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EQUAL EMPLOYMENT OPPORTUNITY POLICY STATEMENT

Georgetown University provides equal opportunity in employment for all perdorsolibits
discrimination and harassment in all aspects of employment because of age, color, disability, family
responsibilities, gender identity or expression, genetic information, marital status, matriculation, national
origin, personal appearancetigali affiliation, race, religion, sex, sexual orientation, veteran status or any
other factor prohibited by law. Additionally, the University will use good faith efforts to achieve ethnic and
gender diversity throughout the workforce. The University simgshaecruitment of women, minority
members, disabled individuals and veterans.

l nquiries regar di ng -dSaimimagor poiicywmay heraddvessedsta theyDFextor ofo n
Affirmative Action Programs, Institutional Diversity, Equity & rAffiive Action37th andO Streets.,
N.W., Suite M36, Darnall Hall, Georgetown University, Washington, D.C. 20057.



Welcome to the Faculty of Georgetown Law.

Georgetown Law began in 1870 in rented quarters with 25 evening students who pead 850 a y
tuition. From the outset, prominent members of the Bar and Judiciary of the District of Columbia
taught at Georgetown Law, establishing a tradition of excellence and service that continues today.

Today we have one of the largest and most divertcidties in the countfifhere are more than

100 members on the full time faculty and an adjunct faculty of over 300 distinguished members of
the legal professiomhis wealth of teaching resources enables us to offer the broadest curriculum
availabletaany law school today.

We welcome you to the Georgetown Law community and invite you to participate fully in its
academic life as your time pernfigttime faculty members gather frequently for brown bag
lunches. Faculty seminars in specializedaeeaeld throughout the yeBmally, we encourage

you to participate in the various teaching workshops sponsored by J.D. Academic Services (you will
be provided with the details about these valuable programs).

Every institution has its own methods aérapion.This handbook is intended to introduce you to

the facilities, officeand procedures of Georgetown La@ur goal is to make your teaching
experience a rewarding one. Any time you have a question that does not seem to be answered here,
please contaeither J.D. Academic Services or the Graduate Programs Office.

Sarah Hulsey is the contact person for J.D. adjunct faculty m&hberan be reached at (202)
6629041 or through-mail at sjh52@law.georgetown.ddgrid Epperlyis the contact persdor
Graduate adjunct faculty memb&iecan be reached at (202) -66800r through email at
ial3@law.georgetown.edu.

We look forward to working with you throughout the YRease let us know if there is anything we
can do to make your teaching ezignce more productivAgain, thank you for your time and
efforts to enrich the Georgetown Law experience for our students.

T. Alexander Aleinikoff
Dean



GEORGETOWN LAW

2009 FALL SEMESTER
Mon., July27

Sat., Aug22- Sun., Aug23
Mon., Aug24

Thurs., Aug. 20Fri., Aug. 21
Mon., Aug. 24

Tues., Aug. 26Wed., Aug. 26
Wed., Aug. 26Fri., Aug. 28
Mon., Aug. 24

Tues., Aug. 25Fri., Aug. 28

Thurs., Aug27

Mon., Aug. 31
Mon., Aug. 3t Tues., Sept. 8

Mon., Sept. 7

Mon., Oct. 12
Tues., Oct. 13

Wed., Nov. 25Sun., Nov. 29

Sat., Dec. 5

Sat., Dec. 5 and Mon., Dec. 7
Tues., Dec. 8Sat., Dec. 19
Fri., Dec. 18

: 2009-2010 ACADEMIC CALENDAR

Tuition due ér incoming J.D. students
Tuition due for incoming Graduate Students

On-Campus Interview Program Orientation
On-Campus Interview Week Begins

Registrationand Orientation for incoming JD Transfer Students
Registration and Orientationfor incoming JD Visiting Students
Registration and Orientationfor First Year JD Students

First Year Orientation

Registration and Orientationfor new Graduate Students
Tuition due for all Continuing, Transfer and Visiting Students
Continuing Orientation for new Graduate Students

Late Registration: all unregistered New and Continuing Students
(%80 late fe€Yuition due upon registration)
Financial Aid Transactions: All Students

Classes Begin
Add/Drop and Watiist activty for Fall and Spring Courses
Late Registration:(Tuition due upon registration)

LABOR DAY HOLIDAY: No classes meet

COLUMBUS DAY HOLIDAY: No classes meet
Monday classes meet instead cdgaessday cl

THANKSGIVING HOLIDAY: No classes meet

Last day of classes

Makeup and Reading Day

Final Exams

All Papers Due unlkesther due date set by fhvfessor



2010SPRING SEMESTER
Mon. Jan. 4

Mon., Jan. 11

Mon., Jan. 18

Tues, Jan. 19
Tues., Jan. ¥9ues., Jan. 26

Mon., Feb 15
Tues., Feb. 1.6Wed., Feb. 17
Thurs., Feb. 18

Sun., March 7Sun., March 14
Fri., April 2- Sun., April 4
Sat., May 1

Mon., May 3

Tues., May 4 Tues., May 18
Tues., May 18
Sun., May 23

Spring tuition due for all students

Week One Classes begin for firgtear J.D. Students

Week One Mini Courses begin for Upperclass Students
Note:Mandatoy attendance is required at all Week One

class sessions, fiygar and upperclagdondayd Friday

Some clinics may require their students to begin clinic activities
this week

MARTIN LUTHER KING HOLIDAY: No classes meet

Regular, semestetong classes begin for all students
Add/Drop and Watlist activity

Late Registration:Continuing student$80 late fee)
(Tuition due upon registration)

PRESIDENTS DAY Noclasses meet
Faculty Retreatlo classes meet
Monday classes meet instead of Thursday classes

SPRING BREAK:No classes meet
Easter BreaklNo classes meet

Last Day of Classes

Snow Make Up and Reading Day

May Gr aduat e sirbessRagarier due date set by
the professor

Final Exams

All Other Papers Dueunlessotherdue date set by the professor
Commencement



DIRECTORY OF FREQUENTLY USED TELEPHONE NUMBERS

The main number for Georgetown Law information is (2029@¥2When calling a number
within Georgetown Law, dial only the fdigit extension number of the departmérd.call local
numbers outside of Georgetown Law, first dial 8.

Listed below are the names, telephone nurabhdesmail addresses of people to contact if you
have a question that has not been answered by this hakdibdokher assistance, please contact

the Director of

J.D. Academic

Services,

Sarah Hulsey, at

(2020456201

sjih52@law.georgetown.edu or the Director of LL.M. Academic Séngicdsi-pperly at (202)
66296600r ial3@law.georgetown.edu.

QUESTIONS ABOUT

J.D. Academic Services
Graduate Programs
Adjunct Faculty Office
Appointment Lette(J.D.)
Appointment Letter (Graduate)
Audio-Visual Services
Bookstore

Cancelled Classes

Career Services (J.D.)
Career Services (Graduate)
Class Rosters

Continuing Legal Education
Computer Support
Copyright Permission
Course Evaluations

Course Material Distribution
Course Management Software
Courseware

Disabled Students

Early Learning Center
Email Access

Emergency Closing

Exams

Facilities Management

First Class Reading Assignments

GOCard
Grades

Information Systems Technology

CONTACT

Sarah Hulsey

Ingrid Epperly

Sarah Hulsey

Sarah Hulsey

Mary Jean (MJ) Hall
AV Department

Lori Solomon

Office of the Registrar
Gihan Fernando
Sandra Buteau

Office of the Registrar
CLE Office

Barry Wileman
Lindsay Pullen

David Ely

Ronnie Rease
Catherine Dunn
Dianne FerrcMesarch
Marianne Huger
Donna Dickerson
Dianne Ferro Mesarct
Office of the Registrar
Office of the Registrar
Marshall Lucas
Cathy Strai

Mary Ward

Office of the Registrar
Pablo Molina

PHONE #
6629041
6629116
6629041
6629041
6629116
6629026
6629665
6629220
6629300
6629847
6629220
6629890
6629284
6629451
6629673
6629286
6629627
6629023
6624042
6629256
6629023
6629446
6629220
6629330
6629285
6629915
6629220
6629004

E-MAIL
sjh52@law.georgetown.edu
ial3@law.georgetown.edu
sjhb2@law.georgetown.edu
sjh52@law.georgetown.edu
mh54%@law.georgetown.edu
audiovis@law.georgetown.ed
Is2@law gorgetown.edu
lawreg@law.georgetown.edu
gsf2z@law.georgetown.edu
spb29@Ilaw.georgetown.edu
lawreg@law.georgetown.edu
cle@law.georgetown.edu
wileman@law.georgetown.ed
lkp27@law.gergetown.edu
dme23@law.georgetown.edu
rr224@law.georgetown.edu
Cmd77@law.georgetown.edu
dhf2@law.georgetown.edu
hugerm@law.georgetown.edt
dickerd@law.georgetown.edL
dhf2@law.georgetown.edu
lawreg@law.georgetown.edu
exams@Ilaw.georgetown.edu
mal48@law.georgetown.edu
strainc@law.georgetown.edu
ward@law.georgetown.edu
lawreg@law.georgetown.edu
molina@law.georgetown.edu



QUESTIONS ABOUT

IST - Help
Library Access for Assistants

Library/Faculty Services and
Materials

Library/Group Study Rooms

(Williams Library’

Library/Group Study Rooms

(Wolff Library)

Library Services/Circulation
Library Services/Reference
Library Services/Reserve

Makeup Classes and Room
Reservations

MyAccess
MyAcces¢NetID Password

NewsletterMVh at 6 s )Hap

Office of Public Interest and

Community Service (OPICS

Parking

Passwords: Lexis & Westlaw
Payroll

Photocopying Services
Public Safety

Recording Classes (J.D.)
Recording Classes (Graduate)
Registrar

Room Reservations

Sport and Fitness Center
Studat Accounts

Students with Disabilities
TWEN (Westlaw)

Weather Delays

Writing Center

CONTACT

IST Help Desk
Craig Lelansky

Jennifer Locke Davitt
Mary Jane Reynolds

Jill ThompsofRiese

Craig Lelansky
Reference Desk
Jelethia Williams

Beverly Sapp

David Ely
IST Helpdesk
Laili Safa

Barbara Moulton

Marshall Lucas
SaraBurriesci
Melvinia Towns
Sylvia Johnson
Edward Piper
Mariko Cool
Lakuita Bittle
Denise Sangster
Beverly Sapp
Lindsey Carson
Cora Osborne
Marianne Huger
Denise Stewart
Office of the Registrar
Noelle Adgerson

PHONE #

6629284
6629155

6629145
6629135

6624269

6629155
6629140
6629132

6629292

6629673
6629284
6629039

6629655

6629331
6629142
6629050
6629287
6629312
6629041
6629036
6629238
6629292
6624251
6629057
6624042
(703) 902712
662-9446
6629525

E-MAIL

helpdesk@law.georgetown.et
cdl3@law.georgetown.edu

jniI8@law.georgekm.edu
reynolds@law.georgetown.ec

jit49@law.georgetown.edu

cdI3@law.georgetown.edu
libref@law.georgetown.edu
jtw2@law.georgetown.edu

bls35@le&v.georgetown.edu

dme23@law.georgetown.edu
helpdes@law.georgetown.edl
safa@law.georgetown.edu

moultonb@law.georgetown.e

mal48@law.georgetown.edu
sek28@law.georgetown.edu
townsm@lavgeorgetown.edu
johnsosv@law.georgetown.e(
egp9@law.georgetown.edu
coolm@law.georgetown.edu
Inb9@law.georgetown.edu
das232@law.georgetown.edt
bls35@law.georgetown.edu
Imc77@law.georgetown.edu
stdaccts@law.georgetown.ed
hugerm@law.georgetown.edt
denise.stewart@thomson.con
lawreg@law.georgetown.edu
adgerson@law.georgetown.e
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CHECKLISTS

CHECKLIST #1 : Getting Started

Check your appointment letter from the Déaa.the course, day, time and compmmsat
correct?f not, call the appropriate office: for J.D. Academic Services contact Sarah Hulsey at
(202) 66B041,; for Graduaggogramsontact Ingrid Epperly at (202) €860 Please raise any
concerns or questions early in the semester (or befseenibster begingye are happy to help.

Submit your book orders to the bookstore EAfRaY 15 for Fall and October 15 8pring
to Lori Solomon at202)6629870

Obtain a parking hangtag if you intend to drive to Georgetowonlther daysn which you
teachor on campus for Georgetown Law businéss also will need your GOCard (see below
and page 5) in order to access the gdfagenformation about parking, ctie Office of
Facilities Managemeni202) 668331(see pagesl-12).

In your syllabus, explain clearly all course requirements and policies, your evaluation procedures
and your contact information, and review these in the first class session. (See memo on
examination format in Append)

Remember that oncedli grades are entered, a passing grade may not be changed except to
correct a demonstrable clerical error. If you have any questions in this regard, please consult the
Registrar, Sarah Hulseylogrid Epperlybefore communicating information to studemit®

guestion their grade.

Check your Georgetown Lamail frequently or forward your Georgetown Lamag to the €
mail account you regularly use. This will ensure you do notnaigs #om Georgetown Law
staff or students.

Write a new axeevery year.

If you wish to have your seminar designate8aeditupperclas writing requirement seminar

(WR for the following semester or academic year, please salapjribpriate memorandum to

the Associate Dean for Academic Administoan |, Car andl obt@id@Neeainl ,®8 Nei |
approval before making announcements your c | as s status.Qortaet Sarahmi nar
Hulsey, Director of J.D. Academic Services, with questions at (2020466
sjih52@law.georgetown.edu.

NEW FACULTY: Completgayroll forms and complete the required INS employment eligibility
form provided by Payroll Manager, Melvinia Towhsase return the originals of these
documents to MSowns,583McDonough Hallseepaged). If you do not receive thesarins
before the start of the semester in which you teach, please contact Ms. Towns aB(ZIR) 662

or townsm@law.georgetown.edu.

NEW FACULTY: Once you have handed in your payroll forms, you should obtain your
GOCar d, Geor get owrcardThewpbone nurdberrfdr thé GQCart offece is
(202) 66D915(sce pagé and AppendiK).



CHECKLIST #2: Preparingt o Teach Class

Order casebook(&ee paget).

Send course syllabus and course materials to the Office of Faculta@upparpus Services
for distribution to youstudent§see page$518).

Send your course syllabus to the appropriatevidfiogail, fax or-mail For J.D. Academic
Services, send faxes to (202)}8B&® or anail Sarah Hulsey (sjh52@law.georgesuupFor
Graduate Programs, send faxes to (26B29487 or email Ingrid Epperly
(ial3@law.georgetown.edu).

Send first class reading assignmamtmail to the Office of Faculty Support and Campus
Serviceffacultysupport@law.georgetown)dduposting on th&Veb(seepage20).

NotifyJelethia Williams in the Williams Library at (2029X82f ary items to be placed on
reservésee pagel-22.

Obtain initial class list online througlyAccesgseepags 6-8, 15). The class list Wichange

throughout the add/drop period, therefore checking online will give you the #mdateplist

of studentsYou can also view, in priority order, the students who are on the waitlist for your
class(es)ou will want to update your class litdrathe add/drop period and again sometime

during the following montk.or questions regarding the MyAccess system, please contact Data
Anal yst David EIy dmneR3@lawegeorBetoyn.eati(2024668633) Of f i c
or Sarah Hulsey (J.D. Adjunct Faculy)5@ @law.georgetown.eaiu(202) 663041) or

Ingrid Epperly (LL.M. Adjunct Facultigl8@law.geoetown.edwr (202) 663660).

Consider tiendngteaching seminar(sgepags 20-21).

Register to receive emergency alerts that affect Georgetdayrhogaymg in to thisly Access
Web site and clicking the HOYAlert sec(sagpage %).
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CHECKLIST #3: First Day of Class

Call the roll with the class list available thrdygkccesgsegpags 6-8, 15). Add names of those
who say they have enrolled since you printed the class list.

Tell students how they can best reach you andyadneare available to discuss the course.
Provide all relevant contact information.

Review your syllabus and the academic calendar with your class. Are there any legislative days tha
affect the class (i.e., class days rescheduled due to htdidaysHis academic calendar)?

Discuss all course requirements and plans for the evaluation of students:

Will there be an exam or paper or both?

If there will be an exam, what is its format, including length of exam?

Will the final exam be closedopen book?

Do you have an attendance policy?

Will class participation be taken into account in the final grade?

If a paper, what are the due dates?

What type of feedback will you provide on exams or papers?

Will there be any other projects that will brided as part of the final grade?

= =4 =4 -4 —a -8 A A

This information should be repeated during the second week for the benefit ofvetiadents
adaedthe class during the first week amd should bencluded on your class syllabus.

We strongly discourage limited open bok exams where only certain materials are allowed
because limited open book exams are difficult to monitor. We also strongly discourage making
changes to the course requirements from those announced at the beginning of the semester as
students rely on thse initial announcements in planning out their semesters and exam
schedules. (Sepages3337).

CHECKLIST #4: Last Day of Class

Describe your exam (e.g., your general apgragehor wordimits).Repeat information from
the first week of class b materials allowed in the exseegage£6, 33-37).

