Graduate Student Enhancement Program

2011 Staff & Cluster Groups

As of March 21, 2011
Co-Director Barbara Peck 419-372-7714 bpeck@bgsu.edu
Co-Director Lisa Chavers 419-372-0343 GSO@bgsu.edu
Coordinator, Ongoing Programs Matthew Karasek 419-372-8621 grad6000@bgsu.edu
Department/Program Development Leader Phone # E-Mail Address
A | American Culture Studies Abagail Van Vlerah 372-0586 avanvl@bgsu.edu
A | Art (School of) Shannon Bauerschmidt 372-2531 sbauers@bgsu.edu
A | Biology Amanda Kuntz 372-4270 akuntz@bgsu.edu
A | Biology Jessica Sewald 372-4270 jsewald@bgsu.edu
A | Communication Studies Laura Cooley 372-3403 laurar@bgsu.edu
A | Computer Science Martez Mott 372-2364 memott@bgsu.edu
la8 A | Creative Writing Amy Denham 372-7399 adenham@bgsu.edu
8 A | English - MA students Christopher Barnes 372-6864 chrisb@bgsu.edu
(3 A | English - PhD students Matthew Bridgewater 372-8047 mabridg@bgsu.edu
Al A| Geology Neal Cropper 372-7196 ncroppe@bgsu.edu
q;) A| German, Russian, EAL Medea Loibl 372-3037 medeal@bgsu.edu
j A | History Joe Faykosh 372-2030 jdfayko@bgsu.edu
éﬂj A | Mathematics & Statistics Leonardo Pinheiro 372-4622 Ipinhei@bgsu.edu
B A | Philosophy Elijah Weber 372-2117 eweber@bgsu.edu
B A | Photochemical Science Samer Gozem 372-2890 sgozem@bgsu.edu
B A | Photochemical Science Renat Khatmullin 372-9883 krenat@bgsu.edu
Bl A | Physics Timothy O’Connor 372-8130 tfocon@bgsu.edu
Bl A | POLS/Public Administration Samantha Schroeder 372-7593 sischro@bgsu.edu
B A | Popular Culture Chris Ryan 372-2848 ryanci@bgsu.edu
B A | Psychology Jacob Burmeister 372-8238 jburme@bgsu.edu
B A | Psychology Alan Davis 372-4503 akdavis@bgsu.edu
B A | Romance & Classical Studies Amanda Feuerstein 372-7155 afeuer@bgsu.edu
B A | Sociology Holly Fee 372-7260 hfee@bgsu.edu
A| Theatre & Film Heidi Nees 372-3779 hinees@bgsu.edu
A| Women'’s Studies Brock Webb 372-7117 brockw@bgsu.edu
B | Accounting/MIS 372-2324
B | Accounting/MIS 372-2324
B | Applied Statistics/OR Amy Peplinski 372-2363 aherald@bgsu.edu
B | Economics Min Guo 372-2640 mguo@bgsu.edu
le8 B | MBA/Business Admin. 372-2488
§ E | Business Education Homa Lily Moheimani 372-2904 hmoheim@bgsu.edu
[OB E | College Student Personnel Kahlin McKeown 372-1140 kahlinm@bgsu.edu
g E | Educ. Admin. & Leadership Studies Shay Bankston 372-7373 sbankst@bgsu.edu
)58l E | Educ. Administration Supervision Gereon Methner 372-7313 methngv@bgsu.edu
588 £ | Family & Consumer Sciences Jeff Gilis 372-8528 igilis@bgsu.edu
E | Higher Education Admin. Sherry Early 372-6016 searly@bgsu.edu
E | Human Movement/Sport/LS Kallie Hitchings 372-2883 khitchi@bgsu.edu
E | MACIE/International Education Alison Dempsey 372-7401 ademps@bgsu.edu
E | SIS/MH & School Counseling Callie Maas 372-7319 cmaas@bgsu.edu
E | SIS/Special Education Megan Rinas 372-7298 mrinas@bgsu.edu
E| STL Kirby Shuey 372-7320 kirbys@bgsu.edu
E | STL/Reading Sierra Furst 372-7323 sfurst@bgsu.edu
H| Communication Disorders Sabiha Parveen 372-2515 sabihap@bgsu.edu
H| Communication Disorders Stephanie Richards 372-2515 richasa@bgsu.edu
H| Criminal Justice Melissa Burek, Ph.D. 372-9542 mwburek@bgsu.edu
M| Musical Arts Jennifer Krull 372-2181 jkrull@bgsu.edu
M| Musical Arts Collin Stegeman 372-2181 cstegem@bgsu.edu
T | Technology Sandria Brown 372-8354 sandrib@bgsu.edu
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DEPARTMENTAL PROGRAMMING ACTIVITIES GUIDE

