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This manual is intended for use as a general reference rather than the official source of University policies and guidelines. 

It is not intended to be definitive on policy matters, nor does it grant contractual rights to University employees. Nothing 

contained herein shall negate the right of the University to augment or change its policies applicable to University 

employees. Those teaching at extension programming sites in Timmins and Brampton will be provided with 

supplementary information specific to their location. If you have questions about a particular issue or policy, consult with 

your Department or Faculty Chair, the Human Resources Director, or the Academic Dean.
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Algoma University’s Vision, Mission and Values 
 

 

 

Nibwaakaawin (wisdom), Zaagidiwin (love),  

Mnaadendimowin (respect), Aakodewewin (bravery),  

Gwekwaadiziwin (honesty), Dibadendiwazin (humility) &  

Debwewin (truth) are the Seven Grandfather Teachings, 

commonly shared guiding principles of the Anishinaabe. 
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THE STUDENT EXPERIENCE 
Algoma University is a dynamic hub for student life 
 

We will enhance the student experience by creating a ‘one-
stop-shop’ for the integration of student services, leveraging 
state-of-the-art technology while emphasizing personal 
contact and student empowerment. 
 
We will enhance the academic experience by creating a 
Learning Commons in the library where students will access a 
wide variety of academic learning supports in a friendly space 
that promotes a strong sense of community. 
 

 

EXPERIENTIAL LEARNING & VIBRANT 
PROGRAMMING 
Algoma University has an integrated suite of relevant 
programming that is linked to the broader 
community. 
 

We will enrich the educational experience by embedding 
experiential learning into our academic programs to inspire 
students and support the application of knowledge and skills 
in a real-world context. 
 
We will enrich campus life by engaging the community and by 
connecting students with the community in a meaningful 
way. 
 

RESEARCH AND INNOVATION 
Algoma University nurtures a culture of research and 
innovation among students and faculty to promote 
entrepreneurship and economic development. 
 

We will develop a research and innovation hub to support 
faculty and student research and to facilitate engagement 
with the wider community. 
 

 

ANISHINAABE INENDAMOWIN 
Algoma University is recognized as a leader in 
Anishinaabe learning in Canada. 
 

We will identify and implement actions supportive of the 
Truth and Reconciliation Commission of Canada’s Calls to 
Action relevant to Algoma University. 
 
We will develop housing to meet the needs of Anishinaabe 
students on campus creating a strong sense of belonging. 
 

 

INSTITUTIONAL EXCELLENCE 
Members of the AU community have a strong  
sense of pride in their institution 
 

We will develop a new and clear brand identity and 
communications strategy that showcases the University and 
the success of students, faculty and staff.
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Welcome to Algoma University 
 

 

Established in 1965 as an affiliate of Laurentian University, 

Algoma College opened its doors to its first students in 

September 1967. By 1971, Algoma was able to offer full-

time programming and relocated to its current site, 

Shingwauk Hall, the site of the former Shingwauk Indian 

Residential School.  

 

Algoma University College continued to increase courses 

and program offerings to the local and surrounding 

residents while also continuing to recognize the 

importance of its new location. The Shingwauk Indian 

Residential School existed for 96 years, closing only one 

year before Algoma University College relocated to this 

site. The School was originally envisaged by Chief 

Shingwauk, a prominent leader of the Obijway Nation, to 

secure educational opportunities for his people. It is 

through the efforts of the Shingwauk Education Trust, a 

provincial trust, that Chief Shingwauk’s vision of creating a 

“Teaching Wigwam” continue today. Algoma University 

shares this commitment with the Shingwauk Education 

Trust, and in 2006, both parties signed a covenant laying a 

firm foundation for the development of Anishinaabe 

education and research.   

 

The Shingwauk Education Trust established Shingwauk 

Kinoomaage Gamig, an educational institution, which 

works in close partnership with Algoma University to offer 

programs and courses in Anishinaabe Studies and 

Anishinaabemowin. For a more detailed account, please 

visit https://www.algomau.ca/student-life/anishinaabe-

students/skg/. 