Remind students of research paper deaBlawesyou given an extension beytedend of the
semester to negraduating students? If so, éngou notified th®©ffice of theRegistrar? ¢e
page42-43).

Describe your exam or paper feedback policy and pro(edyaged 3-44).



. GETTING STARTED

A. Administrative Contacts

For J.D. Adjunct Faculty members, ypumary contact is Sarah Hulsey, Director, J.D.
Academic Services, (208529041, sjh52@law.georgetown.etlier office is located in
McDonough Hall, Room 35For Graduate Adjunct Faculty, yquimary contact is Ingrid
Epperly, Director, LL.M. Academic Services, (202962, ial3@law.georgetown.éder. office
is locatedn the Hotung International Law Building, Room 6000.

B. Faculty Appointment Letter

For each academic year that you teach, you will receive an appointment letter from the Dean of
Georgetown Lawt will state the course title, semesteraddytime of yourlass, any eteachers
and the compensation you will receive for each c®lesse read it carefulliy.any of the
information in the letter is incorrect, contact SaraheyHlsD. Adjuncts) at (202) ®&=1 or
Ingrid Epperly Graduate Adjuncts) at @06629660.

C. Payroll

If you are a new adjunct faculty member, you will receive personnel and payroll forms with your
appointment letter or shortly after you receive your appointmentYlettemust complete and
return this paperwork to Ms. Melvinia hiegwPayroll Manager, as soon as possible, regardless of
whether yowvill receive paymentirectly Failure to submit the appropriate forms to the Payroll
Office in a timely fashion will delay the processnefrgingyour Georgetown University Neik
ID (NetiD) and photo identification (GOCard)

Forwardpersonnel and payroiformation to:

Melvinia Towns

Payroll Manager

Office of Financial Affairs

Georgetown Law

600 New Jersey Avenue, NW, Room 583
Washington, DC 20001

(202) 66D050 (telephone)

(202)6629237 (fax)
townsm@Ilaw.georgetown.edu

You may receive the payment at the end of each month during the semester you teach or in one
lump sumlf your firm requires all such income to be paid to the firm, please notify Georgetown
Lawds Payr ypourlresp@dtivie Aademia $edsices administrative contact of thtgefact.
Payrol |l Of fice wildl require a | etter from yo
income and a W formand you also will be required to complete an employahed form

Federal law requires that every new emphdy@eeceives payment directiynplete a copy of
the Employment Eligility Verification Form (Form-9), as well as federal and state tax forms.



These forms are in addition to the University foratswhl be mailed to you prior to the semester

in which you are scheduled to tealkde 1-9 form requires that you produce documents that
establish your identity (such as a driverds |
security cardpr examination by staff in the Payroll OffiEtgou have not already done so, please
contact the Payroll Office to make arrangements to complete the appropriate documents.

D. Mailing Address

We will send all Georgetown Leelated mail to you at yourfioé address unless you specify
otherwisePlease inform Sarah Hulsey (J.D. Adjuncts; (202D862sjh52@law.georgetown.edu)
or Ingrid Epperly (Graduate Adjuncts; (202)98®5D; ial3@law.georgetown.edu) of your current
address and of any changes inesd¢dtelephone number and fax numbersnaileaddress.

For payroll purposes only, please contact the Payroll Office and either Sarah Hulsey or Ingrid
Epperly if you wish to have your compensation sent to an address other than your regular mailing
addrassor if you have a change in address the Payroll Office, please contact Payroll Manager
Melvinia Towns by-mail at townsm@Ilaw.georgetown.edu, by telephone at (28Bp66% by
fax at (202) 662237.

E. GOCard: The Georgetown ldentification Card

The Georgetown One Card (GOCard) is required identification for all studentsgridstafy
at Georgetown Lawhe GOCard provides access to the various buildings on campus, and it is also
a debit card that will allow you to use your personal debihtafmrgourchases around campus.
can be used for food purchases in the cafeteria, to buy items in the bookstore, to purchase snacks in
the vending machines, to gain access to the parking garage, to make photocopies or to use the
printers in the Law Libnaandto check out materials from the Law Librsisw adjunct faculty or
returning adjunct faculty who have not previously obtained a GOCard should do so by the start of
the semester in which they teach.

To obtain a GOCard, you must first be issuedtlbbNeeepageb). Your NetlD can only be
issued after your personnel paperwork is filed with and processed by the PayrOlh&xfyasur
NetID has been issued, you can submit a photograph of yourself to the GOCard office prior to
arriving on campus adur GOCard will be waiting for you when you arrive, or we can mail it to
you upon your requedtou cansend are-mailwith your full name ana passport or wallsize
photo of yourself with a frontal view of your head and shoutnldise GOCard Officeat
gocard@law.georgetown.edu and they will produce you¥@amrchn alsose the GOCard form
in AppendixK to submit your photo to the GOCard offieg mail or you can have your photo
taken by the GOCard Office staff

If you would like to have your G@f mailed to you, please include your mailing address with
your photolf you would like to pick up your GOCard, or have ybotgtaken by the GOCard
Office staff, plese visitRoom 101, McDonough Halbetween the hours of 10:00 a.m. and 5:30
p.m., Mondy- Thursday and 10:00 a.m. to 5:00 p.m. on Fkidaysuggest that yoantact the
GOCard Officeat (202) 66B8915to confirm thathe officewill be operwhen you arrivé?lease
note that new faculty members will not be able to obtain a GOCard unéipproximately two
business days after their payroll paperwork has been processed.



F. Communications
1. Georgetown University Network ID (NetID)

The key to electronic communications at the Law Center is your Georgetown University
Network ID (NetID). You will ned it to access all Law Center applications, including LawMalil
(email),MyAccesqonline course informatipnand Employee Accesssnline personnel and
tax records). Main Campus will assign you a NetlD once your personnel paperwork has been
processed byGeorgetowrLawd Bayroll Office. Please note that even if you do not personally
receive payment froneorgetowrLaw for your teaching services, you still must submit the
appropriate personnel forms to the Payroll Office in order to receive your NetlD.

NetIDs for new faculty teaching in the fall semester are created during the summer.
Generally, NetlDs for new faculty teaching in the spring semester are created during the fall. If
you have submitted your paperwork and have not received a NetlD by thiededithe
semester in which you teach, please contact Sarah Hulsey (J.D. Adjuncts) at
sjihb52@law.georgetown.edun 2026629041 or Ingrid Epperly (Graduate Adjuncts) at
ial3@Ilaw.georgetown.ash2026629660.

2. MyAccess(New University-Wide System)

The Universityis in the process of converting from its Faculty Accasdem to theew
MyAccesssystem MyAccessswill provide you with the same faculty serviceBaaslty
Access+, including a list of students enrolled in your class anehibgin@dreses. Faculty
can email their enrolled students from MyAccess and may attach documents tantilsse e
Faculty will receive more information about the MyAccess system when the rollout is complete.

Until the conversionis complete, faculty informatiovill be stored in botthe MyAccess
and Faculty Accessystems. You can access both systems and deteswiardwhereto
accesgecessary information tgviewing the checklisthdtps://myaccess.georgetown.edu

For questions regarding the MyAcsgsgem, please contact Data Analyst David Ely in the
Regi st r a@dnes33@|&.gedrgetewn.edu (202) 668673 or Sarah Hulsey (J.D.
Adjunct Facultygh52@law.georgetown.edu (202) 6630423 or Ingrid Epperly (LL.M.
Adjunct Faculty)dl3@Ilaw.georgetown.eaiu(202) 663660.

3. Passwords: NetID Password & Law Center Password

There are two separate egst that you will need to access as a faculty nengsystem
that is runby the main campus includes the MyAccess information gf@terhtaining your
class lists,-ma i | i ng your cl ass, and submi anttheg you
Employee Access+ system (see beld@wg other system that is run by the Law Center includes
e-mail course evaluations from students, and Courseware. You will receive a separate
temporary password for each of these syst€hesIST Department recommends hat you
make your NetlD and Law Center passwords the same.
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Two Passwords

|
v v

Step 1 Step 2

y

A

Netl D Password

A

Law Center Password

MyAccess
(classlists, e-mail students,
grades submission)
Employee Access +
Blackboard

LawMail (e-mail)
Courseware
Faculty Evaluations

A

Complete fiNetl D Password Reset Formo \
sent by Law Center IST viae-mail

Temporary password assigned by
Law Center IST

Submit to Law Center IST Help Desk . .
in e-mail to faculty member

hel pdesk @l aw.georgetown.edu
202-662-9284
A A
Reset temporary password to Reset temporary password to
NetlD password NetlD password
within 72 hours of receipt of within 72 hours of receipt of
temporary password temporary password

A. NetID Password (Step )

In order to uséMyAccessyou will need your NetlD anbur NetlD passwordf you are a
returning faculty member aaldeady have adtdty Access+ password, that same password will
work foryourNetID passwordf you are a new faculty membgsumustcontactGeorgetown
Lawds | ST Hel PABLashélpdesk@lafv.gedrgetowrtedilto request your NetlD
password

To obtain a Bw NetID password or tieequest a reset of your NetlD password, you must
complete théNetID Password Fornisee AppendiA). You may request a copy of the form



from the IST Helpdesk. Please be advised that your NetIlD password cannot be reset without all
of the information requested on the form. This includes:

1 Your 9digit GoCard number (found on your GOCard),
1 Your Universityssued NetID, and
T A photocopy of your GOCard, valid drivers

You also must sign the form. Ymayreturn thecompleted form to the Helpdesk by e
mail, fax, or in person. The Helpdesk will reset your NetlD password to a capital letter
followed by the last six digits of your Social Security NumbeA48&y89. Thistemporary
password will expire within 7puns Please change your temporary passagbon as
possible atttps://netid-mgmt.georgetown.edu/passwd

NetID Passwords musteet each of the following restrictions

(a)be at kast eight characters in length;

(b) mntain at least one uppercas®wercase alphabetic character;

(c) ontain at least one numper

(d) ontain at least oneupctuation or symbol charace@ #$% " & * () _+|~-=\"
{}y[1:";'<>?,./,etc)and

(e) rot be derived from a dictionary word or sangattern such aabcdefgh 6

Your temporaryNetID password is separate from ymmporaryLaw Center password.
The IST Department recommends that you make your NetlDand Law Center
passwords the sameBecause you are required to meet the parametaisiezk@bove in
setting youlNetID password and there are no such parameters for setting your Law Center
password, we recommend that you set your pernidegbt password before you set your
permanent Law Center password.

To change your NetID password please visit
https://netid-mgmt.georgetown.edu/passwd

B. Your Law Center Password(Step 2)

The Law Center password is for all online Law Campdicationsyou will use your Law
Center password for all applications that inchalevordd | aimtlde ut, includingLawMai)
your course evaluatiossd Coursewald you have a Courseware site for your class)

Your temporaryLaw Centerpassword ipasswordl2#l lowercase. Please be advised that
your LawCentermpassword is separate from yNetiD pasword (see below) unless you make
them the same. To facilitate your computing experience at Georgetown Law, the IST
Department recommends that you make your Law Center password the samidetdyour
password. To change your Law Center password please \its
http://www.law.georgetown.edu/system/account/changepasswordltfaou need assistance
in changing your Law Center passwagotbase contact Dianne Ferro Mesarch at
dhf2@hw.georgetown.edu or 20@29023. We recommend that you set your permanent
NetID password first (see the section above on MyAccess).
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4. E-mail

Georgetown Lawd email system is called LawMail. Your LawMail address is
[YourNetID]@law.georgetown.edu.

Most adjunct faculty members have their LawMail accounts forwarded to their work or
home email addresgs that they are not obligated to review multiplaieaccountsTo arrange
for email forwarding, please complete the Change Email Forwarding forns loketed at
http://www.law.georgetown.edu/system/account/forwardingghen completing the form,
please do not enable the Check To Leave A Copy Of Incoming Messages In Your Georgetown
Law Mail Inbox field. Your LawMail inbox can fill up quickly, espécyallyare not checking
it. Once it does, you can no longer send or receive LawMail. So, it is best to leave that field
disabled (without the checkmark), which is the defatidh You also may use this form to
change the-mail address to which youmiMail is forwarded. If you have any problems with
this online form, please contact Dianne Ferro Mesaditf2g®law.georgetown.edu (202)
6629023.

The Georgetown University Online Directory lists all Univensifil @ddresses and
contact informatianThe Online Directory is locatechép://contact.georgetown.edu.

5. Employee Access+

Employee Access+ will still provide you with employee information. Employee Alboess+
you to access your employment information gimicladngjob and salaryfiormation, payroll
data including tax information, aneRWhformation. Address changes can also be made via
these systemBo access Employéecess+navigate tbttp://limited.georgetown.edu/access
and enter your NetID and yoNetID password.

6. Course ManagementWeb sites

All Georgetown Lawfaculty members and students have accesmliime course
management toolEBWEN, Courseware, and Blackboard. All three applications provide law
school faculty witWeb-based course management tools, which allolty fexwcreate class
relatedWeb sites.The Web sites are fairly easy to use and require no previeastidahg
experience ClasgelatedWeb sites allow for posting documetdsbe shared by the students
and the professor (including supplemental gpadaterials)listing links to supplemental
materials for students to readhailing messages to those enrolled in yodasiliéatingonline
discussionandgrading assignmenasnong other things.

The Library has designatedference LibrarigbDatheine Dunn as your liaison for course
management software questions. Please contact her with general questions about how to use any
of your course management optiahesmd77@law.georgetown.edu or (2029682.

TWEN is The West Education Network, avdileb t hr ough the Law Li
subscriptonThi s service integrates Westlawds onl i
statutes, regulations and articles that are posted on a TWEN Web site link directly to the
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documents that are availabléVdestlaw. Students can print these documents for no charge on
Westlaw printers located throughout Georgetown Law. TWEN offers a gradebook feature that
allows faculty to record information about each student, including attendance or assignment
grades. TWENhas many more features, including the ability to give students quizzes or
assignment online and the ability for students to download their exams and upload their exam
answers and papers using the TWEN system. Students enroll themselves by adding your cours
to their TWEN account. Faculty cammail students at theneail addresses the students
provided to Westlaw.

If you already have a Westlaw password, you can create a site by navigating to
https://lawschool.westlaw.com/twelogging into the applicati@and selecting the Create New
Course linklf you do not have a Westlaw password, you are eligible to receive a password for
use related to your course and to create a TWEN Web site. To request a Westlaw password,
contact Reference Librarian SBuariesciat sek28@law.georgetown.edu or (2029562 or
your Academic Services administrative contact (Sarah Hulsey for J.D. Adjuncts and Ingrid
Epperly for LL.M. Adjuncts). If you have questions about TWEN, please &efereince
Librarian Catherine Duniend/7@law.georgetown.edu or (202)%%52), We s t sITWENO
helpline (1-800486487¢, or Geor get own Lawbds Westlaw repre
(Denise.Stewart@ThomsonReuters)com

Courseware i6eorgetownL a wMileb-based course management tadbursewe, like
TWEN and Blackboard, has features that allow faculty to post syllabi and other documents,
maintain an online discussion forum where students can post questions and statements
pertaining to the class anthail the students who enrolled in the Eé&eh student must enroll
themselves into the Web site or the faculty member may enroll the stusieetsic
instructions for using Courseware and creating your own site are located at
http://www.law.georgetown.edul/ist/faculty/courseware/coursewaral.tih order to use
Courseware, you will need to log into the application with your NetID and Law Center
password.

Blackboard is another course management Web site thatvisesponsoted by the Main
Campus and hawany of the same features as TWEN. leckboard, faculty canmeil
students with attachments, link assignments to an online gradebook and track participation and
attendance. Students can download assignments and upload their responses while faculty can
track when the assignments were sulohiff® create a Blackboard site, navigate to
http://campus.georgetown.edin order to use Blackboard, you will need to log into the
application with your NetlendMyAccespassword.

. Helpful Publications/Resources
1. Adjunct Faculty Virtual Office

The Adpnct Faculty Virtual Office, www.law.georgetown.edu/faculty/adjuntieb site
that contains links to the Georgetown Law information you are most likely to find helpful,
including the Academic CalendstyAccessand a copy of thishandbook.We include
information on Georgetown Lawds resources a
arise as you prepare to teach or encounter during the sehtesteris information on
technology support services, library resources, academic conferences,swerkplmee
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resources and payrdllithere is a topic you would like to see added to the Virtual Office, please
contact Sarah Hulsey at sjh52@Ilaw.georgetown.edu or (ZI)1662

2. What 6s Happeni ng!

A weekly newsletter is published each Monday doeriglit and spring semestainsion
the second Monday of the month during the summer biteakay be read online at
www.law.georgetown.edu/wh/index.cfifihe newsletter covers administrative information,
special eventand employment opportunities for studs. The deadline for submission of
entries is on Wednesdays at 12:00lpyou have any questions or need assistance in getting a
notice published, please contact Laili Safa in the J.D. Academic Services Office at (202) 662
9039 or safa@law.georget@an.

3. Faculty Newsletter

You will receive a monthlyngil that highlights lectures, breag lunch presentations
andother faculty and/or Georgetown Law events you may be interested in atterieasgthe
calendar notes restrictions on attendanceargwelcome to participate in Georgetown Law
eventsVery few events are restricted to members of tharfalfaculty.