The following guide has been designed to assist Development Leaders and Graduate Coordinators as they prepare the
departmental programming component of the Graduate Student Orientation. The guide is organized by day with each
day titled according to its suggested programming theme. Beneath each day's main headings are topics which we
believe are vital to new graduate students and assistants to enable them to meet their new assistantship and academic
program requirements. Please know that these topics are not intended to represent steadfast solutions. Rather, they are
meant to be flexible to meet each department's needs and special interests. Our aim has been to enhance department-
level programming by synthesizing information from past GSO participant evaluations, graduate assistant experiences,
and instructional supervisor interviews. Please remember to include your fee-paying and part-time students in your
departmental programming activities.

Please keep in mind that any expenses associated with departmental programming activities are the responsibility of the
individual department.

MONDAY, 10:00 AM —-1:00 PM

Please do not schedule anything before 10:00! DLs will be assisting with clean up from Check-In.
WELCOME & PREVIEW

Ice Breakers and Personnel Introductions

e Chairperson and/or Director, Graduate Coordinator, Academic Advisors, Department Secretaries
« Instructional Supervisor, if other than Development Leader

e Returning Graduate Assistants/Research Assistants

e Other...

Overview of the Week's Events - Develop and distribute a calendar of events for the week

o Expectations of the GA and students in your department

e Techniques to fulfill mission

o Practice of the techniques and Review of the week

« Discuss or schedule special testing requirements and when testing will take place
e Other...

Announce Where/How to . . .

e Where are the good parking locations

« Obtain office keys and locate offices

e Log onto MyBGSU to view paychecks

e Locate computer labs

o Access Student Rec Center, obtain tickets for sporting events
o Locate Stampers for Post Office and duplicating services

e Register for classes

GSO OPENING SESSION 1:30-3:00 PM

All Development Leaders and GSO Participants should plan to attend
The Grand Ballroom, Bowen-Thompson Student Union
Special Performance by the BGSU Humanities Troupe: The Five Ring Diversity Circus

GSO SESSIONS 3:15-5:30 PM



Tuesday, 8:00 — 9:00 AM
COFFEE AT THE LOBBY - 2" Floor of Olscamp Hall
DL & PARTICIPANTS “COFFEE HOUR” - OPTIONAL

Discuss events of Monday — any questions, comments, concerns

Cover upcoming activities for the day

Collect any 1-9 documents from students that could not complete the form at Check-in
Distribute any revised information to departmental programming schedule

Questions and Answers

9:00 AM —12:30 PM

GSO Sessions and BGSU Campus and Community Services Fair

12:45 - 1:45 PM

Lunch Break

2:00 - 4:15 PM

GSO Sessions

Wednesday, 8:00 — 9:00 AM
DL & PARTICIPANTS “COFFEE HOUR” - OPTIONAL

Discuss events of Tuesday — any questions, comments, concerns

Cover upcoming activities for the day

Collect 1-9 forms — These need to be completed and turned in no later than Wednesday
Distribute any revised information to departmental programming schedule

Questions and Answers

9:00-11:30 AM

SUGGESTED TOPICS:

Library Resources and Services specific to your department

HSRB or Animal Research if applicable for your academic program
Academic Honesty

Preferred Publication/Citation Format for your department
Statistics and Research

11:30 - 1:00 Grad Bash Luncheon sponsored by Graduate Student Senate — TENTATIVE




1:15 - 5:00 PM
EXPECTATIONS & PLANNING
Outline Rules, Regulations, and Expectations

Important dates

Thesis/Dissertation selection and development

Dress code (if applicable)

Registration for classes and required coursework for degree completion
Required office hours each week for GAs

Department expectations of GAs: hours, ethics, problem resolution
Other...

Discuss Unwritten Rules and Regulations

Department teaching philosophy

TA attitude toward students

Students' desires, needs and backgrounds
Classroom demeanor, both of students and TAs
Times and locations of classes/assignments for TAs

Distribute and Explain Materials

Texts and lab manuals

Sample syllabi or lesson plans

Overview of Departmental packets (folders, handbooks, etc.)

Department specific library resources

Department computer resources

Departmental Student Handbook

Registration for classes (! This should be done no later than Wednesday of GSO Week!!)