 

In June 2008, Algoma University the province’s 19th 

university, was created when the Government of Ontario 

passed the Algoma University Act. Algoma’s special mission 

as outlined in its Charter reads as follows:

 

SPECIAL MISSION 

a) To be a teaching-oriented university that provides programs in liberal arts and sciences and professional 

programs, primarily at the undergraduate level, with a particular focus on the needs of Northern Ontario; and 

b) To cultivate cross-cultural learning between Aboriginal communities and other communities, in keeping with 

the history of Algoma University and its geographic site. 

 

It is through our dedicated faculty that Algoma 

University is able to offer students meaningful and 

quality education at the undergraduate level. Students 

can choose from a range of undergraduate programs in 

the Humanities, Sciences and Social Sciences and 

professional areas such as Social Work and Business. 

Our faculty are committed to encouraging creativity, 

critical thinking and imagination in all these program 

areas. 

Research also plays a significant role at AU for faculty 

and students. Several AU faculty have been awarded 

grants (e.g., Tri-Council) and in turn hire students as 

research assistants providing them with a range of 

research related work opportunities. The new Executive 

Lead, Research position combined with the Research 

Administrator will provide the institution and faculty 

with dedicated research supports.  
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Message from the Academic Dean 
 

  
Nurturing the minds and talents of our students is both a challenging and rewarding experience; it takes dedication to 
help students recognize their potential, both academically and beyond the classroom.  As the Academic Dean, I know 
the faculty at Algoma University take this role seriously and are committed to offering our students an exceptional 
educational experience. Your hard work and dedication is both admirable and impressive. 
 
To aid in your efforts, the Dean's office is pleased to present a refreshed Faculty manual.  This manual continues to serve 
as a general resource providing faculty with information on topics ranging classroom preparation to general academic 
supports and institutional policies and procedures. The manual is also available online through the Dean's webpage 
(https://www.algomau.ca/academics/office-of-the-dean/faculty-handbooks/). I encourage you to use this manual 
alongside additional information on our university's website for detailed and up-to-date information on university 
services and polices. 
 
The Faculty manual is a working document.  My staff and I continually incorporate new and revised polices and 
procedures and student services as they are introduced. Your feedback is always welcome. Please contact our office 
with your suggestions on content or format and efforts will be made to incorporate them into future editions. 
 
Wishing you a successful and fulfilling academic year! 

 
 

 
 

 Sincerely, 
 

 

Dr. Donna Rogers 

Academic Dean 

Algoma University 

Dr. Donna Rogers 

Academic Dean 
NW300 

Ext. 4130 

Dean@algomau.ca 

 

 

 

https://www.algomau.ca/academics/office-of-the-dean/faculty-handbooks/
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The Academic Dean’s Office 
The Academic Dean’s Office is responsible for academic administration and programming at Algoma University. The Dean 

and staff are committed to ensuring the quality of education at Algoma adheres to the quality assurance standards set out 
by the Council of Ontario Universities. In collaboration with faculty, and in conversation with students, our work contributes 
to the University’s overarching mandate to provide meaningful and exciting educational opportunities to the community of 
Sault Ste. Marie, the province of Ontario, and beyond.  
 

The Dean’s office plays a critical role in providing faculty with the tools and support they need to enhance their teaching 
and service commitments. This handbook along with the Dean’s Office page on the AlgomaU website provides a range of 
resources as well as administrative and committee support documents. 
 

We try to create a welcoming and fun office space balancing work with some laughs and good conversation…and chocolate!  
Please take a moment to get to know the Dean’s team. 

DR. DONNA ROGERS, ACADEMIC DEAN 

Donna is excited to be part of Algoma University, which she believes has a bright future as a leader 
in the small-university student experience.  She brings with her extensive university leadership and 
management experience, most recently from Brescia University College, an affiliate of Western 
University in London, Ontario, where she served as Vice-Principal and Academic Dean since 2013, and 
Interim Principal in 2015-16. Donna has also held positions at Pennsylvania State University, 
Middlebury College, and Dalhousie University. She earned her Ph.D. in Hispanic Languages and 

Literatures from the University of Toronto and her M.A. in Spanish from Western University. Donna’s 
door is always open but you may want to bring a sweater with you when you come to her office – 
Donna is a ‘fan’ of cooler temperatures! 