H. Parking

Complimentary parking is available for you at Georgetown Law during the semester that you
teach on the days that you teaictiuring the times that you are on campus for official Georgetown
Law busines®ue to the limited parking available for faculty, staff and students, we appreciate your
observance of these conditions.

Spaces are reserved for adjunct faculty onttevBl of McDonough Hall. To use the reserved
parking, you must register your car with the Georgetown Law Parkingr€xjtiest a parking
hangtagand use your Georgetown Law GOCard (photo ID .c&al) must display your hangtag
on your rear view mirror ggnal to our parking attendant that you may par&btain a parking
hangtag, complete the ParkrRepistration Form in Appendband fax it to the Parking Office at
(202) 66D3440r email it to facilitiesmgmt@law.georgetown.ddhe Parking Office ilv mail
your hangtag to yowpreferred mailing addresgthin 35 business days after processing your
paperwork.

The garage entrance is located at the corner of First and F Streets, N.W. The McDonough
parking garags staffed from 7:00 a.m. unti0® pm., Monday through Friday, except holidays.

To access the parkiggrage étween 7:00 a.m. a&@0 p.m., you must swipe your GOCard (with

the magnetic strip to the right) at the new card reader that is located next to the parkihgsbooth.
importantt hat you use the <card 10eltaglozated onhte rightiside ma r k
of the card reader box (see the phb&ew. Once you swipe your card, the reader will flash a

green light to show that it is valid and the gate will opelovioyalu to proceedNote that the

GOCards foradjunctfaculty who have parking passes have been programmed to allow you to gain
access at no cost on the days on which you teach or on campus for Georgetown Law business.
IMPORTANT NOTE: Thecard reader thas markedfoo Dai | yé (1l ocated on t |
card reader box) will debit your GOCard for a parking fee, so please be certain to use the proper
card reader.
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If you arrive afteB:00 p.m. or on a weekend or holigay, do not need to swipe y@OCard
at the card reader next to the parking bootte gate will be operRlease proceed to the second
card reader that is located on the ramp to the gafagemust swipe your GOCard at this card
reader in order for the garage door to opWwhenthe garage door is open, you do not need to
swipe your card at this second card reader.

You do not need to swipe your GOCard in order to exit the garage.
During the fall and spring semesters, the Parking Office, locatstiMeDonough Hall is

open from8:30 a.m. t6:00 p.mexcept holidays. You may contact the Parking Office at (202) 662
93300r (202) 663331 orfacilitiesmgmt@law.georgetown.edu

MONTHLY

All customers who park in the McDonough Hall gare DAILY PARKING MONTHLY
will need to swipe their GOCard on one of the new STUDENT AND FACULT FACULTY, ADJON
GOCard readers in order to enter the garage. LIMITED FACULTAND STAFF
The daily rate will be Payroll deduction
deducted from your participantsand
GOCard account Adjunct Faculty

I.  Adjunct Offices and Other Faculty Spaces
1. Adjunct Faculty Office (445McDonough Hall)

The adjunct faculty office located in Room 445 consists of two areas, the first of which is an
unreserved space with two intesa@iessible computers, a printer, telephonesa dad
machine which adjunct faculty may use at their |&sune. 445 also contains an inner private
office which must be reserv@tkase note that you do not need a key to enter Room 445, as it is
fitted with a keypad on the dodio reserve the privatoffice and/or to obtain the keypad
combination, please cont&zchel RasbarRiushforthat rmr63@law.georgetown.edu or (202)
6629041.



2. Faculty Library (443McDonough Hall)

The facultyreading room is located on thh fibor of McDonough Hall in Roorm3. It
contains a basic collection of federal legal materials, a feledbasevices and a selected
group of law journallse of this room is limited to the full time and adjunct facakyroom
also contains a copy machine, computer and pfihieroom also is fitted with a keypad.
obtain the keypad combination, please contdechel RasbandRushforth at
rmr63@law.georgetown.edu or (202)-8621.

3. Faculty Reading Room 444McDonough Hall)

The Faculty Reading Room is locatedt#iMicDonoughHall. The Reading Room contains
a telephone, television, filtered wates coffee/tea suppliesThis room is accessible with a
key. To request use of a key for this room, please cRatdwl Rasbar@ushforh at
rmr63@law.georgetown.edu or (202)-8621.

4. Library Group Study Rooms

The library has several small group study rooms which the adjunct faculty may use to meet
with students. To reserve one of these rooms, pleaamallane Reynolds in the Williams
Libraryat (202) 662135 or Jill ThopsonrRiese in the Wolff Library at (202)-82B9.

5. Faculty Lounge (620McDonough Hall)

The Faculty Lounge is located at the southwest cornersth ftaor in 520McDonough
Hall. The lounge is a convenient and comfortable place to relax beforeraddsslt also
serves as a faculty gathering place for informal exchange @faffeasand tea are available.
The lounge is reserved fbe exclusive use of the fithe and adjunct faculty during the day.
In the evening, the lounge may be usethé&atings with students if the room is not otherwise
scheduled for an eveRiease contact the Office of Studafg at (202) 669292 regarding
evening availability.

J. Sport and Fitness Center

This stateof-the-art facility features a lap pool, lock@yms with whirlpools, two massage
rooms, group exercise studios, a spinning studio, two racquet ball courts, fithess area with
cardiovascular and strength training equipment (each machine fitted with an individual
entertainment screen) andl0® square & of multipurpose court space for basketball and
volleyball A variety of programs, classes and services are @fareziclasses do have fébs.

Web ste iswww.law.georgetown.edu/fitness.

The faculty fee for thi20092010academic year is $420; beer, adjunct faculty are entitled to
free membership for the semester in which they téacimore information about this benefit,
please contact Lindsey Carson, MemiSarvices Manager, at (202) -£821 or
Imc77@law.georgetown.eBlease be aware tifatou take advantage of this free membership, its
value is, inescapably, a taxable benefit.



K. Yates Field House

Memberships in the Yates Field House (located on the Main Campus of Georgetown
University) are available for a fee to adjunct faculty meantatseir familiedlembership entitles
you to full use of the facilities, inehgdsix indoor and eigldutdoor (lighted) tennis courtsur
squash and four racquetball couat5yard, eight lane swimming paadioor and outdoor jagng
tracks;volleyball and basketball coudaunasweight training equipmemixercyclestreadmills;
stair climbers and ergometefates also offers a variety of lifetime skills classes ranging from
aerobics to tennis, yoga and juidee individual membership fe 20092010is $444 per year.
Family membership i20092010is $648 per year for a faculty member and one family member;
additional family members can be added to the family membership for $72 per person.

Each summer, Yates also offers a day camifdrea ages 6 to Hhda variety of sport
camps for older childrelRor more information regarding facilities and membership fees, please call
Yates at (202) 6&400.

L. Early Learning Center

The Early Learning Center serves toddler through preschoblldiga and offers both a full
time and dropn care program on a Monday through Friday schedule. Enrollment procedures,
tuitionandf ees vary based on a c¢hil dideLentegielocaadth t he
the Gewirz Student Centerxmh to the Sport and Fitness Cenfaiditional information and
enrollment packets are available on the web at www.law.georgetown.edu/childcare or from Donna
Dickerson, the Cen®26.06s Director, at (202) 66
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. PREPARING TO TEACH YOUR CLASS

A. AcademicCalendar/Class Periods

A copy of the academic calendar is mailed with your appointment istéefailablenline at
www.law.georgetown.edu/registrar/calendars.himthe Georgetown LavBulletinand at the
beginning othis handbook. In th20092010 academic year, there will be 13 full weeks of class in
both the Fall2009 and Spring2010 semesters. This does not include weeks scheduled for
examinations. The week before the beginning odptiveg semester, known as Week One, is
devoted to an intewva course for firgtear J.D. gdents as well as several upfsss courses.

Note on the academic calendar that courses normally scheduled for one day of the week will
occasionally meet on a different, designated day. This is to ensure that eaxkheldsd humber
of meetings per semester. When Monday classes are scheduled to meet on a Wednesday, for
example (usually after a holiday break), Wednesday classes will not meet that week. Please matrl
these 0l egislative dawtsavoidonissing anyaassmessionso n a | cal

Georgetown Lawds c | as sninudecshgemednts! Bay dlasses dyenegrallyl e d
begin at 9:00 a.m. and may be scheduled through 5:30 p.m. Them@nsite p@riod at the end of
each class hour to alloar foom changes. Two hour classes include emenlife break; three
hour classes take arhfute break. Evening classes begin at 5:45 p.m. and 7:55 p.m. and include a
10-minute break in the middle of each-twor period.

Some Saturday classes and atheroeorkd 6 cour ses have | onger cl
fewer than 13 weeks over the course of the semester.

B. Obtaining Your Class List

As mentioned above, the Faculty Access+ system will be replaced by MyAccess. Faculty will
receive more informatiob@ut obtaining their class lists in MyAcces®btain your class list, you
must log on to MyAccess with your NetID and NetID password at
https://myaccess.georgetown.ed®eturning faculty can use theaciity Access+ password as
their NetID password. New facuétgd faculty who need to request a reset of their NetID password
must complete the NetlPassword Forrtsee Appendix AFor more information about how to
obtainyour MyAccessasswordgeepags 6-8 above.

C. Course Syllabus

Please prepare a syllabus (generally, doywekk outline of course topics and assignments)
for your course and send a copy of it to either J.D. Academic Services or the Graduate Programs
office at least two weeks beforediass begins.

As you create your syllabus, one issue you will confront is how much reading to assign for each
class. There is no simple answer to this question, but you may want to consider the following: First,
a rule of thumb that some faculty use isxpect about two hours of preparation for each hour of
class. In gauging the amount of time it will take students to complete a class assignment, remember
that students, who are reading the material for the first time will read more slowly thamglpou. Seco
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many experienced teachers find that student preparation and class discussion is improved by
assigningewer pages but requiring students to read more carefully and fully to digest the material.

D. Selecting and Ordering Textbooks

The first step in agebling course materials is determining if there is an appropriate casebook
for the classSeveral book publishers are listed with the contact information in Appendix B at the
end of this handbook. If you would like to review casebooks pertinent to ysar gou may
request a complimentary copy by calling the publisher of theJbémkunately, the Bookstore is
unable to order desk copies for faculty memyeussmay want to consult with the Deans and with
other professors in your field for advice wéedacting a textboo&opies of casebooks currently
being used at Georgetown Law are in the reference section of the Law Library.

Book orders for the fall semester are dukldyl5. Book orders for the spring semester are
due by October 15. Book ordess summer courses are due by Marcfli&.Georgetown Law
Bookstore will contact you to request your textbook order. To place your book order, simply reply
to the email which is sent to you, or you may proactively order books by contacting Bookstore
Managr Lori Solomon at Is2@law.georgetown.edu or (2086662Please include your course
number in the subject line of youmail,as well as thauthor, title, edition and publish&lso,
please indicate whether the title(s) will be required or oplioam@ookstore is only able to stock
limited quantities of optional materials so please use careful consideration when determining
whether a text is optional or requilégou are not ordering any texts for your class, please inform
the Bookstore Managey email, by telephone, or in person.

In order to have the books available to students prior to the beginning of classes, please contact
the Bookstore Manager with your textbook order before the deadlines listed above or as soon as
possible after youppointment to the adjunct faculty.

Questions regarding the ordering of textbooks should be directed to Lori Solomon, Bookstore
Manager, at (202) 68865 or Is2@Ilaw.georgetown.edu.

E. Faculty Support and Campus Services
(Preparing course materials focppame nt on Geor getown Lawds Coul
Article Works.

Georgetown Lawds Office of Facud/SMgDo®ughport a
Hall, provides services for course related mat€halsffice is open for service Mondayptigh
Friday from 8:00 a.m. t86p.m.If you need assistance preparing your course materials, please call
Ronnie Rease @02) 66286

1. Course Materialsand Course Materials Distribution

Hard Copies of Course Materials

If you plan to use supplemanmaterials for your claasd you want to distribute the hard
copies to your students in clgdgase submit the materials to the Copy Center in the Office of
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Faculty Support and Campus Services/fMcDonough HallP| ease submit a oCcC
Sert e R e q u e s Appendixd or Facyltys Sumgpgralong with your materials.

Course materialhat are received in hard copil be scanned and uploaded to Faculty
Supportads cour se mawWeb r isdel s Articled | Waorksi atut i on
https://articleworls.cadmus.com/geolaw/coursepacks.hBtidents visit thid/eb siteto order a
bound hard copy that is mailed to their home or to dowfdo&eethe materials as a single PDF
file to their computePlease attachcaver page bearing the course namgamndname. An index
sheet or table of contents should also be submittegyautbmaterials. The materials should be
paginated before they are submitted to Faculty Support.

If you need assistance with your seunaterials please confRahnieReasat 2026629286
orrr224@law.georgetown.ely cont act Facul ty -GBEO9R8PoOr t 6 s mai n

Electronic Copies of Course Materials (Preferred by Faculty Support)

Course materials received in electronic format will also be uploaded to Artisl€s®ééork
above). To expedite the processing of your materials for distribution to stidentsy Support
request that you submit your materials in electronic formatsisgle PDF that includes a
syllabus and page numbers on each pagé&e or g e t o @nmail skstem BasSamegabyte
(MB) limit on email attachmentso you may need to submit your materials or@rcadr by
upl oading the materials to Facul[Nogeth@thefleor t 6 s
size is dependent upon the filemat. For imagebased PDFs (whidd how most scanners create
PDF files)the safe rule of thumb is 1IMB=10 pagek€MB PDF file would be approximately 90
pages of scanned PDF pages.]

Course Materials Less Than 9MB or 90 PDF Pages
If your course matls are less than 9MB (or approximately 90 PDF pages), please submit the
materials by-mail to coursematerials@law.georgetown.edu.

Course Materials Equal To or Greater Than 9MB or 90 PDF Pages
If your course materials are larger than 9MB, you mait b materials on ¢dm or in hare
copy format to:

Georgetown University Law Center
Office of Faculty Support

475 McDonough Hall

600 New Jersey Ave. NW
Washington, DC 20001

SharePoint (For submitting large course materials files to Faculty Support)

Alternatively, you may submit your course materials through SharePoint. The SharePoint site
provides a method for faculty to submit their course materials online without the 9 MB file size
limitation. NOTE : your connection to thé/eb site may be timed bduring the upload of a file
that is 100 MB (or 1,000 pages) or more.
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You may upload materials to the site using your Net ID and pas®mnoeduploaded, Faculty
Support employees can track submissions and know where each packet is in the pragsstion pro

How to upload to SharePoint:

1. Go tohttps://share.law.georgetown.edu/sites/CourseMaterials/default.dégou do
not remember your NetlD and password, please contact Dianne Ferro at {2023 €62
dhf2@law.georgetowif you cannot acceshe SharePoilYebsite, please contact Faculty
Assistant Jonathan Zimmer at (202)%B82 orzimmerj@law.georgetown.edu

2. Click on the oUpload a Documentdé | ink o

3. Select the 0Br ows e 0widdtotuplaachPleasa timetheo 0 s e t
file with your name and the title of your course.We request that you combine your
documents into one file and upload your total course pa¢kebrefer to receive a single

PDF, but the system can accept Word, WordRdtseme|, PowerPoint, etc.

If you must upload materials in sections, please include the section number (i.e., 1 of 2, 2 of
2) in your file name aryur syllabusso we know the proper ord&ease note that we

cannot begin the printing procesyair materials until we have received all the items to be
included.

4. The next screen asks for additional information from you:

Document Namethe name you used for the previous screen.

Professor® Name all professors teaching the course.

CourseTitle - The name of the course from the course catalog.

Pagination If the materials are not paginated and you would like pagination, we can

do so electronicallP | ease sel ect ONo, please add pa

71 Black BordersBlack borders appear when éogyrom bound books or old
originals and interfere with the Article Works printing system. Black borders must be
manually deleted before we can post the mat®liedse review your materials
carefully and indicate how many pages have black bBldesiss e s el ect o0 man
more than 10 pages have black borders an
borders1 f you used no bound materials or ol

1 Date of First Class Sessidrhe default date is the first @dylasses for Fall 2009,
August 31.If your first class session is earlier or later, please indicate the appropriate
date. We use this to prioritize which packets need to be posted first so that those
students with earlier classes can get their nsdiestal

! Formatand Statu$®| ease | eave the format as oDire
0 R e c e We @esd theSe internally to track the status of each packet.

1 Comments If you need any other formatting work or have questions regarding your
materiad, please contact Faculty Support at (20D282and leave a phone number
or email address where you can be reached.

E N N

5. When finished, sel ect 0 C Raelty KSupport @vill t o s u
process your course materials and will upleaddterials to Article Works.

1€
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Deadline for Submitting Course Materials: Six Weeks Before the Semester Begins

In order toprocess your course materials and to make the materials available to the students
before classes begkgculty Support requedts receive materials six weeks before the first
week of clas®lease note: Materials that are submitted late are produced -@omadir$irst
served mannetf you submit the materials late, please clearly indicate the first two reading
assignmentgacuty Supporwill postthese as soon as poss#rid will work to poghe rest of
the materialapproximatelywo to three weeks after they are submitted.

