department chair. I appreciate your cooperation in complying with the important legal parameters that govern our use of works of authorship.


(Adapted from a March 1996 memo from Condoleezza Rice, Stanford University Provost)�
Support Systems and Resources for TAs and Students


Center for Teaching and Learning (CTL) - Sweet Hall, Rm. 110; 723-1326


http://www-ctl.stanford.edu


Bechtel International Center - 583 Lagunita Drive; 723-1831


http://www-leland.stanford.edu/dept/icenter


University Ombudsperson - Building 300, Rm. 102; 723-3682


Counseling and Psychological Services - Cowell Student Health Center, 2nd floor; 723-3785; http://www-leland.stanford.edu/group/CAPS/


Sexual Harassment Policy Advisor - Dr. Laraine Zappert (clinical associate professor of psychiatry); 1000 Welch Road, Rm. 301; 723-1583, 327-8259; harass@leland


http://www-leland.stanford.edu/group/SexHarass/


Judicial Affairs Office - Sally Cole; 323 Old Union; 723-9610


Dean of Students Office - Old Union; 723-2733


Office of Student Affairs, School of Engineering - Terman 208; 725-1575


Office of Residential Education - 725-2800; http://rescomp.stanford.edu/resed.html/


Disability Resource Center - 123 Meyer Library; 723-1066


http://www-leland.stanford.edu/group/DRC


Lesbian, Gay and Bisexual Community Center - Fire Truck House; 725-4222


Office for Multi cultural Development - Sally Dickson; Building 310; 725-8395


Undergraduate Advising Center - Sweet Hall, 1st floor; 723-2426


http://uac-server.stanford.edu/


Women's Science and Engineering Network - 725-1196


Women's Center - Fire Truck House, 1st floor; 723-0545
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