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Please review the instructions in this bulletin and the accompanying email and provide the requested information by the 

specified deadlines.  

GETTING  READY  &  PRE-SESSION  INSTRUCTIONS 
 

Make sure you know when your class(es) are 

Please make sure to make a note of the day and time that your 

class is scheduled for. You are expected to pick up your class 

folder the day of your session at least 20 minutes before the start 

of your class.  

If you’re teaching Friday morning or early afternoon, please note 

that those sessions are 15 minutes shorter than usual so as to 

allow attendees time for the Q & A sessions with Bishop Ed.   

 

Website Page “for faculty only” 

Once again we have a special “for faculty only” page on the web 

– now on our dedicated website: 

www.springenrichment.weebly.com/facpage. We’ll be posting 

additional info for faculty (and course enrollment figures starting 

May 7). 
 

THINGS TO LET US KNOW / GET BACK TO US 
 

Technology and Other Special Needs 

Are you going to needs any technical, AV resource or special 

supplies for your presentation(s) at Spring Enrichment? If so, I 

need to let the College know about the technical stuff early next 

week, so I need to receive your completed Technical/AV 

Equipment & Supplies Request Form no later than 9am on 

Monday, April 30. Due to staff cutbacks at CSR, it’s imperative 

that I let them know our needs by May 1 so that they can assign 

the necessary staff.  

The Tech Needs Form is specific to your particular class and 

also provides you with a recap of your session’s description as it 

appeared in the Comprehensive Program Guidebook. We need 

to know if you are planning on using a computer (either your 

own or the college’s) to show PowerPoint and/or videos and/or 

access the internet, a computer projector, playing video (VHS or 

DVD) or music (CD) or use an “overhead projector” (or the 

newer “document imager”).   

While the classrooms we have been assigned at the College are 

all “smart classrooms” with built in computer/projector/internet 

access and a white board, some of the larger, non-traditional 

classroom spaces we’ll be using (for featured presentations, 

those with more than 50 registrants and a handful that have 

requested the Hubbard Sanctuary) are not so equipped. For these 

larger spaces we’ll have to improvise based on your requests. 

For the most part we will be unable to accommodate special 

requests as to the physical layout of your presentation space – 

we have to work with the spaces assigned to us by the College.  

Instructors using the College’s technology will be assigned a 

unique username & password, so it is imperative that you let us 

know of your needs by April 30 so that the College can set up 

those accounts. Your login credentials will be on the back of 

your Spring Enrichment nametag.   

During Spring Enrichment the College’s technical staff will be 

on hand roughly 10-15 minutes before each session to assist 

instructors using the document imagers and the instructor 

consoles (the computer workstation used for PowerPoint, 

internet access, DVD, CD and videocassette playback).  

Request for Taxpayer Identification Number 

If you are expecting to receive a stipend for teaching at this 

year’s Spring Enrichment and didn’t teach for us in either 2016 

or 2017, we will need you to complete IRS Form W-9 (Request 

for Taxpayer Identification Number). Since Spring Enrichment 

is now part of the Catholic School Office, we’re not directly 

connected with the diocese’s accounting system which would 

have had this information previously.  Form W-9 is available on 

the faculty page. 
 
 

PLEASE KEEP IN MIND 
 

Handouts for Photocopying 

We are not able to photocopy handouts for our adjunct faculty 

nor are we able to reimburse them for such copies. Therefore, we 

would strongly recommend that you limit your handouts or, 

better yet, arrange to distribute them electronically. You could 

either have your “students” email you with a request for a copy 

of your PowerPoint or other handouts (which could be sent as a 

PDF) or you could send your materials to me and we could 

scan/convert them and make them available centrally via the 

Spring Enrichment website. (Having students give you their 

email addresses in writing is fraught with errors, better to have 

them email you.) Please contact Steve if you need help with this.  
 

Copyrighted Materials 

Printed Items:  While we believe that the “educational fair use 

guidelines” are applicable in connection with your class(es) at 

Spring Enrichment, it is up to you to ensure that what you are 

handing out is “legal.” If your use of these materials would not 

fall under the fair use guidelines, you should obtain permission 

from the publisher and indicate this, in writing, on the 

copyrighted materials you distribute in your session.  

Electronic Media:  While most sessions during Spring 

Enrichment will be in traditional classroom spaces, if your 

presentation is in a non-standard space (Gym, St. Joseph’s 

Auditorium, the Standish Rooms or Hubbard Interfaith 

Sanctuary) you will need to have explicit written permission 

http://www.springenrichment.weebly.com/facpage


from the copyright holder to use video/DVD/audio materials. 

This will likely only apply to our major presenters and to 

sessions with enrollments in excess of 50 registrants.  
 