Other Important Notes and Tips

Note that course materials submissions are static and facultyddrheir course packet
on the Article WorkgVeb siteduring the semester.

Please keep in mind the image quality of the materials you Bldasd. put together a
good, clean original before suting materials for scannikgr example, edit cases, and
paste only the portions you want onto cleagesand leaveoneinch margins orthe top,
bottom and each sid@ll materials, whether electronic or hard copy, should be free of black
borders.These borders significantly increase the amount of ttaleest for the student to
download and print the materidfsyou are using materials that have been copied year after
year, please consider requesting that the Law Library locate a clean version for a better quality
copy for the students.

2. Obtaining Copyright Permission

With certain exceptions, you must obtain copyright permission for all copyrighted materials
that you want photocopied for student UBkease refer to the Guidelines ©apyright
Compliance, (see http://www.law.georgetown.edu/facultypapt/scholarship.htm# or
AppendixC) to help you determine if permission must be sought for an item. You may write to
the copyright holder yourself, or you may ask Faculty Support to assist you. For each document
for which you must seek copyright permissplease complete the Copyright Permission
Request Form. You may obtain and submit this form online at
http://www.law.georgetown.edu/forms/form.cfm?FormID=34the office will submit your
request for copyright permission online, so it is very importpravide all the information
they request. Please contactisay Pulleat (202) 659451 or Ikp27@law.georgetown.edu for
guestions regardiegpyrighissus.

In an effort to reduce the copyright and printing fees, please consider providing links to
newspaper and journal articles. If you would like assistance locating links to your materials,
please contact Faculty Services Librarian Jennifer Locke Davitt at (20P35662
jnI8@law.georgetown.edu. The links can be made available within your aratamalse
posted on a course management Welsségage).

If you are using unedited versions of cases or statutes, rather than including the entire text,
you may wish to provide the citation and request that the students go to Westlaw or Lexis to
obtain the material. While we do not pay copyright fees for those materials as they are in the
public domain, decreasing the amoumagfes iryour course pack will reduce the cost to the
students in your course.
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3. Multiple Copies of Cases from the Library

If you wish to have large numbers of copies of cases (or rules, articles or similar materials)
reproduced from library editions, you need to notify both Library personnel and Copy Center
personnel. Send a typed list of cases with citations to the Labtheyattention of Jennifer
Locke Davitt, Faculty Services Librarian, using the @dowenent Delivery &quesfForm at
www.ll.georgetown.edu/forms/document_del.cfm,  via-mag at lawfacse@law.
georgetown.edu or by fax(02) 6628911, with a copy addsed to Sylvia Johnson, Office of
Faculty Support and Campus Servatgshnsons@law.georgetown.edly fax to (202) 662
9444 Library personnel will take the list of citations, pull the laookeake one copy of the
requested material(s). Singlgieomay be picked up or mailed to you, unless you specifically
request that they be forwarded to the Copy Center for additional copies. Copy Center personnel
will make multiple copies from the single copies provided by the Library. To allow sufficient
time for locating cases and photocopying, you must submit your requests to the Library six
weeks before classes begin. For more information, c@Rtailty Services Librarian at (202)
6629145.

4. General Photocopying (PowerPointSingle Copie3

The Copy €nter is open from 8:@0n. 8 7:00p.m., MondayFriday. fyou are not able to
stop by before they close, you maynaé your request to Ronnie Rease at
rr224@law.georgetown.edu, and Ronnie will put the request into the CofdgrGenter

F. First ClassReading Assignment

Prior to the beginning of the semester, you may have your first reading assignments posted
online by emailing the assignment to facultysupport@law.georgetown.edu. Please notail this e
address is only for first class reading assigaPlease do not send attachmasthey cannot be
posted to th&Vebsite. If your reading assignment is not available in a required textbook, the text
of the reading assignment must be posted to Article Works, posted on your course management
Web die or emailed by you to your studeri®éease do not send requests after the first day of
classes. Assignments should-traedat least two weeks prior to the start of claSsekents will
have the opportunity to review their assignments at angetione, during or after registraten
http://www.law.georgetown.edu/faculty/assignments/index.cfm

After the first day of classpsofessors generally announce subsequent assignments during class
or adhere to a syllabus handed out during the firshgar@daother option for posting assignments
or other information about the course during the school year is by setting up a course management
Web sitgseepage9).

G. Teaching Seminars
There is a wealth of teaching information available at GeorgetowhhealD. Academic
Services Office sponsors seminars each academic year on various aspects of legal pedagogy that al

aimed at helping new faculty prepare to teach and at helping established faookytfieie
teaching goals and strategies. Thesaasnmwhich bring together small groups ofifod, visiting

2
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and adjunct faculty members are taught by presenters who lead discussions or give demonstrations
of classroom teaching techniques. Recent seminars focused on such topics as:

preparing to teach

using technology in the classroom and library resources
supervising and evaluating seminar papers

drafting and grading exams

teaching foreign students

= =4 =4 -4 4

You will receive invitations to these teaching seminars several weeks in advance, but last minute
regisrants are welcome as well. Watch for announcementadlyand in the monthly Faculty
CalendarMany of the teaching seminars are awdimrded. You can access these recordings and
copies of any harmbts that were circulated on the Web site at
www.lav.georgetown.edu/faculty/adjunct/TeachingSeminarsMP3s.htm

H. Library Services

In August 2004, Georgetown Law opened a complex to complete the Capitol Hill campus.
Included in thédotung Building is the John Wolff International and Comparative Law Library.
facility complements the Edward Bennett Williams Law Library and together these locations
comprise the Georgetown University Law Library.

The Edward Bennett Williams Law Library (United States legal materials and interdisciplinary
materials) is ajent to Georgetown Law at 111 G Street, NW. The John Wolff International and
Comparative Law Library is housed on the 3rd and 4th floors of the Hotung International Law
Building (555 First Street, NW). The Law Library offers a wide range of serviissadjasct
faculty with their teaching responsibilities. For more information about these services, or about the
Library in general, please contact Kumar Percy Jayasuriya, the Associate Law Librarian for Patron
Services at (202) 68251; for questiondaut the operation of the Wolff Library, please contact
Marylin Raisch at (202) e&I59. You can find information about both libraries at
www.ll.georgetown.edu.

1. Circulation

To borrow books and other materials from the Law Library, adjunct facultyrenginaioild
present their GOCard at the Circulation Desk. Adjunct faculty members may check out books
for a period of one semest er . WBlostelk By calingy b e r
the Circulation staff at (202) eBE31.

The Library reqts that adjunct professors promptly return materials that are no longer
used for teaching purposes, materials that have been eswhHeg items adjunct faculty
members have outstanding at the close of their teaching semester.

2. Reserve
The Library keps books and articles on reserve awttieamsCirculation Desk for class

assignments requested by any of the George
materials may be checked out by Georgditawstudents with a valid GOCard for a period of
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three hours. They may be renewed at the Circulation Desk, unless a hold has been placed on the
item by another studemtlease note that Course Reserve denotes materials relating to a specific
course and is housed only at the Williams location. The REssmgte Collection described

below is a general collection not related to a particular course.

To place materiatsm Course Reserve, contact Jelethia Wifimr@®ourse Reserve at (202)
6629132 or the Circulath Desk Supervisor at (202) 8835, Mondy through Friday,
between 9:00 a.m. and 5:00 plme. fax number for the Law Library is (202)}%&82. Adjunct
faculty members are advised to send lists of materials to be placed on Course Reserve at least
one month prior to the beginning of the semestdone week in advance of the assignment
during the semestelt. is highly recommended that adjunct faculty members contact the
Circulation Assistant for Course Reserve, or the Circulation Desk Supervisor, directly regarding
all Course Reserve materials.

The Library urges all faculty to bring in or mail their list of Course Reserve needs as soon as
possible. If adjunct faculty members wish to put material on Course Reserve that is not available
at the Library, the item will be purchased if it is aeadald reasonable price. Please note,
however, that the purchasing process may take as long as six weeks.

The ClosedReserve Collection is comprised of two parts, which are housed in separate
locations. The Closed Reseredigction consists of unboundri@nt periodicals, slip opinions
and current congressional documents and is kept at the CirculatiorhBé&§Kliams Closed
Reserve Collection focuses on U.S. law and interdisciplinary materials. The Wolff Closed
Reserve Collection specializes inui&legal materials.

The Reading Room Reserve collection is housed in the west endfalwe\Robert L.
Oakley Rading Roonin the Williams LibraryThis collection contains current editions of
casebooks, hornbooks, nutshells and other emlased matrials. Materials placed on Course
Reserve will be housed at the Circulation Desk unless they are part of the Reading Room
Reserve collection. All materials requested for Course Reserve will be listed both by professor
and course in talbe Li braryds online ca

3. Photocopying

The Library provides photocopying services to the adjunct faculty in conjunction with their
teaching responsibilities and within the constraints of the Copyright Act. The Library Faculty
Services Department will provalsingle copgf an articleusually within one business day of
the request. To utilize this service, pleasemaile your request to
lawfacserv@law.georgetown.edu, use the online photocopy request form at
www.ll.georgetown.edu/forms/document_del.cfm, or call the F&eultiges Librarian at (202)
6629145. In the event you need multiple copies of documents for class assignments and
readings, please follow the procedure explained in the Faculty Support and Campus Services
sectioron page 1415of this handbook.

4. Referen® Service

To assist adjunct faculty in researching topics related to their teaching responsibilities, the
Library provides reference assistance in legal and non legal areas. For all types of reference



assistance, contactederence librarian ahe of two locations, the Williams Reference Desk
(202) 66B940 located in the Reading Room on the selomrf the Williamsibrary or the
Wolff Reference Desk at (202)-@885, located on the entrance floor of the Wolff Libkary
reference librarian is ontyg at the Williams Library Monday through Thursday from 9:00 a.m.
to 8:00 p.m., Friday from 9:00 a.m. to 5:00 gnehSaturday and Sunday from002p.m. to

6:00 p.m. during the academic year while classes are in Apethen.reference librarian is
available at the Wolff Reference Desk 11:00 a.m. to 7:00 p.m. Monday through Thursday and
11:00 a.m. to 5:00 p.m. FridAyring the summer and school breaks, reference ihctnes
Williams Libraryare from 9:00 a.m. to 5:00 p.m., Monday through Fardhiypn the Wolff
Library from 12:00 p.m. to 5:00 p.m., Monday through Hrldays and updates are online at
www.ll.georgetown.edu/services/hours.cfm.

Adjunct faculty who would like to use Lexis or Westlaw in connection with their teaching
can request acset® those services by contacting Bardesci Electronic Services Librarian,
(202) 66D142, sek28@law.georgetown.edu.

The Library staff is happy to help with online research, or any other library services. Please
contactthe WilliamsReference Desk §£02) 6621400r the Wolff Reference Desk at (202)
6624195

The librarians have created an extensive collection of Research Guides on various U.S. and
international law topics. All of the Research Guides are available on the web at
www.ll.georgetowrda/research/index.cfm. Adjunct faculty have access to many legal-and non
legal research databases on the web, such as ABIl/Inform, Congressional Universe, Index to
Legal PeriodicasndWorld Trade Online. Adjunct faculty can access these databases using th
Li br ar y &dlectiom pagena¢ www.ll.georgetown.edu/connect/browse_alpha.cfm. For
off-campus access, you will need to login withmgooe and GOCard number.

The reference librarians are available to give presentations to your seminar ctasses abou
specialized research techniques and materials that would be useful to students writing seminar
papers. These classes and workshops are specifically tailored to the subject matter of the course.
If you would like to arrange a research class for yountstyulease call thiead of Reference
at (202) 669144 or for international classes, Assistant Librarian for International and
Comparative Law, Mabel Shaw at (2029882 The librarians request ten days notice in order
to schedule a class and prepmrpresentation and handouts. If a research class is not
appropriate, the librarians are also available for individual consultations with students after they
have chosen a paper topic. Please refer interested students to the research consultation request
form at www.ll.georgetown.edu/services/ref _appoint.cfm.

5. Library Access for Assistants

Occasionally, an adjunct professor may wish to have an associate or assistant help with
library work related to his/her teaching responsibilities. To obtain accessibvattyefor
someone other than a Georgetown Law student, cdbtaigf Lelansky, Access Services
Librarianat (202) 6621550r cd13@law.georgetown.edu.



6. Joseph Mark Lauinger Library and Blommer Science Library

The Joseph Mark Lauinger Librang theBlommer Science Library, which are loaared
the Main Campusare also available for use by adjunct faculty members. Adjunct faculty
members must show a valid GOCard to borrow materials. Access to these Libraries is available
only during the semestemrhich a faculty member is teaching a class.

|. Seating Chart

Some professors find it helpful to use seating charts and/or refer to the student facebook in
measuring participation and attendance in their classes. Blank seating charts are available online a
www.law.georgetown.edu/facultySupport/SeatingCharts.htm or from the Office of Faculty Support
and Campus ServicégbMcDonough Hall. You can contact Faculty Support at (2022862

J. Technology at Georgetown Law
1. The Georgetown LawWeb site
The GeomgetownLaw websitehttp://www.law.georgetown.ellis divided into a public and
a restricted section. The ISVeb page is part of the public section and is located at

http://www.law.georgetown.edu/ist The IST Web page provides technical information,
tutorials onGeorgetowrLaw applications, and online-$elip.

The private section of th@eorgetownLaw Web site, which includes Courseware, is
restricted to members of teorgetowrLaw community. Access to this section requires your
NetID and Law Cemetr password. The link to the login site for the private section is
http://www.law.georgetown.edu/system/login.cfm

2. Student Computer Usage

The vast majority of our student body owns a laptop. Most classrooms and public areas have
wireless network connitly. In addition, many classrooms have electrical power at every seat.
Professors may regulate the use of laptop computers in their classrooms in any manner that they
feel is necessary. To maintain an atmosphere conducive to learning and to aeting) distr
others, there should be no audible signals emanating from student computers while in use.

3. Technology in the Classroom

Most GeorgetownLaw classrooms have biilt data projectors for use with laptop
computers. Apple users who wish to connectMe to data projectors are strongly advised
to bring the appropriate DVNVGA video adapter for their computer.

You can reserve a laptop and a data projector from the-\Aswdlad(AV) Department.
Note that there are limited quantities of both. AW come equipped with Microsoft Office
2007 and Microsoft Internet Explorer. To reserve a laptop, please contact the AV Department
at least three weeks in advance at audiovis@Ilaw.georgetow@@680026. If you have
your own laptop, the AV Dapment can assist you with connecting it to toéags data
projectors. Please contact the AV Department to reserve a time for them to assist you.
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In addition, there are two smart classrooms located in the Hotung International Building.
These classrats are equipped with lectern computers, -BER units, builtin data
projectors, video cameras and controls for lighting and sound. A video tutorial on the operation
of these classroom technologies is availablehttat//stream.law.georgetown.edu/
gtmedi#otung.mp4

Adjunct professors teaching in Gewirz 108 (the Flegal Moot Court) will note that this
classroom is equipped with airfigh plasma display, connection points for laptop displays, and
facilities for video recording and playback. A videoaiuborihe operation of these classroom
technologies is availablé@p://stream.law.georgetown.edu/qtmedia/flegel.mp4

4. Audio-Visual (AV) Support

The AV Department is locatedli@6McDonough Hall. The department provides a variety
of services to suppoyour class, including web casting and streaming; digital class recording (in
mp3 format); videotape playback and recording; public address systems for the Moot Court and
the large classrooms; the projection of slides, overhead transparencies, vidd¢as at
linear and nonlinear tape editing. The AV Department has a private screening area that can be
used to record depositions, mock negotiations, oral arguments and interviews. Should you wish
to use any of these services, please submit a reqghesAt¥o@epartment at least three weeks
in advance of the date at audiovis@law.georgetown(208 6629026.

5. Audio-Recording Policy
The fulltime faculty adopted the current Policy for AlBoording of Classes. A copy of

the policy is at AppendixE, http://www.law.georgetown.edu/Reqistrar/sservices/
audiorecording.ht@and inthe Bulletin.

This policy limits unauthorized student recording, downloading and distribution of class
recordings. The default rule is that classes are recofgedrpgtowraw and the recording is
released to a student only with the affirmative agreement of the relevanmdatogtyin the
absence of a statement allowing recording of classes, the default position is that classes will not
be recorded. Notwithstanding thislipg GeorgetownLaw will audieecord even without
faculty permission, with prior notice to the faculty member, whergenmiding is required
by law as a reasonable accommodation for those with disabilities.

GeorgetowrLaw will record classes fodiwvidual students only for the reasons set forth in
the policy and only with the approval of the appropriate Georgetown Law administrator.
Students may request access to the digital recordings (in mp3 format) of classes in which they
are enrolled by comfiley the online form located at
http://www.law.georgetown.edu/ist/avrecordingf permission is granted, the student is
notified and given authority to access the particular recording.