Logistics for TAs & RAs

Schedule meetings with GAs and assistantship supervisors
Explain what to cover on the first few days of classes

Plan first week of class (at least).

Review and discuss syllabi writing

Assign a working syllabus for Friday

Distribute prepared syllabi

Miscellaneous but Useful Information

Where to locate supplies

Making transparencies and copies

Using appropriate libraries

Using labs and lab equipment

Plan activities for part-time and non-funded students
Other...



Thursday, 8:00 — 9:00 AM
DL & PARTICIPANTS “COFFEE HOUR” -OPTIONAL
o Discuss events of Wednesday — any questions, comments, concerns

o Cover upcoming activities for the day
e Questions and Answers

9:15-11:30 AM
SUGGESTED TOPICS:

Library Resources and Services specific to your department
Academic Honesty

Preferred Publication/Citation Format for your department
Statistics and Research

11:30 - 1:00 PM

Lunch Break

1:00 — 5:00 PM
TECHNIQUES & PRACTICE
Logistics for TAs & RAs

Explain what to cover during the first few weeks

Discuss how to make assignments clear

Discuss how to lead class discussions

Discuss how to design effective quizzes, tests

Show a video of a good teacher in action

Role playing for skill development in dealing with conflicts in the classroom.
Other...

Basics

o Presentation of sample lesson by returning TA or faculty member

o Demonstration of lab equipment

e Micro-teaching: Videotaping of new TA/RA presenting a lesson followed by critique (download guide
for conducting micro-presentation sessions)

e Other...

Departmental Mixer or Social Activity


http://cms.bgsu.edu:9992/Rhythmyx/Shared_casFile/filebinary?sys_revision=2&sys_folderid=&sys_context=0&sys_authtype=0&sys_contentid=30325&sys_variantid=537

Friday, 9:00 — 10:30 AM

ALL Development Leaders are to attend a debriefing meeting from 9:00 - 10:30 am in 207 BTSU. We
will be discussing the events of the week, checking session attendance for your students, and getting your
feedback regarding DL Training meetings and departmental programming. THIS MEETING DOES
NOT INCLUDE YOUR STUDENTS.

11:00 AM — ?:00 PM

CONCLUSION
Reinforce the Skills

Schedule weekly meetings with new, and returning GAs and supervising faculty
Suggest times for new GAs to observe an experienced teacher during first weeks
Suggest readings that may be beneficial

Other...

Polish the Product

Reminder about labs (availability and location)

Presentation of GA's syllabi

Presentation of sample lessons by new GAs Role playing of various classroom situations
Question & Answer periods about anything

Other...

Diversion

e Social event/mixer - include the spouses and partners of your students
e Other...

PLEASE NOTE: You, your students, and department faculty will need time to make preparations for their own
classes and assistantship requirements in order to be ready for the start of classes on Monday. Please do not
schedule activities on Friday afternoon unless absolutely necessary. Thank you!



Guide for Conducting

Your Departmental
Micro-Teaching Session

Prepared by the:
Graduate Student Enhancement Program

of
Bowling Green State University

This guide is available on-line at
http: / /Www.bgsu.edu/downloads/gradcol/fileSOS25 .doc

This document may be copied, modified, or reproduced as needed by the individual
department. The intent of this guide is to encourage departments to experiment with video
playback and critique sessions to improve confidence and competence in the role of presenter.
This can be particularly helpful to graduate assistants and new faculty.


http://www.bgsu.edu/downloads/gradcol/file30325.doc

Micro-Teaching

The Process

A "Micro-Teaching" session is a video taped simulated, or role-playing, experience designed to
provide critical feedback for the improvement of presentation skills. It is called "micro" because it
typically lasts from 5 to 8 minutes, focuses on a narrow lesson or research briefing, and is

presented to a small audience.

Research Assistants choose an abstract of a research project and present a briefing. For example,
imagine that the group of listeners is composed of distinguished research professors at an

international conference.

Teaching Assistants choose a concept within their discipline that can be effectively explained or

demonstrated in 5 to 8 minutes to a "class of bored sophomores."

Hour One

Three or four reviewers will be chosen for each presenter. The facilitator of the micro-
presentation session (ideally an experienced and effective presenter) should also serve as a
reviewer. Reviewers may be requested by the facilitator to focus on special skills or
characteristics.

When video taping begins, the presenter makes a self introduction to the participants and
conducts the lesson or research briefing. A few minutes is allowed after each presentation to
complete the critique sheets and make notes.