 

ANNA THORPE, EXECUTIVE ASSISTANT TO THE ACADEMIC DEAN 

Anna is the central coordinator of the Dean’s Office. She is also involved in extensive committee work, 
including Academic Priorities and Planning Committee. She plays a central role in communicating with 
faculty and students and provides administrative support in core areas. Anna has a B.Sc. in Geography 
from McMaster University and an M.Sc. in Geography from the University of Guelph. Anna loves her 
two dogs and will bore you to tears talking about them!  She thinks her love of dogs (but interestingly 
not beagles!) began when she started collecting Snoopy / Peanuts memorabilia as a youngster. 
Evidence of this “obsession” can be seen on her desk and all around her home. 

  

 

BRITTANY PAAT, ACADEMIC SUPPORT OFFICER 
Brittany brings a wide range of experience to the Dean’s Office and contributes to its overall function 
through the provision of administrative support to faculties and program committees, student 
feedback of teaching (SFTs), full-time faculty hiring, faculty manuals, orientation, program review and 
a variety of other projects. Brittany has a B.A. (Hons) in History from Algoma University and an M.A. 
from the Graduate School of Public and International Affairs (GSPIA) at the University of Ottawa. 
Brittany is the athlete of our team, often heading to baseball or soccer games after work. When not 
on the field, she’ll attend spinning and other fitness classes just for fun. She is also the proud and 
devoted “fur mamma” to Dottie June, often heading out at lunchtime to check in on her.   

NW300/ Ext. 4113 
anna.thorpe@algomau.ca 

SH207/ Ext. 4230 
brittany.paat@algomau.ca 

 

NW300/ Ext. 4130 
dean@algomau.ca 
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DAWN WHITE, MANAGER, ACADEMIC DEVELOPMENT AND QUALITY ASSURANCE 

Dawn works collaboratively with faculty and staff on a variety of academic initiatives including 
program development, pathways and online learning strategies. She works together with academic 
departments and self-study committees to ensure programs are developed, revised, and reviewed in 
accordance with provincial quality standards. Dawn has a B.Sc. in Wildlife Biology from the University 
of Guelph and as of May 2017, has completed her M.Ed. in Postsecondary Studies at Memorial 
University.  One of Dawn’s favourite pastimes is hiking, so if you want some information on local 

trails, Dawn is the one to talk to. When she is not hiking, Dawn spends part of her summer holidays 
accompanying her husband and son to dirt track stock car racing…now that’s devotion!  

 

KAREN HUDSON, MANAGER STUDENT SUCCESS AND WELLBEING 
Karen Hudson is responsible for the establishment and management of Student Success Central on 

campus.  Equipped with 11 years of experience as an employee at Algoma University, Karen has a 

passion for enhancing the student experience through a student centric approach. From admission 

and academic advising – to personal well being and crisis referrals, she has supported students to 

accomplish their educational goals through a variety of pathways. Karen's Masters of Education 

focused on experiential learning and personalizing education in order to foster academic excellence 

on the individual's terms.  When she is not advocating for student success, she is an outdoors 

enthusiast who loves spending time with her husband and three children, enjoying all that Northern 

Ontario has to offer. 
 

The Academic Dean also oversees the Office of Research and Innovation, the Registrar’s Office, and the 

Library.  In addition, the Assistant Academic Deans will work closely with Dr. Rogers and play an important role 

in developing plans and policies for advancing quality teaching and learning, supporting academic student 

success, and recruitment and retention efforts. 

 
PLEASE MEET THE EXTENDED DEAN’S TEAM: 

 

DR. ISTVAN IMRE, ASSISTANT ACADEMIC DEAN OF STUDENT SUCCESS 
Dr. Istvan Imre is an Associate Professor in the Department of Biology.  He has been employed at 

the University since 2006 and was instrumental in developing the University’s esteemed four-year 

Honours Bachelor of Science in Biology program and the newer Honours Bachelor of Science in 

Environmental Science program.  Imre hold a doctorate in Biology from Concordia University and 

has research interests in fish population ecology.  In 2013, Imre received the Distinguished Award. 