Prior to the beginning of the semester, the J.D. Academic Serfieear@fthe Graduate
Programs Office will request your preference as to whether and when your class is recorded and
released to your students. To preview the five options from which you have to choose, please
review the policy at Appendix
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[ll. C ONDUCT ING YOUR CLASS

A. Important Information about the First Week of Class

We developed certain registration procedures at Georgetown Law in response to problems that
arise often enough in a school this large to warrant some general rules. In particulaheules o
course registration, examination and grading processes were specifically designed to relieve faculty of
the very real burden of deciding whether to make an exception to a stated policy for a particular
student and to assure equal treatment of @dirgtu

1. Class Lists and Add/Drop Period

Georgetown Law permits students to add and drop courses from their schedules through
the first week of classes each semdsterefore, the initial class list (as well as the waitlist)
available online througfiyAccesss tentativeandmay not accurately reflect the students who
ultimately will be enrolléd your class at the end of @/ drop period.You will want to
update your class list after the add/drop period and again sometime during the following month.
If you have questions about your class list, please contact Louis Fine at
fine@law.georgetown.edu or (202)%B5B24.

2. Registration and Withdrawals from Class

Georgetown Law employs a computer registration system that we believe is the most
equitable metltb of allocating class seats. Individual faculty members should refer all
registration questions or requests tdfiiee of the Registr&tlease tell students who wish to
enroll in or withdraw from your course to contact the Office of the Registrarwbylal like
to expand your class size to accommodate more students from the waitlist, please contact the
Registrar, Sarah Hulsey (J.D.) bngrid Epperly(Graduate) either before or during the
add/drop periochandbeforesaying anitng to the students

B. First Day of Class

Please be sure to give an introduction to the subject matter and methods of the course during
the first class, as students are permitted to add and drop classes through the first week of classes.
Please do not shorten tfiest class bcause you expect different students to attend the following
week.

C. Early Announcement of Exam, Grading and Feedback Procedures

Clear and early announcement of the profess
many misunderstandings and problentseaend of the semester. Please announce to your class
during the first week of classes and again prior to the end of the semester, the following
information: (1) the exam format, especially whether it will be open or closed book (see the
examination s@on for information on selecting an exam format); (2) whether or not class
attendance and/or participation will be a factor in the final grade; and (3) whether you intend to
assign any intermediate projects that will be included in the final gradksoltingortant to
include this information in your syllabb& strongly discourage making changes to the course
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requirements from those announced at the beginning of the semester as students rely on these initial
announcements in planning out their seareeand exam schedules.

Near the end of classes, it is useful to repeat information about the exam and provide additional
detailed format information about your exam. For example, will you allow students to type their
exam on their laptops, or do theyenvhandwrite their exam? If it is to be a handwritten exam, do
you want each question in a separate exam book? Do you request writing to be on every other line
and only one side afpage? Will you read or ignore scrap paper turned in with the ekas®? If t
issues are important to youhelps to tell the class and also to include it in the instructions to the
exam. If you are planning a takene exam, please explain to your students your expectations for
the takehome exam.

If you wish to permit stlents to substitute a paper or papers in lieu of or in addition to the
examination, please decide this before the start of the semester and notify Sarah Hulsey (J.D.
courses) ongrid Epperly(Graduate courses) and the Office of the Registrar. In sashités
important to formulate rules that are both fair and workable.

In seminars, please be clear about paper requirements and deadlines.pRiges8-48¢or
an important discussion of paper requirements and the process for paper extensiome Ann
deadlines for the selection of topics and for submission of outlines for papers as well as for
submission of the first and/or final drafigiain, it is helpful if these deadlines are included in your
syllabusPlease contaBarah Hulsey (J.D.) orgrid EpperlyGraduate) to discuss these matters.

D. Student Attendance and Participation

Regular and punctual attendance at class sessions is required of each student. Georgetown Law
considers regular attendance and participation very important asdasogiad the following
policy, which is published in our Georgetown Law Bulfetihe section entitled Attendance,
Examinations and Written Work

OA student who, even though registered for e
may,athe professords option, be withdrawn, excl
same consequences as a voluntary failure to appear for a final examination) or receive a lowered
grade in the course. Even if a student has passed all examinatemg; acadit will not be

awarded and no student will be advanced, nor will his or her degree be conferred, if attendance

or participation is unsatisfactory. o

The Dean leaves it to your discretion to determine whether and how you choose to take
attendancena participation into accoumtndwill support you however you choose to implement
this policy. The Associate and Assistant Deans will be pleased to discuss or review ideas for
stimulating attendance and participation. If your attendance and partipgeties will affect
grades, please announce them clearly at the beginning of the course and state the policy in your
syllabugo avoidmisunderstanding. The accuracy of your ré@mping is essential if you decide to
lower a grade or exclude a stuffemh class due to poor attendance orpanticipation in clask.
you are concerned about a student ore ofptleeo r or
following administratorthe Dean of Students, Mitch Bailin (either J.D. or Gragud#)2) 62
4066 or McDonough Hall, Room 210e Registrar, Denise Sangster (either J.D. or Gratuate)
(202) 668220 or McDonough Hall, Room 3Kssistant Dean of J.D. Academic Services, Sally



McCarthy (J.Dat (202) 662041 or McDonough Hall, Room 3%2eDirector of J.D. Academic
Services, Sarah Hulsey (Jab(R02) 662041 or McDonough Hall, Room 382 the Director of
LL.M. Servicedngrid Epperly(Graduateat (202) 669660 or Hotung International Law Building,
Room 6000

E. Concerns about a Stude t & s-Beig | |

As a member of the adjunct faculty, you are an integral pa@eorgetowr. awds oOsaf e
n e t Yiou often may be the first to notice when a student is in distress, whether reflected in
repeated absences from class, missed deadlotesable change in hygiene or physical health, or
comments or behavior suggesting the student is depressed, overwhelmed, or otherwise at risk.
Because you hold a position of trust and authority, students who are having difficulties may be
willing to seekelp with your encouragemetftyou are concerned about a student, please contact
the Dean of Students, MitBailin (either J.D. or Gradua#t)202) 664066 or McDonough Hall,
Room 210 the Registrar, Denise Sangster (either J.D. or Graduaf2®) 6629220 or
McDonough Hall, Room 31%he Director of J.D. Academic Services, Sarah Hulsewt{JdD2)
6629041 or McDonough Hall, Room 35% the Director of LL.M. Servicemgrid Epperly
(Graduateat (202) 669660 or Hotung International LawiBling, Room 6000 If you have
urgent concerns about a student and it is after business hours or you cannot reach one of these
administrators, please call Georgelomnw 6 s Depar t me n(®0266293%ubl i ¢ Saf

F. Office Hours/Contact with Students

Georgetown Law encourages adjunct faculty members to confer with students outside of class
to the extent possiblAs a meeting place, we suggest the Adjunct FacultysH#@oagel?). To
reserve the Adjunct Faculty office, please contact Sarah iHulsBy Academic Services at
sjh52@law.georgetown.edu(202) 668041.The Faculty Lounge in 5&cDonough Hallklso
may be available in the eveningfageld). The Office of Studeritife can assist you in reserving
the Faculty Lounge or in reservifegssrooms for meetings with studd®d®@m reservation request
forms are availablel#tp://www.law.georgetown.edu/studentlife/SpaceReservation¥.btncan
contact the Office of Studehife at studentlife@law.georgetown. e®02) 668292 or 171
McDonough HallThe study group rooms in the Williams or Wolff Libraries also provide excellent
meeting rooms. To reserve one of these rooms for three hours at a time, caliathe Will
Circulation Desk (202) 66231 or the Wolff Circulation Desk at (202885 If you need help
finding a room, contact the J.D. Academic Services office or the Graduate Programs office.

G. Students Auditing Courses

It is Georgetown Laiv policy that enrolled degree students may audit additional classes, with
the permission dhe professofFacultyshould withhold permission to audit when the classroom is
full or where the presence of auditors would be detrimental to the classroom experiesied of
students. Auditors receive no transcript notation of their attendarnassjntheir attendance is
simply for their own interest and education. Note: Dsgedeng auditors are not permitted to sit
for exams or submit papertn the case of clinical fellows, faculty should contact Sarah Hulsey
(J.D.) or Ingrid Epperly (LL.Mg discuss the administration of these requests.
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Attorneys who wish to enroll in courses without being admitted to a degree program may do so
in Graduate courses only. (An exception is that Georgetown Law graduates may enroll in upper level
J.D. classe They enroll, through the Office of the Registrar, adegnmee students and pay tuition
for the courses they attend. These students may enroll for credit, completing all requirements, or on
an audit basis. A transcript is issued to enrolledegyeetudents.

From time to time, you may get requests fromar&ers or colleagues who would like to sit in
on your course. While we have no objection to an occasional guest in your class, those who attend a
class regularly must qualify and enroll thraveghdndegree program.

H. Students with Disabilities

A number of students at Georgetown Law have been diagnosed with disabilities, including
physical disabilities, learning disabilities, Attention Deficit/Hyperactivity Disorder, chronic health
conditions ad psychological disabilities. In compliance with applicable federal law, Georgetown
Law provides reasonable accommodations to students who present appropriate documentation to
the Office of Disability Services. The most common examples of these accomsnadati
extended time on exams, classroom furniture accommodations, assistive technology, use of a note
taking service and the taping of classes.

In the majority of cases, the professor will not be notified by Georgetown Law or the student if
astudentwih di sabilities is enrolled in his/her ¢
confidentiality. In instances where it is necessary to inform a professor, the student will be consulted
first and the minimum amount of information will be diedlas order to identify a reasonable
accommodation. We have found that the need to notify the professor is more common in small
seminar classes and skillsed classes such as Trial Practice, negotiations seminars and clinics,
where it is important for ¢hAssociate Directasf Disability Services, the faculty member and the
student to collaborate to identify a reasonable accommodation.

All accommodations and services provided on the basis of disability must be provided by or in
consultation with Dr. Mamne Huger, the Associate Director of Disability Services in the Office of
the Dean of Students, in order to establish consistency of practice and to ensure that students have
provided proper documentation. If a student discloses a disability to arpribfesgrofessor
should instruct the student to contact Dr. Huger, who will coordinate with student and professor to
determine what accommodation is reasonable. Dr. Huger is happy to discuss questions about this
procedure and consult on disabiifatedssues with faculty. In the past, students have asked for
accommodations such as absence from class or paper extensions from professors directly based on
reasons related to their disability. If a student makes such a request, please contact DreHuger befo
granting such an accommodation. Dr. Huger may be contacted at (22R}26G62
hugerm@Ilaw.georgetown.edlier office is located in the Office of the Dean of Studer2s0at
McDonough Hall.

|. Substitute Professors to Teach

On occasion, when a compellirepson necessitates your absence from class, substitute
professors may be brought in to teach a class. Such arrangements should be rare and, in every case
should be brought to the attention of Sarah Hulsey (J.D. courskg)ridr Epperly(Graduate
courses) as far in advance of the class as possible. When substitutions are not members of the



facul ty, such as partners oOor associates in an
substitute selection.

J. Use of Outside Speakers

Although carefily chosen outside speakers can be a useful tool in teaching your Blaassthe
request that you not make excessive use of such speakers. The students will not be pleased with too
many war stories. In addition, the students think most highly of ssqrofé® develops an
intellectual relationship with them.

K. Cancelled and Rescheduled Classes

Faculty members are expected to attend and be on time for each scheduled class session. If you
cannot hold your class at the scheduled time, the class shosdtidmuled. In the event you must
cancel a class, please inform your class and notify teeoDffie Registrar at (202) ©&20 or
lawreg@law.georgetown.edu as far in advance as possible. Notify the OfficeisfréreoRg@aur
plans for a makep chss. The Registrar will record the information on the Class Cancellation
message line that students can access at (20844662and online atwww.law
georgetown.edu/announcements/index.cfm?FuseactionListAnnouncements&Group=AllStudents.
When a class musé cancelled on short notice, the Office of the Registrar will try to contact the
students in your class by phone. Even if you call each of the students in the class yourself, this is not
a substitute for letting the Registrar know first of the cancellatio

If you find you must cancel a class at the last moment (less thaifiolwerayrs in advance),
please contact Louis Fine directlfiree@law.georgetown.edu(802) 663224 orcall the main
telephone number for the Office of the Registrar at §3@3R20 If you need to give notice of an
unpganned cancellation of a class wihiée Office of the Registrar is closed, pleastact the
Registraat (202)5289636

L. Scheduling a MakeUp Classor a Review Sessioand Room Reservations
1. Make-Up Class

To schedule a makg class, it is usually advisable to consult the students to ascertain what
the best time will be for the majority of the class. No regular classes are scheduled on
Wednesdays from 3:30 p.m. to 5:30 p.m. or on Saturdays after 12/@0ypfew classes are
scheduled on Fridays from 3:30 p.m. to 5:30 p.m. Very few Graduate courses are scheduled on
Friday evenings. These are good times to schedule make up classes.

Some professors extend classes #@01sinutes for as many sessionsasi@eded to
make up a missed class. If you wish to extend your class, please checMuiithgtreof
Scheduling & Student Programs at (20296620 see whether your regular room is available
or if another room must be assigned.

Once you have decttlaipon a time and date, please complete a Rescheduled Class
Notification form [ttp://www.law.georgetown.edu/studentlife/SpaceReservationsamun
AppendixF). Some faculty contact their students directly with rescheduled class information. If
you preferhat the Office of the Registrar contact your students, please check the box on the
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form | ameille dN®tEI f i ¢ # you wauld IRe ypur eescheduled dlass to be
audiorecorded, please check the appropriate box on the form.

Completed forms ay be delivered to the Office of Studefd, 171McDonough Hall, or
faxed to (202) 66261. Whenever possible, youulagclassroom will be assigriéd.our
regular classroom is not available, a comparable room will be assigned or you wiletle contact
and advised of other options.

Once youlRoom Reservation Requisstn has been processed, the Office of Studknt
will fax a copy of the form with your room assignment to the Audio Visual Department and to
Louis Fine in the Office of the RegistMr. Fine will record a notice on the class cancellation
telephone line and will place a notice on the GeorgetowWé&hwite informing students of
the rescheduled date.

2. Review Session

For review classes, please uReview SessidRequest Form, whidh available online at
http://www.law.georgetown.edu/studentlife/documents/Review_Session_Request_Form.pdf
and AppendiX. Note: During exam periods, room reservation requests should be sent to the
Office of the Registrar.

M. Inclement Weather Policy

Pleas note: Georgetown Law has a separate policy from that of the Main Campus.
Announcements regarding Main Campus do not apply to Georgetown Law.

Georgetown Law follows the federal govern@@ualicy on weekday morning closings or late
openings when therginclement weather. You can check the federal government's operating status
athttp://www.opm.gov/status

For morning classes, this means that when the federal government is open, Georgetown Law is
open. When the federal government is closed, Geordetaws closed. All administrative offices
will be closed. Faculty teaching classes held at Georgetown Law will be telephoned by the staff of
the Office of the Registrar, an announcement will be recorded on the class cancellation line at (202)
6629446 and will be posted on Georgetown Il@&w main web page
http://www.law.georgetown.edu

When the federal government annourdjsisted home departure of 2 h§uBeorgetown
Law will open for 11:10 a.m. classes. Faculty teaching classes held at Georgetitiwre Law
telephoned by the staff of the Office of the Registrar, an announcement will be recorded on the
class cancellation line at (202)%B% and will be posted on Georgetown& avain web page
http://www.law.georgetown.edu

When the federal govenent announcezinscheduled leayeevery effort will be made to hold
classes as scheduled. (Individual professors may decide to cancel classes at their own discretion; th
Announcements page and the class cancellation line [2d2&PRill reflect thesancellations.)
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Georgetown Law will make its own determination of whether to cancel late afternoon, evening
or Saturday classes. If we cancel, faculty teaching classes held at Georgetown Law will be telephonec
by the staff of the Office of the Registran announcement will be recorded on the class
cancellation line at (202) éB26 and will be posted on Georgetown& amain web page
http://www.law.georgetown.edu

N. Smoking Policy; Food and Drink Policy

Georgetown Law requests your assistance mciagfthe no smoking policy in our classrooms.
Smoking is not permitted in any of the Georgetown Law buildings or entrances. Food and drink are
not permitted anywhere in the Library. Food and drink are permitted in the classroom, however, at
your discretio. You may want to consider a lenient practice regarding food and drink for students
who come directly to class from work, oftghout the opportunity to eat before class.

O. Last Day of Class

Please remind your students on the last day of class ddriation about the exam that you
announced the first day of cl ass. There sho
instructions. Remind students of the exam format, the length of thenelvamat materials, if any,
may be used during the exammma Where appropriate, announce wheiheot calculators may
be used. If no materials may be used or if particular materials are not authorized (commercial
outlines, for example), please remind studetti®s# limitations. For Limited Open Book exams
please see special instructionpaye34. Finally, describe the feedback procedurényend to
follow for your classéspage43-44for the Georgetown Law exam feedback policy)
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IV. EVALUATING STUDENTS

A. Evaluation Options in General

St ud e nes s1dnosgaowasds are based on the final written examination. Participation and
attendance may also be factors in determining dfagies.deem that appropriate, you should
announce the policy during tlaeld/drop period and include it on your syllabisitten
examinations are administered in all courses except seminars and skills courses such as Trial Practice
Mediation, Negotiations, and Alternative Dispute Resolution, and clinical pi®gcanagterings
generally require substantial written wofleinof an examinatiomhe method of evaluation for
your course should be agreed upon with the Associate/Assistant Deans as part of the annual
scheduling process.