Hour Two

Play back each presentation and allow each presenter 2 or 3 minutes to react to what they see.
Then conduct a 5 minute discussion based upon the critical reviews and focus on the most obvious
strengths as well as the areas needing the most immediate improvement. Allow the presenter the
final word, and also allow them to keep the critique sheets for further analysis.

Explain to the presenters where they can receive assistance in the form of coaching, peer
review, early evaluation forms, books and articles, and university courses designed to improve

presentation and communication skills.

Video taping and playback arrangements can be made through Instructional Media Services or
using your own video equipment.



MICRO-TEACHING
Preparation and Critique

Typicaﬂy there are four general phases or components to any instructional or informative

presentation. These are:

1. Preparation of the learner

Orientation, motivation, introduction...

2. Presentation of the materials
Clear, sequenced, organized, demonstrated...

3. Involvement of the learner

Questions, clarification, practice, interactions...

4, Summary/Evaluation
Review, follow-up, relation to next topic...

If one is only concerned with the presentation of content (for example, presenting a research
report) and not the assurance of learning, then phase number 3 can obviously be diminished.

These phases should be critiqued, as they are essential components. In addition, we like to
look at the "platform skills" of the presenter. Such skill and style items are included on the reverse
side of this sheet.

Allow a few days prior to the video taping session for each presenter to prepare the micro-
presentation. This preparation should be as thorough and follow the same expectancies as for a full
scale presentation. The points of consideration listed below may be of assistance in this
preparation; however, departments often have additional formats that would be more appropriate.
Good instruction and good presentations usually depend on discipline specific contexts.

= TOPIC

= REFERENCES AND NOTES

= OBJECTIVES

= MATERIALS, AIDES, EQUIPMENT

= INTRODUCTORY STATEMENT

= PROCEDURAL OUTLINE

=  CONCLUSIONS OR SUMMARY STATEMENT

Note: Presenters are cautioned about the most common pitfall: trying to cover a
broad topic in a few minutes. Select a narrow topic, a concept or an idea.



MICRO-TEACHING
Critique Sheet

Topic: Presenter:

RA TA AA

How well did the presenter address the four general phases of presentation?

POOR & EXCELLENT
Preparation of the Audience 1 2 3 4 5
Presentation of the Material 1 2 3 4 5
Involvement - Interaction 1 2 3 4 5
Summary - Review 1 2 3 4 5
COMMENTS:
Platform Skills:
Which of the following skills need improvement?
NEED TO
GOOD IMPROVE N/A
Voice
Pitch
Projection
Pace
Enunciation

Eye Contact

Humor

Mannerisms

Use of Media

Interaction
Listening skills
Reinforcement

Specific Suggestions for Improvement:




Frequently Asked Questions

As a Development Leader you will get a lot of questions from your students. Here is a list of some of
the most common questions you may be asked. Should you need additional information you may
contact the Co-Director of GSO, Lisa Chavers, at 372-0343 or by e-mail to Ichaver@bgsu.edu.

Am I required to complete GSO?

Any graduate student receiving their first assistantship contract from BGSU must complete the
orientation. This is only required for students receiving their first assistantship contract. Once a
student completes GSO they are not required to complete it again for any continuing assistantships
unless their assignment changes (i.e., from teaching to research) and then they only need to attend
sessions specific to their new roles.

Can anyone participate?

All graduate students, staff, and faculty members are invited to participate in GSO. Anyone who
wishes to do so may enroll in the program and attend as many sessions as they like.

I'm part-time and non-funded, can I still participate in GSO?

Yes, although these students are not required to complete GSO we strongly encourage our part-time
and fee-paying students to participate for a variety of reasons. The August Program offers several
opportunities for graduate students to get to know other students in their department as well as other
areas giving them a greater exposure to the BGSU community. They have a chance to become
familiar with campus on a more relaxed level than if they arrive on campus the first day of classes
and have to struggle with finding out where their classes are, where to park, where they can find
computer labs, etc. For our fee-paying graduate students, participation in GSO, in addition to those
reasons cited previously, their participation in either the August Program or the Ongoing Program
will allow them to complete their GSO commitment in the event an assistantship becomes available
to them at a later time.

How do I sign up for GSO?

Graduate students who have not completed the program in the past may sign up for GSO after June
15th. Each newly admitted graduate student and students receiving their first assistantship will
receive an email with information and a link to the web site that will aid them in selecting the
sessions they will attend during Graduate Student Orientation week. Students will have until July
15th to submit their online registration.