Course Size & Cancellations due to low enrollment 

Since so many people register during the last week before Spring 

Enrichment it is very difficult to get an accurate sense of how 

many people have signed up for particular sessions. Nonetheless, 

starting May 7
th

 we will be posting a listing with the registration 

counts for all sessions as of that afternoon.   

Classes with less than 10 registrants as of May 7
th

 (16 if there are 

two instructors) will be put on a special watch list and we will be 

in touch with those instructors to discuss the situation. Unless 

there is a special need for it, classes for which we are paying 

instructor stipends that continue to have very low enrollments as 

of May 11
th

 may be canceled. 

 
AT SPRING ENRICHMENT ITSELF 
 

Your own participation at Spring Enrichment 

You are welcome to take part in any of the other classes and 

workshops at Spring Enrichment, although you need to follow 

the registration procedures and register no later than May 9 so 

that we can anticipate the proper number of registrants for each 

class. The rule of thumb is that if you are getting paid a stipend 

to teach a course, you would be expected to pay for any courses 

you take during Spring Enrichment.  Furthermore, we would 

encourage our presenters to take note of the opening mass on 

Wednesday (9am) and the prayer of remembrance at 12:30pm on 

Thursday. 
 

Check-In 

Upon your arrival on site, you should check in at our registration 

and check-in area (St. Rose’s Event & Athletic Center’s 

“Atrium”). Although instructors are free to check in (to pick up 

their nametag) at any time during Spring Enrichment, we would 

appreciate it if they would not pick up their class(es)’ “faculty 

folder” until the day of the class session so that we would have 

some way of knowing that they are on site. 
 

Name Tags 

To help identify attendees as Spring Enrichment participants, 

everyone – including our presenters & adjunct faculty – are 

expected to wear a specially printed nametag throughout Spring 

Enrichment. Once again, participants who are instructors will be 

indicated by a special ribbon attached to their nametag. Your 

username and password to use in-room technology will be 

printed on the back of your nametag. 
 

Faculty Folders 

There will be a separate faculty folder for each course being 

taught. The folder will contain a list of registrants for that class 

(as of close of business on Friday, May 11), the ½ sheet course 

attendance “certificates” for attendees, as well as other critical 

information for you.  

Presenters will be able to pick up their faculty folder(s) the day 

of their class, but in any case should pick it up at least 20 

minutes before their class is scheduled to begin.  
 

Location of Classes 

Most of our classes will be held in Albertus Hall with the rooms 

typically seating 32 students (although there are three rooms that 

can handle 40, 56 & 60). In addition we’ll be using the Gym, St. 

Joseph’s Auditorium, the “Standish Room” and the Hubbard 

Interfaith Sanctuary for sessions. We will post information as to 

room assignments on the special “Faculty Only” webpage by 

5pm on Monday, May 14
th

 after we submit our final room 

assignments to the College. Any subsequent changes will be 

posted in the registration and check-in area.  

Recording/Taping Classes  

We would like to video and/or audiotape different classes and 

presentations at this year’s Spring Enrichment for future use 

(with post-recording editing and signoff by presenters). Please 

check the appropriate boxes on the Tech/AV & Supplies Needs 

Form if you are willing to be recorded. Thanks.  
 

Classroom Procedures 

As we get closer to Spring Enrichment we will post our 

classroom procedures bulletin (which will also be included in 

your faculty folder) on the Faculty Page of the website.  
 

Attendance/Sign-in Sheets  

It is imperative that you return your class(es)’ completed 

attendance/sign in sheet no later than Friday, May 25 so we have  

record of who attended your sessions. Two new things this year:  

 If you are expecting to receive a stipend for teaching your 

session, we must receive your attendance sheet by May 25 so 

that we can submit the check request. Delays in returning the 

sign in sheets will delay everyone’s stipend check requests.   

 There is a possibility that we will be using special “admit to 

class” cards for people who do not appear on the sign in 

sheet. Watch for details in the next Faculty Bulletin.  
 

Evaluations 

Once again, our overall program, individual course and 

faculty/instructor evaluations will be done online via Survey 

Monkey. We will have some hard copy/printed evaluation forms 

available at the registration area for those uncomfortable/unable 

to complete them online.  
 

After your class is finished 

After your session is finished, please make sure to return the 

attendance (sign in) sheet and any course evaluation forms that 

you received from your students and make sure to drop off a 

copy of your class outline and any handouts at the Registration 

area.  
 

 

 

If you have any questions or if there is any way that I can be of help to you, please contact Steve Mawn at the 

Catholic School Office (518-453-6602) or via email (stephen.mawn@rcda.org). If you need to reach me during 

Spring Enrichment itself, use my cell number: 518-441-8083. 