Students are notified of the method of evaluation in the course sdébledakedo not ehge
the evaluation procedure after classes begin because some students are sure to object to lack of
notice and the opportunity to choose another course.

B. Examinations
1. Types of Examinations

a. Open and Closed Book Exarf¢ge recommend that you give only fuy o openo
fully o0cl os eTdi® means either allxoatside .materials or no outside
materials are allowed in the examrd®®m.st ri cti ons such as o0ono
or ono annotationso transform thesedexam i
below, and limited open book exams are nearly impossible to nffopdorwish to

allow your students to use their laptops when writing their exam responses, please
include one of the following three sets of instructions on thepame® your exam.

Inclusion of very clear, detailed instructions helps to ensure the integrity of the exam
process

Laptop UsersTo write your exam answers, use a blank document screen in
Word or WordPerfect to access the exam template as directed by the proctor(s).
Laptop users are not permitted to access other documents, outlines, notes, files,
etc., on their hard drives and are not permitted to access the IrRersenal

Digital Assistants (PDA) and other electronic devices that store information may
NOT be usedn the exam room.

Laptop UsersTo write your exam answers, use a blank document screen in
Word or WordPerfect to access the exam template as directed by the proctor(s).
Laptop users are permitted to access other documents, outlines, notes, files, etc.,
on their hard drives but are NOT permitted to access the Inteemsbnal

Digital Assistants (PDA) and other electronic devices that store information may
be used in the exam room.

Laptop UsersTo write your exam answers, use a blank document screen in
Word or WordPerfect to access the exam template as directed by the proctor(s).



Laptop users are permitted to access other documents, outlines, notes, files, etc.,
on their hard drives and are also permitted to access the |Steicheris may

not consultone another or any other person during the exam by computer or
other electronic devicd2ersonal Digital Assistants (PDA) and other electronic
devices that store information may be used in the exam room.

b. Limited Open Book Exam&eorgetown Law strongliscourages partial or limited

open book exams, in which faculty attempt to identify certain limited materials that can
be brought to the exasle spi te the facultyods best ef
permitted materials, ambiguities seem to be ineyitahising student anxiety and
making exam administration very difficult for proctditserefore, we strongly
recommend that exams be eit hTeOffceofithbel et el vy
Registrar can assist you in formulating and describingolioisgo your students.

you do choose to give a limited open book exam, please be very specific and clear about
which materials are permitted and which ardteatse note it is impossible to enforce
instructions such asedyby mawrseéfaony nao
Because the Student Disciplinary Code governs the taking of exams, it is important to
specify what can and cannot be used so that the proctor can properly monitor the exam.
At least a month before the exam period begms should provide students with

written notice of exactly what materials can be used, and forward a copy of the notice to
the Office of the Registrdtlease contaBixam Administrator, Jessica Howatd202)

6629881or lawreg@law.georgetown.edu dyuitie first half of the semester if you plan

to give a limited open book exaote: If you wish to allow students to refer to a set of
statutes or the like, it is preferable to provide a clean agpalf the materiab that

the Office of the Regrstr can makeopies can to distribute with the exam.

c. TakeHome Examslf you plan to give a takk®me examination, please tell your
students during the first week of class and discuss the exam \fficthef the
Registraas early in the semester @ssgleThis type of examination requires advanced
planning on the part of students and staff, so it is important that you coordinate with the
Office of the RegistrarThe Office of the Registrawill provide you with a
memorandum outlining the specifiogedures to be followed.

If your main reason for a takeme exam is your desire to have typed exams, you
should be aware that the majority of students write their exams with their llaptops.
cannot be required, but you will find that most examgare ty

In scheduling a tateeme exam, you may want to consider the number of evening
or Graduate students in your class, as they are more likely to have full time employment
commitmentsTo avoid problems, you might consider giving your students aathoice
dates to complete their tak@me exams, i.e., the whole exam period, or between two
specific datesAlso, bear in mind that some students have religious obligations on
weekends and theffice of the Registrawill help these students reschedule a take
home exam. The Office of the Registrar remains open from 9:00 a.m. to 6:00 p.m. on
Saturdays during exam periods to administer dtatasTakehome exams should be
scheduled for a minimum of eight hours to provide students travel time to and from
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Georgedwn Law. Also, please restrict the exam distribution and due dates to the exam
period.

2. Preparing Your Examination

The date of the final examination for your class is indicated on the schedule d&tclasses.
the beginning of the semester, @iéce of he Registrawill send you anmail containing a
link to an online form requesting information regarding the length of your exam and whether it
will be an oopend o rThiiddrmmasor id Yery hetpfulko t@éficea mi n at |
of the Registran scheduling and staffing the examination pdtledse complete and submit
the online form as soon as you receive it.

The faculty has voted to require that a new examination with new questions be prepared for
each examination period and that old grestnay not be reusddkewise, questions should
not be used from examinations given by other professors from Georgetown or any other law
school, or found in published study ai¥e have learned through painful experience that,
however unlikely, thereeano sources that will elude discovery by some members of the class.

The Registrar will send to you a memorandum approximately one month before the exam
period that outlines the procedures to be followed regarding submission of the examination (see
Apperdix H). For your planning purposes, please note that you should submit the final, typed
exam to the Office of the Registrar no fewer than four (4) business days before your exam is
scheduled to be offeredhere are a number of tasks to be completed yafterexam is
received and before it is administérethailing students with your laptop instructions, carefully
proofing your exam instructions, and copying the exams themselves, preparing packets of exams
for administration. The Office of the Registr@annot accomplish this for the hundreds of
exams they receive unless they receive them oPleéase note that they will check your exam
for sequential page numbers, etc.willhoproof your exam for sense or for errors in the fact
patterns/quesbns. Please be sure to proof your exam carefully before submitting it and plan to
be available on campus or by phone during the time the exam is administered.
Changes/corrections to the exam that must be announced in the exam room are disturbing to
studets and may even disadvantage those who answer questions out of order or finish early.
The Exam Administrator wil/ provide you with

Please deliver your examination questions to the Office of the Registrar pengonally, b
courier, orvia email as a passwepdotected document to exams@law.georgetown.edu.
Transmission by fax machiofen causeproblems of legibilifywhich can compromise the
administration of your exaf@ontact the Exam Administioa at (202) 662881 fi you have a
problem with delivering the examination by the deadline.

To password protect your exam using Word,
then <click Eomen Seac wpraistsywod d in the area for
0 Ok aYyo.ué6 wi | | be prompted t o r ePkase wtethatiiywu pass
lose or forget your password, it cannot be recowdedatrongly recommend that you write
down your password and convey it to@fice of the RegistrammediatelyPlease do not
send your password to t#ice of the Registram the same-mail as your exam.



3. Administering Your Exam

Due to the anonymous grading policy at Georgetown Law, the Office of the Registrar
administers all examinations and provides psoictdhe examination rooms. If you need to
communicate a change or clarification to your examination while the exam is in progress, please
contact the Office of the Registrar. The Office of the Registrar is responsible for making any
announcements duriggy exam. It is important for the Office of the Registrar to record the
change that is made to the exam and communicate it in identical fashion to students taking your
exam in different rooms or on a deferred basis. Please do not enter the exammatibiferoo
your exam is in session.

Please do, however, be accessible in person or by phone during the period when your
examination is administered so that the Office of the Registrar can contact you in case questions
arise. The Office of the Registrar witbvide you with an Exam Transmittal form that you
should submit with your final exam. This form asks for information that will enable the office
to contact you during the administration of your exam, if necessary, and to deliver the completed
exams to yas soon as possible after the exam has been given.

You can expect completed essay exams to be deliveredneitiiiorking dayof the exam
date. All Saturday exams will be delivered on the following Monday, unless you contact the
Office of the Regigdr to arrange for an earlier delivery. Exams with a comsputed
component may take longer to process.

Please noteoy may not communicate with any student about the substance of your exam
while your examination is being administered and untilridalsgare posted. There may be
students who have deferred exams and will obtain an unfair advantage over those students who
took the exam at the original time (see below).

4. Deferred Exams

All students are required to take the exam at the scheduledidéssehey have an exam
conflict (i.e., two or more exams within twéing hours, three exams in four days, etc.) or if
they are excused by tOéfice of theRegistrar for extraordinary causdividual professors
may not defer the taking of an exam budent nor should they discuss exam deferrals with a
studentThe Georgetown Law Bulletin lists the bases for determining when a student may defer
the taking of his or her examhe Registrar will set the date and time for a deferred
examinationAny reaiest from a student to reschedule an exam should be referred to ¢he Offic
of the Registrar at (202) 6820 or lawreg@law.georgetown.Edam books or printed exam
responses from deferred exams will be sent to you as soon as possible after theiti@aalminis

. Seminar and Research Papers
1. Due Dates/Extensions

Final papers in seminars are due on the date indicated in the academic calendar unless the
faculty member sets an earlier or later date.
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By announcement at the beginning of the semester, ssprafeay set an earlier due date
or may extend for up to sixty days the due date opatisdar fall semester semirard up to
forty-five days for spring semester seminars (except for graduating students in the semester they
expect to graduat@he pofessor must notify the Registrar (preferably in writing by fax at (202)
6629235 or via-eail to lawreg@law.georgetown.edu) of any such due date adjustment so that
proper records may be maintained.

Paper extensions may be granted for individual stumetite supervising faculty member.
The student must submit a paper extension form to the faculty member who may approve a
reasonable extensighf t er obt aining the faculty member
the request to the Office of the RegisExtensions beyond sixty days from the last day of
classes for the fall semester and beyondfifetylays for the spring semester will only be
all owed in extraordinary circumstances and |
(J.D.) or Assoate Dean WendyollinsPerdue (LL.M.).

Extensions of the due date for graduating students, however, are limited by the need to
report the grades to the Registrar by a fixed date in order to clear the student for graduation.
addition, for visa reasomxtensions for international students in the spring semester are only
permitted in rare circumstances with the approval of the Associate Dean of Graduate Programs
Wendy Collins Perdue

2. Paper Submission

All final papersnustbe submitted to the Office dfie Registrar by 5:00 p.m. on the due
dates and not to the individual profeskoresponse to requests from students to improve our
paper submission process, the Registraros Of
submission of all papetat replaces the need for submission of hard copy papers to the Office
of the RegistrarEffective Summer 2009, the Offafethe Registranow will require students
to upload all papers to a wmdsed program that was developed by our IST department.
Sudents still will be required to complete the submission of their paper by the diee date.
Office of the Registrawill record the date and time the paper is receivedilatiten deliver
the papesto the professoraculty will continue to receiverch@opies of papers from the
Office of the Registrdny courier or maillf you would like to receive an electronic copy instead
of or in addition to a hard copy, tBdfice of the Registrawill accommodate your request.
Please contact tl@ffice of theRegistrarl@wreg@laweprgetown.edu or (202) e&220)to
designate your preference for your paper delivery and the mailing and/or email address to which
you would like your iolass exams or papers delivered.

Due dates for papers are as firm as thes @ditexamination@ue dates for offerings that
require written work to be submitted during the academic sesedteas clinics and some
skills coursesare set by the professand the work may be handed in directly to the professor,
or to theOffice of the Registrar a t t he pr eléasescentact the Ofiice of the n .
Registrar at lawreg@Ilaw.georgetown.edu or (2622B8B2 convey your preface regarding
paper submissign



3. The Writing Center

The Writing Center provides J.D. studewith feedback and assistance on their written
work (see Appendixfor advice for professors who supervise student papers). All Georgetown
Law students are eligible to receive individualized tutoring at the Writing Center from a Writing
Center Law Fllwi a specially trainaghperclassstudent. The work of the Writing Center
reinforces the methods of legal analysis, research, writing and citation form taught in law school.
Writing Center tutors focus on helping students become better writers, datribeprovide
proofreading or purely editing services.

If you have a J.D. student who you think would benefit from working with the Writing
Center, please refer them to the Writing Ceritéep site www.law.georgetown.
edu/writingcenterto the LegaResearch and Writing Offi&l0McDonough Hall, oto (202)
6629529.

. J.D. Seminar Papers
1. J.D. Legal Writing Requirement

J.D. students must fulfill an upjtass writing requirement by: (1) successfully completing a
seminar or clinic approved by ks oci at e Dean for Academs c Admi
meeting the legal writing requirement; or (2) completing a supervised research project that has
been approved bys soci at e Debn €mdet ©OO6Neglualifyd a
legal witing requirement, a faculty member must submkdos oci at e Dean Car c
memorandum describing in detail how you propose to handle papers in yourMestinar.
writing requirement seminars are taught byirhdl faculty.Courses that meet the timg
requirement meet for two hours each week but receive course credit for three semester hours.

If you are contemplating teaching a J.D. upasrwriting requirement seminar (J\MRe
encourage you to review the description of the WR requirementlgrfrtthe technical
requirements, in Georgetown Lawds Bulletin a

If you are already teaching an approved WR seminar, we recommend that you review
carefully in the first class the relevant deadlines farbthmssion of outlines, first drafts, and
final draftsYou should also establish a calendar of meetings for providing feedback to students
on their outlines, research plans, and dthfisstudent fails to meet one of the established
deadlines or submigé outline or draft that is incomplete or inadequate, we recommend that
you follow up immediately with the student in order to rectify the problem(d) santyich
harder to address these problems later or at the end of the sékestecourage ydo
contact Sarah Hulsey if you would like to consult on individual problems or for overall guidance
on handling the WR process.

In the past, we have occasionally had problems with faculty telling students that their
seminar was a WR seminar, without beppyoved byAs soci at e De.alhis Car ol
causes confusion both for the students and for the Office of the Rdfigttamwish to have
your seminar designated as a WR seminar, please contact Sarah atHulsey
sjih52@law.georgetown.enf(202) 663041
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J.D. students may also satisfy the wgdpss writing requirement by undertaking a two
credit Supervised Research projgader this option, a faculty member worksamrene with
a student on a topic for which there is either no existing courgegoffe@ur curriculum or on
which the student wishes to do further research and writing than is possible in an existing course
or seminarStudents must apply for permission to undertake a Supervised Research project
through the Office of the Registrdfurther information on the Supervised Research
requirements I s i n t he Georget own Lawc
www.law.georgetown.edu/registrar/bulletin.

J.D. Supervised Research projects are normally supervisedirbg fattulty members
becausefahe regular contact required between student and supervisor; however students may
also ask an adjunct faculty member to supervise specializedAm@nsadjunct faculty
member, a key consideration in determining whatmatt o s uper viVeRepapar st ud e
throughthe Supervised Research option is whethaotyou have sufficient time to devote to
meeting with the student, evaluating the various required drafts, and providing the type of
individualized guidance that is contemplated for thiotypeject.As part of the application
process, the student and faculty member must establish a calendar of mutually agreed upon
meeting dates and deadlines for the submisisthe outline, first dradind final draft.

If you undertake to oversee a $uged Research project, we recommend that you stay in
close contact with your student and contacOffiee of the Registrar Sarah Hulsey if you
have any concerns about missed appointments, missing or late drafts, or other problems with
the Supervisedesearch projed.small honorarium is paid to adjunct professors who perform
this service.

2. Other J.D. Seminars

Many adjunct faculty members teach seminars with a writing component that does not
qualify for the J.D. legal writing requiremé&néy mayequire various forms of legal writing,
including short papetegal memorangddiscovery documents and briets.In order to satisfy
Georgetown Lawds expectations for evaluatin
written work should be approxately 2e25pagesOutlines and drafts are not required.

. Seminar and Research Paper&raduate Program
1. Research Papers in Twaeredit Seminars

Two-credit seminar offerings in the Graduate Program require students to submit substantial
written work.The witten work may be in individual or group assignments and may consist of
one paper or multiple papefbese papers need not go throughwarite stagelThe aggregate
page minimum is 25 pa@e®00 words), with customary margins and excluding footnotes.
2. Research Papers in Threeredit Seminars

Threecredit seminars meet two hours a week, but students will receive three academic

credits.The papers that students write in a thredit seminar must go through awrge
processFor a seminar to quglias a threeredit seminar, the course must meet the same



requirements as appl i aadve).if gou wWish Paur semiviRrdo be @ mi n a
threecredit seminar, please tajrid Epperlyto discuss the matter further.

3. Graduate Independent Rsearch (GIR)

LL.M. students may also comple@raduate Independent Research j@Hject and earn
two semester hours of credit by undertaking a program of supervised research over one
semesterGIR projects may be supervised by either full time oncadaculty members.
Supervision involves a significant commitment of time on the part of the faculty member, who
agrees to consult on topic selection, meet regularly to discuss research progress (we expect a
minimum of three meetings), comment thorougign outline and first draft submitted by the
student, and read and grade the final work proflusmall honorarium is paid to adjunct
faculty who supervise studentsod research.

If a student approaches you regarding a GIR Project and you agree dalovensgect,
the student should submit a written proposal, with a proposed schedule of meetings, and an
approval form to yourhe form is available from the Office of the Registrar and the Office of
Graduate ProgramBoth you and the student should digem form and the student should
return it with the proposal and a tentative schedule of meetimggitbEpperlyin the Office
of Graduate Programs.