 

 

DR. LINDA BURNETT, ASSISTANT ACADEMIC DEAN OF TEACHING AND LEARNING 

Dr. Linda Burnett is an Associate Professor in the Department of English and Film and has been at 
Algoma since 2004.  Her research interests include Canadian drama and the theatre of Atlantic 
Canada, feminist revision of canonical tragedy, and interdisciplinary, feminist, postcolonial, and 
philosophical approaches to literature.  She is developing new research interests in creative 
nonfiction the scholarship of teaching and learning.  She holds a doctorate in English from McGill 
University, has been heavily involved in various University committees, including Senate and the 
Senate’s Academic Standards and Teaching & Learning Committee. As well, she has served as chair 
of her department and faculty, and as president of the Algoma U Faculty Association. 

In her new role as an Assistant Dean, Dr. Burnett has a long list of plans, including organizing a 

number of teaching workshops, adding to the AU webpage resources and events pertaining to 

teaching & learning, developing further the teaching & learning  resources in the Library (with 

SH203/ Ext. 4372 
dawn.white@algomau.ca 

NW307/ ext. 4212 
karen.hudson@algomau.ca 

 

CC402/ ext. 4341 
istvan.imre@algomau.ca 

 

SH405/ ext.4324 
linda.burnett@algomau.ca 
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the goal of eventually establishing a Teaching & Learning Centre), establishing a teaching mentoring 

program, with others creating two teaching awards, and working to foster interdisciplinarity and 

support innovation and collaboration in the activities of the disciplines. She is interested in hearing 

from faculty who would be willing to offer workshops or presentations to their colleagues in any 

area related to teaching and learning—or who have, and would be willing to share with other 

faculty, innovative assignments, grading rubrics that have worked well, good teaching dossiers, and 

the like. She invites faculty to let her know what aspects ofteaching & learning they would like more 

support for or information about, and to ask her questions and share with her their ideas about 

teaching & learning at Algoma   

PEDRO ANTUNES, EXECUTIVE LEAD, RESEARCH 
Dr. Pedro M. Antunes is an Associate Professor in Department of Biology since 2010. He started as 

the recipient of an Ontario Ministry of Natural Resources Research Chair and, in 2015, he was 

named Canada Research Chair in Invasive Species Biology. Dr. Antunes began his academic studies 

in Biology at the University of Evora, Portugal (1999). He then undertook his doctoral research in 

Soil Science at the University of Guelph (2005) followed by post-doctoral research at the Free 

University of Berlin, Germany. Research in his laboratory (Plant and Soil Ecology Laboratory) aims 

to understand soil organisms and their interactions with plants. Dr. Antunes assumed the role of 

Executive Lead (Research) effective January 1st, 2018 

DAVE MARASCO, REGISTRAR 

Dave Marasco is responsible for overseeing the many functions of the Registrar’s Office. Dave, along 
with his staff, are committed to providing personalized professional services to potential, new, and 
returning students – from the student’s first contact right though graduation day. They also manage 
the administrative aspects of every student’s educational experience ranging from admission and 
registration to exchange programs and career services. Dave considers himself a great cook and will 
put his homemade pasta sauce against anybody’s, any day!  He is also quite the early riser... if he’s 
not cooking up a batch of his homemade sauce at 4am, you will likely find him in his office.   
 
 

KEN HERNDEN, LIBRARIAN 
Ken Hernden BA (Hons.), MLIS (Western University) has served for the last twelve years as University 
Librarian & University Archivist at Algoma University.  Previously, he worked as Head of Reference, 
Audio-Visual and Systems at the North Bay Public Library, as Adjunct Archivist with the York 
University Archives & Special Collections, and as Librarian/Archivist at Rush University (Chicago, Ill.). 
He has also served as co-founding director of Algoma’s Shingwauk Residential Schools Centre.  At the 
university, Ken also works in various roles as a member of Senate and its committees, as well as a 
member of the administration’s Director’s Leadership Team and the Research Advisory Committee. 
He represents the university at the provincial level as a director and past executive member of the 
Ontario Council of University Libraries and Knowledge Ontario.  Nationally, Ken is voting member of 
the Canadian Research Knowledge Network. For 2017-2018, Ken was seconded to the university’s 
Aboriginal Institute partner, Shingwauk Kinoomaage Gamig (Teaching Lodge) where he worked to 
help secure the funding for and then to develop a “National Chiefs’ Library,” a combined library, 
archives, and gallery facility at Shingwauk.   