Can I choose between attending the August Program and the Ongoing Program?

In most cases no. Graduate students with assistantships are enrolled in the most immediate program
available in relation to when their contract begins.

Can someone attend GSO more than once?

Yes, there is no limit to the number of times or sessions a participant may attend.

How do I get my Student ID?
Dates and times of Photo ID set-up will be announced as we approach GSO week. If you were an
undergraduate student at BGSU you are not required to get a new photo ID. However, graduate




student IDs will have additional features. Please keep in mind that the $25.00 fee is not covered by
any fee waivers. This is billed directly to the student’s Bursar bill.

How do I get a Social Security Card? (This will pertain primarily to International students)

To obtain an original Social Security Number a student with an "F1" visa must take their passport,
I-20, letter verifying F-1 status issued by CIP, and a copy of an offer of employment of GA contract
to the Social Security Office at 745 Innovation Drive (located off of Napoleon Road just east of
Dunbridge Road), Bowling Green, 352-8481. If the student has a "]1" visa, they must take their
passport, DS-2019, letter verifying J-1 status issued by CIP or their sponsoring organization, and
offer of employment to the Social Security Office. After they get their Social Security Number they
will need to take the required documentation to the Graduate College no later than Wednesday,
August 17, 2011, to complete the I-9 form. The Social Security Administration is unable to verify
immigration status if a student has not been in the U.S. for 10 day or more. Students should not
apply for a Social Security Card until they have been in the United States for a minimum of 10
days.

What is this letter I'm supposed to have from International Programs?

International students will be receiving a letter from the Center for International Programs (CIP)
which states that the student has valid F-1 or J-1 status. If they do not have the letter they should
contact the Center as soon as possible to get a copy.

What does my Student Health Insurance cover?

The University-sponsored health insurance usually does not cover 100% of medical expenses. For
more information about the University-sponsored health insurance, please visit the following
website: http://www.bgsu.edu/offices/sa/studentinsurance/page19405.html

What if I don’t need the insurance through the University?

Bowling Green State University has implemented a Hard Waiver Health Insurance Program. This
program states that all domestic students taking eight or more credits hours on the main campus, and
all international students regardless of credit hours are required to have health insurance coverage.
This resolution does not apply to domestic students exclusively at BGSU Firelands or distance-
learning students.

Under the “required hard waiver” program, students must have health insurance that meets the basic
minimum requirements set by the University. If students do not wish to purchase the BGSU offered
Student Insurance Plan, they must have alternative health insurance coverage, provide that
information to the University, and complete a waiver providing their current health insurance
coverage information. If this alternative coverage does not meet the basic minimum requirements, the
student must purchase the University offered Student Insurance Plan. Domestic students log onto
MyBGSU and select the “Student Insurance Requirement” link. International Students are required to
stop in the Student Insurance Office to either enroll or waive.

Fall Waiver Deadline: September 2, 2011

This form must be completed at the beginning of each academic year the student wants to be
exempted.



http://www.bgsu.edu/offices/sa/studentinsurance/page19405.html

Can I add my spouse/child onto my insurance?

Students may enroll their spouse/children in the University-sponsored health at additional cost.

What is the Graduate Coordinator’s Role in GSO?

The Graduate Coordinator will:

» Appoint the development leader to represent your department during the GSO August
Program. If your department is part of a division it is important that all graduate coordinators
within the division work together to select 2 Development Leaders and work as a team with
the DLs.

o Work closely with your Development Leader/s to organize your department’s programming
activities for the GSO August Program.

» Encourage your part-time and non-funded students to participate in GSO. This offers them a
greater chance to be part of the BGSU community, become more familiar with BGSU campus
and various service offices, and to meet other graduate students.

o Work with incoming students to ensure they complete their GSO requirements during the
semester in which they receive their first assistantship contract to ensure they receive the
training needed to meet the needs for their assistantship assignments.

o Be on hand as much as possible during the August Program and particularly during any
departmental programming activities that require your attendance.

What is a DL?

The Development Leader (DL) is usually a second year graduate student nominated or appointed by
the student’s department. This graduate student serves as the primary liaison between their
department, their incoming student, and the GSO staff. The DL is responsible for working with their
graduate coordinator to develop a schedule of department-specific programming to be offered
during the August Program. This departmental program is offered in conjunction with the GSO
sessions. The combination of these elements helps students quickly become familiar with their new
surroundings, their role and responsibilities as graduate assistants, and as members of the BGSU
community.





