The final draft of the GIR project is due by the date set in the academic calendar unless an
earlier dte is set by the supervising profegsdensions of the due date, up to a maximum of
sixty days (forty i ve days in the spring), may be al
Extensions of the due date for graduating students, however, are limikedeleyl tto report
the grades to the Office of the Registrar by a fixed date in ordeartdhe student for
graduationln addition, for visa reasons, extensions for international students in the spring
semester are only permitted in rare circumstartbethaiapproval of the Associate Dean of
Graduate Programs.

The supervising professor will grade the GIR project according to usual standards for
written work.The aggregate page minimum is 25 pag#30(@ords), with customary margins,
and excluding faootes.

F. Grades

Georgetown Lawds academic policies require
personally grade the examinations of their studdnss.responsibility cannot be delegated to
colleagues or associates.

The faculty has adopted aammended curve for all fisgtar and uppédevel examination
courses at Georgetown LgRlease see Appen#ixor the recommended curves for clinics, Trial
Practice courses, and J.D. and LL.M. seminHdrgyades are significantly above or below the
recommended curve, a dean will discuss the grades with the faculty member.
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A 10% B+ 25% C+ }
A- 15% B 30% C }
B- 15% C- }5%

D }
F o}
The Office of the Registrari | | provide professors with the

after each examination has been administéregackage wilhcludeinformation about the grade
reporting process.

In the event that an exam answer is completely illegibleffittee of the Registranas a
procedure by which the student magomy theexam answelf. you encounter this problem, please
contact theéffice of the Registrat (2025629220 as soon as you become aware of the problem.

Your grading process should be clear and documdséed.grade sheet for each exam or exam
guestionWeare finding an increased level of concern among students about grades, so you will be
in a better position to discuss your decision if your records are clear and complete.

Examinations at Georgetown Law are graded on an anonymouStbdsigs are agsagl
examination numbers to be used on their exam answers in lieu of names, social security numbers, or
other identifying notation8long with exam responses, @rades Analystill give you a sheet of
exam number¥. ou wi | | use theawdnexmdbmrscomoesudbini ¢r Oy
the initial, blind gradingyhen you submit yGrades Aralyseillhwgive yolcao r e s
odecoded6 sheet with b &dulwil thenmassign fisahgdades, xvaian mayu mb e
reflect factors in addn to exam scores such as class participation, if you have previously advised
the class that such factors would be taken into account when assigning grades.

If your course is a seminar, clinic, or skills course, the procedure is essentially Xiceame, e
such grading is generally not anonymous and,
Final grading sheets will be mailed directly to you towards the end of the semester.

Once you have submitted the final grades to the Office of th&dRetlie grades may be
changed only to correct a demonstrable clerical Atrfmrmal requests for grade changes should
be submitted to th®ffice of the Registrarefore communicating information to a student who
guestions his/her grad8tudents maxgot be given a substitute or repeat examination to raise a
grade.

It is important to make every effort to guard the confidentiality of student grades. Therefore, it
is best to hand deliver grading sheets or fax to the Office of the RedRIZ 6629235 Please
contact the Registrar at (26829220 to discuss alternative reporting procedures if necessary.

The Pass/Fail Option: In May 2002, the faculty adopted a pass/fail policy for J.D. students
only. The policy is intended to encourage J.D. stside be adventurous in their course selection
and to not be deterred from taking a course out of concern about theiwkifeAsso creating
incentives for students to continue to work hard even in courses they are takingTesbéaic
rules ardisted below. For more information about the policy and for exceptions to the policy,
please refer to the Bulletinnatw.law.georgetown.edu/registrar/bulletin
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1 The option is available for a maximum of six cré&thistses taken on a mandatory pass/fai
basis for credit towards the J.D. degree would count towarddieslgimaximum.

1 The option can be exercised in only one cpersemester.

1 The option would be contingent in the following mamastudent, at the time of enrollment
in a classywould have to designate the class as one in which the option was being exercised.
Halfway through the semester, the student would indicate @dfittes of the Registrahe
target grade the student hopes to receive in the course (the timing of tigsathrgetiection
gives the student the opportunity to take into account grades received in the prior Femester).
the student earns the targeted grade or above, the actual grade would appear on thé transcript.

the student earns a grade belowthetarget at | east a C, the stude
passlf the student earns a grade below a C, the actual grade would appear on theltranscript.
short, the actual grade appears on a studer

above, or if it is below a C.

1 Required courses (including all first year courses and the first year Elegfirgssnal
Responsibility, and WR writing seminars) are not available for this option, since a major goal is
to encourage students to take sesithey might not otherwise take.

1 The presumption will be that all uppkrss courses (except required courses) will be available to
be taken pass/fail but faculty members have the righttmit.

7 Graduate courses may not be taken pass/fail, excegridatory Pass/Fail courses.
G. Grading Deadlines

With your final exams, tl@ffice of the Registravill send you a packet of important grading
information including the exact dates on which exam grades will be due, your grade rosters, and
curve guidalies.Grades deadlines are also noted orOffiee of the Registraeb site in the
exam information memo, and on the grade rosters themGelnerlly, the grades for graduating
students are due on an expedited basis, especially for May graduatiwer. gihdes are due
approximately four weeks after the exam periodRledse arrange your personal calendar to leave
sufficient time for grading your exaWe. cannot emphasize strongly enough how important it is to
get your grades in on tinio student may graduate and no honors or averages may be calculated
until all grades are submitt8tudents also need their grades for law firm and clerkship interviews.
We appreciate your cooperation in meeting these grading deadlines.

Fall 2009:
Mini-Courses Monday, November 23, 2(
All Students Friday, January 15, 2010

30-day extension (papers due Tuesday, January 19, Monday, February 22, 201
60-day extension (papers due Tuesday, February 16 Monday, March 15, 2010

Grades for paper exisions of 30 days or fewer are due on the date listed above for 30 day
extensionsGrades for paper extensions between 31 and 45 days are due on the date listed above
for 45 day extensions.



Spring 2010:

Mini-Courses Monday, April 12, 2010

Graduating tBdents Friday, May 21, 2010 by 5
p.m.

Non-Graduating Students Friday, June 11, 2010

30-day extension (papers due Tuesday, June 14, 20 Tuesday, July 6, 2010
45day extension (papers due Tuesday, June 28, 20:Monday, July 12, 2010

Grades fopaper extensions of 30 days or fewer are due on the date listed above for 30 day
extensionsGrades for paper extensions between 31 and 60 days are due on the date listed above
for 60 day extensions.

H. Release of Examination Questions; Retention of Examations

Upon the completion of each examination period (including deferred exams), copies of all
examination questions given during that period will be filed with the Georgetown Law Library and
made available to all students as studyNaidsxaminations/i | | be withheld. Ge
accrediting associations require that all papers and exam books be kept on file at Georgetown Law
for a oneyear periodPlease return your exams and papers to the Office of the R&{iStrar,
McDonough Hall, at the sarm@e you submit your grades.

I. Examination Feedback Policy

Georgetown Law faculty believe that information about the elements of superior student
performance on examinations and other eval uat
process, and ha adopted the following policy:

Each professor shall adopt appropriate and
examination, paper, and other evaluated work, in each ddwrgeurpose shall be to make
available to any interested studéet opportunity to review his or her evaluated work and
information indicating what elements the professor believed were included in a superior
performance on the evaluated work.

Each professor shall announce his/her feedback procedures during the lfust\eeek of a
classFaculty members are strongly encouraged to provio#iteeof the Registravith either: (a)
a detailed feedback memorandum; or (b) a 0Obes
number of exams), accompanied by a didéndum noting major issues not addressed and major
errors on thac wlbteyst e mxearms who choose the O0be
more than one Obestdé exam in the Library.

Because some students will inevitably be taking deferred tegaRegistrar requests your
cooperation in not posting any exam feedback before contacting the Office of the Registrar to
determine if anyone in your class is scheduled for a deferredHetanis a sample procedure
considered appropriate and feasiblaricessay type examination:



SAMPLE: Feedback Procedure

1. There shall be available to any interested student a copy of the best examination paper
covering the entire exam, accompanied by a brief memorandum noting major issues not
addresed and major errors on the best examinations.

[The purpose is to make information available about what elements, in your judgment, illustrate
a superior performance on the examination.]

2.Student sd examination paper shelRegistar ancenaypber et ur
picked up thereThe exam questions and a copy of the best paper are on file in the Library.
These materials may be copied at the students' expense.

3. To the extent feasible, a student who so requests shall have the opportumignfandividual
conference with me concerning the examinatibmany event, this opportunity shall be afforded
to any student with a grade of "D" or ''F

4. Requests for the return of papers or conferences are to be made within 30 days after grades
are made available or within 30 days after the beginning of the following semester, whichever is
later.
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V. FEEDBACK ABOUT YOUR TEACHING

A. Course Evaluation

At the end of each semestart before the examination period, students are askeddiacton
an online course evaluatidrfew weeks before the semester endsyploteceive a memorandum
from Denise Sangster, Registtascribing the process.

Please give the students 15 minutes at the beginning of your last class to coenplateithe
forms.Results of the survey anade availabtanlineto each professor, after gradessatemitted
to help them evaluate their performance as a teacher. Theadsoaegseviewed carefully by the
Deans and summary data is published forthe stedén i nf or mat i on.

You are welcome to ask your students to use the comment form to address specific questions
you have about your course, such as the helpfulness of a simulation exercise.

These surveys are required and are a crucial factor in evajuatilgad pr of essor s &
whether the professor will be invited back to teach in a subsequent Sensegsgy. important
that you encourage all students to participate in the phoggs®eral, successful faculty will receive
overall ratings o4.0 and above on a 1.6.0 scaldf the rating is under 4.0, we will discuss the
ratings with you to ensure that this is a mutually beneficial experience.

B. Mid-Semester Evaluations

We encourage you to check with the students regarding their reagtangdurse during the
semestellt is not required, but many faculty find it very useful to ask the students to take a few
minutes at the end of a nddmester class to make anonymous comments and suggestions,
especially any that would help with thelgohof the remaining clasdéstudents are concerned
with exam anonymity, they can submit typed suggestions about the clas® stofaot have any
special forms for misemester evaluations, and we are not expecting you to share the results with
us The feedback is for your own use in gauging the progress of your course.

C.Monitoring by the Deands Office

From time to time the Associate or Assistant Deans may ask to attend a class session or send a
full time faculty member teaching in your fieldo®eove your clagsirsthand knowledge of your
classroom style can help us advise you on improvements that you might make in yoWeesaching.
hope you will welcome our interest in your dhdsase feel free to ask the appropriate dean if you
would liketo be observed.

D. Charles Fahy Distinguished Adjunct Professor Awards
Each year, more than three hundred Washington lawyers selflessly dedicate time and energy to

teaching courses as adjunct professors at Georgetowinhemywresence has enabled Geovget
Law to offer the most wide ranging curriculum of J.D. and LL.M. courses in the country.



To recognize the contributions of these adjuncts, the Dean designateadvenf them each
academic year to receive the Charles Fahy Distinguished AdjessbProivard. Fahy Professors
have provided exceptional service to Georgetown in teaching, curriculum development, student
counselingndinvolvement in extracurricular Georgetown Law activities.

The award is named after the late Charles Fahy, a notgdt@eoralumnus who served as
U.S. Solicitor General and U.S. Court of Appeals Judge. Since its inception, the following professors
have been awarded this honor:

198889

198990

199091

199192

199293

199394

199495

199596

199697

199798

199899

Kenneth R. Feinberg, J.D. Program
John Wolff, Graduate Program

Roger M. Adelman, J.D. Program
Hugh J. Beins, Graduate Program

Martin S. Thaler, J.D. Program
Earl M. @lIson, Graduate Program

Paul B. Larsen, J.D. Program
Charles Gordon, Graduate Program

Kirby S. Howlett, J.D. Program
Harold J. Heltzer, Graduate Prograr

Steven A. Winkelman, J.D. Progran
Charles O.Verrill, Graduate Progran

Daniel A. Rezneck, J.D. Program
Bernard Shapiro, Graduate Progran

Gerald A. Malia, J.D. Program
Arthur Mathews, Graduate Program

Bennet L. Hecht, J.D. Program
Shirley Coffield, Graduate Program

Nancy Firestone, J.D. Program
Lois J. Schiffer, J.D. Program
Dennis P. Bedell, Graduate Progran

David E. Vladeck, J.D. Program
William Charyk, Graduate Program

199900

200001

200102

200203

200304

200405

200506

200607

200708

200-09
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Jack M. Beard,D. Program
Michael T. Leibig, Graduate Program

W. Shepherdson Abell, J.D. Program
Marcia A. Wiss, Graduate Program

John C. Hayes, Jr., J.D. Program
Michael G. Scheininger, J.D. Program
Michael Sanders, Graduate Program

The Hon. Laurence H. Silberman, Pidgram
John L. Buckley, Graduate Program
The Hon. John O. Colvin, Graduate Progral

The Hon. Gerald Fisher, J.D. Program
The Hon. Robert Morin, J.D. Program
Robert D#ton, Graduate Program
David Stewart, Graduate Program

Michael S. Frisch, J.D. Program
Mark Kreitman, Graduate Program
Mark S. Radke, Graduate Program

Michael S. Raab, J.D. Program
Carl F. Goodman, Graduate Program
Mark Kantor, Graduate Program

William F. Causey, J.D. Program
Elizabeth S. Gere, J.D. Program
Peter I. Elinsky, Graduate Program

Douglas M. Bregman, J.D. Program
Allan I. Mendelsohn, Graduate Program
Warren L. Dean, Graduate Program

David B. Isbe]lJ.D. Program
Edward J. Beckwitiraduate Program
A. Christopher Seg@raduate Program



VI. GENERAL INFORMATION ABOUT
GEORGETOWN LAW

A. Security

Il n the event of an emergency, contact Georg
Communications Center, lochten the ground floor of the Gewirz Student Center, by calling the
24 HOUR EMERGENCY ASSISTANCE NUMBER (202) 6£&25.1f you need to contact a
Georgetown Law administrator, call this emergency number and ask to speak with the Senior
Administrator On CalSAOC).DPS also operates a 24 hour, 7 days per week security desk inside
the 2nd Street entrance of McDonough Hall as well as a security desk inside the entrance to the
Sport and Fitness Center during the hours of operation of this fdilAs secumtdesk is also
located inside the entrance to the Edward Bennett Williams Library and is manned during all hours
the Library is open.

Upon request, DPS officers will provide escorts in the evenings to persons walking to their cars
parked in the immediateinity of the Georgetown Law campus. There are both yellow and white
as well as blue emergency assistance call boxes located throughout the Georgetown Law campus.
Simply depress the red button and you will be immediately connected to the DPS Comsnunicatio
Center 24 HOUR EMERGENCY ASSISTANCE NUMBER (202)%3525.

Public Safety administers a Lost and Found Property Program and inquiries about missing
personal articles may be made at the 2nd StmettyDesk or by calling the Communications
Centerat(202) 662325

B. HOYAlert: Emergency Notification System

Georgetown Universiiyemergency notification system, HOYAlert, will provide text messaging
capability, as well agnail and telephone calling options, that enhance existing tools to notify
studets, faculty and staff in the event of a campus emergency. HOYAlert may be used to notify
members of the university community in the event of a campus emergency or closure. Text
messages and other emergency notifications may be made at any time ascowid2atsours a
day, 7 days a week, 365 days a year. Your enrollment is essential irCalgetowr_aw to
reach you quickly in the event of a campus emergeneyroll in HOYAlert, log in to Employee
Servicedn MyAccess(https://myaccess.geatpwn.edu) andclick on HOYAlert (Emergency
Notification System)f you wish to receive text messages, you will need to provide your text
message number and check the box indicating that you are aware that there may be monthly charges
applied to your biby your phone provider.

The Emergency Notification System will not be used to notify you of class cancellations or
delays as a result of inclement weatlher.Class Cancellation Policy is dlailen theOffice of
theR e g i ssWeb ste ad www.l@eorgetown.edu/registrar/cancelPolicy.html.

If you do not have or recall yodetlD passwor d, pl ease contact (
Helpdesk at (202) 68284 orhelpdesk@law.georgetown.edio request a reset of your NetlD
password, you must completeNt®D Password Form (see Appendliand pages-3).


https://myaccess.georgetown.edu/

C. Evacuation Procedures

Georgetown Law conducts drills from time to tiviieether it is a drill or a real emergency,
please evacuate the building immediately any time the alarm bells are activatedn@egaie
on the podium around Georgetown Law, in the G Street Quadtloe Tover Green.Leave the
area and go up New Jersey Avenue until you reach a safopfateeturn to the building until
you are notified that it is safe to do so.

Note: During an evacuation of the building, the elevators will not be in opddationt
attempt to use the elevators during such emerg&imetd you find yourself in an elevator when
the alarm sounds, do not pawio. engineer or the Fire Departmeiit faring all elevators to the
1stfloor and open the doors.

D. Office of StudentLife

In addition to managing room schedulthg, Office of Studeritife plans several faculty and
student getogethers throughout the yeadjunct faculty may also take advantdgiscounted
theater and sports tickets offered by the office. Please call (928 isit 170McDonough
Hall for assistance.

E. Shuttle Service

Members of the Georgetown Law community are encouraged to utilize the Union Station
Shuttle Bus whenavpossibleThe FREE shuttle, which operates in the evenings, from 5:00 p.m.
to 12:30 a.m. (with the exception of andtute driver break from 9:30 p.m. to 10:00 p.m.), is the
safest and best way to travel to and from Union Station and Capitdbrihilast NE), DC,
especially at nighbn week nights, the shuttle leaves from the McDonough Hall 2nd Street
driveway at 9:10 p.m. to accommodate students getting out of evenind\tlatbsesimes, the
shuttle departs from the McDonough Hall 2nd Streetvday every 30 mingt&he shuttlepicks
up and drops off passengers at Union Station near the stop sign on Columbus Circle, near the
escalators leading to the Metro statind makes drop offs before returning to Georgetown Law at:

1 The corner of 3rd &tet and Massachusetts Avenue, NE;

1 The corner of 6th and F Streets, NE; and

1 The corner of 6th Street and Maryland Avenue, NE (across from the Imani Temple).

You must present your GOCard to the shuttle driver when boarding at Union Station.
Union Stationtwuttle schedules are available aMiti2onough HalPnd Street Security Desk and
on the shuttles.

F. G.U.T.S. Bus to Main Campus
The Georgetown University Transportation Society (G.U.T.S.) Bus service provides free shuttle
service between Georgetown Lad ttve Main Campué. G.U.T.S. Bus schedule can be obtained

at the Office of Studethife, 170McDonough HallNote: You must show your Geom&h Law
GOCard to utilize the G.U.T.S bus.
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G. Food Service
1. Market Café

Bon Appetit Management Company operhtefobd services program here at Georgetown
Law.The Market Café is located on ts¢floor of McDonough Halllt features a variety of
menu selections, including hot entrees, pizza, a full salad select@mdggraiandwiches and
salads, a deli bardaa full grill A variety of beverages are offered, including goflavated
coffees and an assortment of bottled beverages andaigssof operation are posted at the
entrance to the café.

2. Courtside Café and Barista

Bon Appetit manages a foodvesz operation in the Sport and Fitness Ce@tarrtside
Café features a smadlating areeomplimented by a ba®fferings include deli sandwiches,
pizza and a variety of grill items, as well as a variety of coffee bar offerings and an assortment of
bottled beverages and juidser and wine are served after 5:00 p.m.

3. Espresso Bar

Just outside the Market Café in McDonough Hall is an espresso bar featuring lattés,
cappuccinos and much morfdée Espresso Bar also ssnblack, green and herbal teas and
Italian sodas and pastry items.

4. Catering

The catering office provides a variety of services at Georgetown Law, from coffee breaks to
formal dinnersContact the Catering Director at (202)8®%6 to place a catering order or stop
by the food service @& (located in the main dining area in McDonough Hall) to discuss
catering needs.

5. Vending Machines

The vending service is open 24 holinere areébeverage and snack machines in several
locatiors: the Market Café seating airedhe kitchen next to théaculty Lounge on the 5th
floor of McDonough Hall, on the 1st floor of the Edward Bennett Williams Law Librérg
3 floor copy room of the Edward Bennett Williams Law Libiratiie TV lounge locadl in
the Gewirz Student Center; andthe StaffLounge located on the lower level in Gewirz.
Additional vending is located in the Sport and Fitness Center on the 3rd and 4th floors and in
the Hotung International Building on the 1st and 6th floors.

H. Continuing Legal Education (CLE) Courses

All courseoffered by our Continuing Legal Education (CLE) Division are available to adjunct
faculty without registration fefsyou wish to attend a CLE course or need additional information,
please contact the CLE office at (202)3&88®.The fax number is (208629891 The CLE office
is located in Suite 5000 of the Hotung International Law Bulding. schedule afipcoming
courses, please visit Web siteat www.law.georgetown.edu/cle.



Career Services
1. J.D. Career Services

The Office of J.D. Career Sees at Georgetown Law provides a variety of services to
studentsalumni/alumnaefaculty and employerStaffed with professional career counselors,
the ongoing services include individual and group instruction in job seeking strategies; resume
preparatin; interview training through mock practice sessions and workshops; and general job
market orientation through programs and panels on subjects that range from types of practice to
new trends in the legal professidnResource Library of books, periodiGaid audiovisual
materials is available for use by all members of the Georgetown Law community.

The Ofice provides information on pdime, fulltime, summer, temporary and permanent
job openingskaculty members who seek a student intern are endaoréigesuch openings
through the Office of Career Services. These listings are available on line; students and
alumni/alumna&an also access the job listings from an outside computer via the Tiernet.
Office also sponsors and arranges fall andgsprterview programs, as well as regional
interview programs in cities around the country.

Alumni who are making a career change and would like assistance with the process are
encouraged to call the office and schedule an appointment with the DirgktomoCareer
Services.

The Office is open from 9:00 a.m. to 6:00 pmMonday, Wednesday and Thursday and
from 9:00 a.m. t8:00 p.m. on Tuesday during the academicOm&riday, during semester
breaks and in the summer, the Office is open frddra91 to 5:00 p.rf.you have questions
or require additional information, please contact the Office of Career Services at420Q) 662
or visit328McDonough Hall

2. Graduate Professional Development

Georgetown Lawds Gr adu dDireetorshare eXperisnsed attoraelys De v
with significant private practice experience who serve as a strategic career development resource
for our LL.M. students’he Directors provide group career counseling services, manage LL.M.
recruitment programs and eoyar relations, and organize Professional Development events
targeted specifically to Georgetownds LL. M.

For more informati on oM. candidates.eptease conthetGe or g e
Graduate Professional Development Directors by telepit (202) 662036 or via-enail at
gradprofdevp@law.georgetown.edu

. Office of Public Interest and Community Service

The Office of Public Interest and Community Service (OPICS) offers a number of services to

studentsalumniand others interested ialgic servicdn addition to being a general public interest
resource center, OPICS offers career counseling for studeatsmnccommitted to pursuing

public interest careers and facilitates pro bono work by members of the Georgetown Law
community.The OPICS office conducts numerous cardated programs each year, including a
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public interest interview fair and a {yesar public interest mentor program and houses a
comprehensive public interest resource lIKRICS also serves as a regionakseptative for

Public Service Law Network, a national network of law schools dedicated to increasing public
service among law students and practicing attorneys.

OPICS is open from 9:00 a.m. to 5:00 p.m. on Monday, Wednesday, Thursday and Friday, and
from 9:00 a.m. to 8:00 p.m. on Tues#kurs during the summer are from 9:00 a.m. to 5:00 p.m.
Monday through Fridaffor more information, please contact Kim Matthews at (262555@r
visit212McDonough Hall

K. The Office of the Registrar

The Office ofthe Registrar handles all student records, course registration, exam administration,
bar certifications, transcripts and CLE certifications and provides academic and personal counseling
for studentsSeminar and other research papers are submitted Intsstadine Office of the
Regstrar, where their dates and times of submiasgonecorded before being sent to e
Office of the Registrahould be notified you postpone a class as tif&éo® maintains a recorded
message with information on pastements and scheduled magelasse3.he staff administers
examinations and will guide you through the process of writing, submitting and grading your exams.
They also work very hard clearing students for gradysiooe.Grades must be submitted hg t
submission deadlinélo contact theOffice of the Registraplease call (202) 68220 e-mail
lawreg@law.georgetown.edwisit315McDonough Hall

L. Mail Center
The Mail Center is located on the 1st floor of McDonoughRé&lim 104. This facilihandles

incoming and outgoing mdihe Mail Center houses mailboxes foitifak faculty, visiting faculty
and administrative departmenrise online computer for mailing FedEx articles is also located in

the office.The Mail Center administenetdelieryof campus mai | t anpiGe or get
twice a dayYou mayrequestassistanckomt he Mai | Centerds personne
p.m. Monday through Fridady.h e Ma i | Center 6s t ed%b48)Wouoan alson u mb e

dial x5214 if yoare calling from within Georgetown Law.
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INFORMATION SYSTEMS TECHNOLOGY

Phone 206629284 Fax 202662-4239
Email: helpdesk@law.georgetown.edu

ADJUNCT FACULTY NETID PASSWORD FORM

All adjunctfaculty members need to use this form to requadsetID password and account

Please fill in all information: failure to do so will delay your request.

1. Full Name:
Last Name First Name Ml
2. UID Number:*
3. Email Address: PLACE ID
CARD HERE
4. Phone Number:
5. NetID:
Identification Card
Pleasaattacha photocopy of youGoCard, staté¢ s sued dri ver 6s |

i cense,

picture showing) Password requests cannot be processed without a valid ID ¢lshse use
lightest setting for photocop Unreadable submissions will result in a request for

resubmission.

Signature
Please sign your name on the line below.

Password requests cannot be processed without a signature.

Date:

*If you do not know your UID number, you may leave this field blank.


mailto:helpdesk@law.georgetown.edu

Law School Textbook Publishers

ABA Books Telephone:(800) 2852221 (MF, 7:30-:5:30pm Central
American Bar Association Fax: 3129885568
Publication Orders email: orders@abanet.org

PO Box 10892
Chicago, IL 606547598
Web site: www.ababooks.org

Aspen Legal Education

Wolters Kluwer Law & Business Contact: Carolyn Czick- Senior Regional Representative
130 Turner Street,"4Floor Telephone:(678) 4277144

Waltham,MA 02453 Fax: (781) 3940234

Web site: www.wolterskluwer.com/WK email: carolyn.czick@wolterskluwer.com

How to receive an examination copyContact Carolyn Czick via telephone, email, fax or mail to
request an examination cogwgiclude the title of the dok requested, author, ISBN, course you teach, current
book you are using for the course, when you plan to teach the course next, esematédent, your name,
your position, your school name, address, and daytime phone nuBXazgnination copies maylsm be
ordered through the website, although this route may take longer.

Carolina Academic Press Contact: Linda Lacy

700 Kent Street Telephone:(919) 4897486, Ext. 128
Durham, NC 27701 Fax: (919) 4190761

Web site: www.cappress.com email: linda@cappress.com

How to receive an examination copyCopies can be requested by email as well as by fax or mail as
long as all the institutional information is given. Send an email or a letter via fax or mail on school letterhead
with the name ofhe course, when it will be taught, approximate enrollment and the name and author of the
requested book he email for exam copies isomp@cagpress.com

CCH Inc., A WoltersKluwer Business Contact: Preston Taylor

4025 W. Peterson Avenue Telephonre: (800) 2247477, Ext. 4636
Chicago, IL 60648086 Fax: (800) 2248868

Website www.cch.com email: prestontaylor@wolterskluwer.com

How to receive an examination copyMail or fax a letter on school letterhead with Haok title and
8-digit bodk number, name of the course, approximate enrollment and when you plan to make an adoption
decision regarding the textbook.

Complimentary desk copies of texts are provided as a courtesy when several conditions arf atelagher
adopts in his/heraurse a CCH textbook for required student purchase, CCH provides the instructor with a free
copy of that book along with ancillary teaching support materials if such exist for the book.

In other cases, CCH provides an examination copy prior to adoptien there is a definite course scheduled
and the textbook decision is not yet madé definitely wish to discuss this with the instructor when such
situation arises.

CCH does not provide free books for personal reference but offer these for purchaszhad! discounted
rate.For some of our books, CCH does not provide free copies at all but offers them at discounted rate and if
the instructor then adopts that book for a class, CCH refunds purchase price when we receive an order for it
from the schoobookstore.

Foundation Press Contact: Kevin Schroder, Acct. Manager
395 Hudson Street/*Floor Telephone:(877) 8881330 or
New York, NY 10014 (212) 3676756

Fax: (212) 3676799 e-mail: kevin.schrode@thomsonreuters.com



Examination copy policy and procedure:Complimentary copies of casebooks and textbooks in

a particular subject area are available to all instructors currently teaching in that subject area or
assigned to teach in that subject area in the immediate flheeeqested complimentary copy must

be sufficiently on point so as to possess a realistic chance for classroom adagarers are asked

to identify each course by title and brief description when requesting complimentary copies.
Complimentary copies are imeéed for professor review and not for sdfeany of the books are
needed for any other purpose, they are available to teachers at the customary 20% professional

discount.
LEXIS NEXIS Contact: Ms. Lyndon Whitmore
(a division ofLEXIS Publishing) Telephone:(800) 3443730, ext. 4410
625 Watson Avenue Fax: (434) 2440832
Charlottesville, VA 22901 e-mail: mary.whitmore@lexisnexis.com

Web site: www.bender.conor www.lexis.com/bookstore

How to receive an examination copyRequest one from M&Vhitmore (contact info above).

Research Institute of America Group Contact: Don Fisher

Warren Gorham & Lamont Telephone:(800) 95601216, ext. 2895
880 Technology Drive Fax: (734) 3023540

Ann Arbor, MI148108 e-mail: don.fisher@thomsonom

Web site: www.riahome.com

How to receive an examination copyYou may examine and use any publication for 30 days without
cost. Contact one of the sales representative at the (800) numbers.

Complimentary Examination Copy Policy: Complimenary examination copies of RIA books are
available to all instructors currently teaching, or assigned to teach future courses. The requested
complimentary copy must be relevant to the subject matter so as to possess a realistic chance for classroom
adoptionas a required text.

We ask professors to identify each course by title and to include a brief course description when requesting
complimentary copiesRequests sent to an afimpus address must be requested either by the academic
department or may bequested by fax on university letterhead.

West/Thompson Contact: Paul Hellickson
610 Opperman Drive Telephone:(651) 8483659 or
Eagan, MN 55123 (800) 3139378
Web site: www.westacademic.com Fax: (615) 6874464

e-mail: paul.hellckson@thomson.com

How to receive an examination copyWEST/ THOMSON COMPLIMENTARY REVIEW COPY
POLICY: Complimentary copies of our books are available to professors who have not previously received a
copy of the requested book and who are currently tegatdurses where the particular Casebook may be
considered and possibly adopted for classroom Tise.policy extends to titles in the Hornbook Sétijes
Nutshell Series, Black Letter Series and Exam Pro Seriés which may be recommended for collateral
reading.We request that you provide us with the name of the course you are assigned to teach when making a
request for examination copies of our publications.

This policy has been formulated with the dual purpose of providing professors with copies of all

our publications suitable for use in their classes or for collateral reading by their students while at the same
time attempting to keep the student price of Casebooks, Textbooks, Hornpblkshell§, Black Letter

Reviews and Exam P3aas low as pssible.

NOTE: Books provided on a complimentary review basis are for the instisigersonal use and may
not be sold or given to vendors for resale.



Georgetown Law Office Memorandum

To: Fulk Time and Adjunct Faculty

FroOM: Monica Stearns, Director

Faculty members are individually responsible for determining if copyright permission is needed for
photocopy jobsFaculty Support and Campus Services can assist you in processing your réquests.
simplify the copyright permission process, we have developed a short form for you to fill out in the event
that you decide to obtain permission to dupliqaublished materialsThe fields in the form are marked
either with (R) for required information or (O) for optional information. Please provide as much of the
required information as possible and return the completed form to your Faculty Assistant, Mtherwil
submit it to our Faculty Manuscript Editor for processing. If a Faculty Assistant is not assigned to you,
please mail the form to the Law Center Office of Faculty Supg@a ¥icDonough) or drop off the form

in that office. When course materials ah@pped off at the photocopy center for copying, the faculty
member or RA must sign the copyright permission part of ARequest for Course Material
Photocopyin@form before copying can begin.

As you might already know, many copyright holders now hgeservices of the Copyright Clearance
Center (CCC) to handle copyright permission requdstse.Law Center has an established account with
CCC, and one of our Faculty Manuscript Editors, Lindsay Pullen, is our primary contact egson.
prefers that larg institutions work through one contact person rather than have individuals set up
individual accountsTherefore, upon receipt of your copyright request form, Lindsay will first attempt to
obtain copyright permission through the use of CGCthe event hat permission must be obtained
directly from the copyright holder, Lindsay will send a standard permission request letter.

As in the past, all fees for using the materials, whether requested by the publisher or by CCC, will be paid
by Faculty Support &ampus Servicedf a fee is required by a copyright holder and you receive the
invoice, simply give the original invoice to Lindsay Pullénis unnecessary for faculty to complete
Expense Authorization formdf permission for the payment requires a \sity signature, we will

obtain that from Financial Affairs for you.

In order to reduce our copyright fees, the overall cost of course materials, and the amount of paper use,
when using law review articles, magazine articles, newspaper articles, afildlethplease consider
posting a link to those materials on your TWEN or Courseware site. We would encourage you to retain
one hard copy for your records in case the item is no longer available on the Internet. Should that happen,
if you provide us with th materials we can make it accessible to your students.

Faculty Support & Campus Services is interested in your comments regarding this process as we continue
to find ways to simplify the copyright permission proceRkease contact Lindsay Pullen by phost

(202) 6629451 or by email at IkpZ@law.georgetown.ediegarding any suggestions you may haves

our hope that these efforts will lessen the time you spend in obtaining copyright permission.