NW300/ Ext. 4218 
registrar@algomau.ca 

Library/ Ext. 4360 
ken.hernden@algomau.ca 

CC405/ ext. 4379 
pedro.antunes@algomau.ca 

 

http://pantunes4.wixsite.com/plantsoilecologylab
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General Information 

OFFICE LOCATION 

Each full-time faculty member 
is provided with an office and 
a telephone extension. Part-
time faculty members have 
access to a shared office 
space (located at WW 106) 
equipped with computers, a 
printer and a telephone 
extension (ext. 4228).  
 
This shared space is accessible 
using your Access card and/or 
keys, and is available as long 
as the Main Campus doors are 

unlocked. For security purposes and to ensure equal access 
to all part-time faculty, you are asked to take your 
belongings with you at the end of each session. 
 

KEYS (Office and Classroom) 
Keys are obtained from the Coordinator of Housing and 

Conference Services (Ms. Rose Linklater) in the Housing 

Office, located in the Spirit Village residence area. Faculty 

are responsible for picking up (and dropping off) their 

classroom and office keys personally as signatures are 

required. 

ALGOMA UNIVERSITY ACCESS CARD 
Your Algoma University Access Card is your primary 

university identification and acts as your library card, 

George Leach Centre pass, and parking pass. It is also used 

for accessing certain areas of campus with proximity 

readers such as classrooms, offices, the mailroom, and for 

utilizing the print services machines.  You can pick up your 

card from the IT Help Desk currently located on the 3rd floor 

of the Arthur Wishart Library. 

PARKING FACILITIES 
Parking is offered at a 50% discount for faculty and is paid 

through payroll deduction. Should you require this service, 

contact the ITS Help Desk which will set up an automated 

deduction of $12.50 (current rate) from your bi-monthly 

pay cheque. 

Parking is permitted in designated areas only. Unauthorized 

parking (e.g., fire zones) could result in the vehicle being 

ticketed or towed away at the owner's expense. Bicycles, 

while exempt from parking fees, must be parked in the 

bicycle racks provided on campus.  

SPACE AND FACILITY BOOKING 
Rooms and facilities can be made available should you 

require space beyond the classroom for teaching activities 

or other university business. Visit the Algoma University 

room booking website (http://booking.algomau.ca) for 

instructions and room availability. To request a computer 

lab, log in to employees.algomau.ca and click on the ‘Lab 

Booking Request’ link under the dashboard. A confirmation 

email will be sent to you once your request has been 

processed and confirmed. All room bookings are managed 

through the Office of the Registrar. 

If you are booking a room for activities not directly related 

to university business you should refer to the Facility 

Booking Policy.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ITS Help Desk 
Ext. 4450 

Wishart Library 
IT Request Form: 

employees.algomau.ca 

 
Shipping and Receiving 

Ext. 4422/4421 (voice mail) 

 
Rose Linklater 

Coordinator of Housing 
Ext. 4215 

Housing Office 
Rose.linklater@algomau.ca 

 
 

 
 

http://booking.algomau.ca/
https://my.algomau.ca/tools/documents/policies/Building/Facility%20Booking%20Policy.pdf
https://my.algomau.ca/tools/documents/policies/Building/Facility%20Booking%20Policy.pdf
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FACULTY LOUNGE 
Algoma University Faculty are invited to use the faculty 

lounge in SH 404.  Tables, sofas, a refrigerator and a 

microwave are available. Both full and part time faculty 

are welcome to use the space; however, it is not to be 

used for faculty-student meetings. 

LOST AND FOUND 
All lost and found items can be retrieved from the Security 

Desk located in the NW200 level corridor. 

MAIL 
Mailboxes are provided for all faculty and are located in 
SH 408. If you do not have a mailbox, please contact the 
Dean’s Office at facsecretaries@algomau.ca.  
 
For incoming mail, please ensure the labelling for your 
items include your name, department and office number to 
help with the accurate and timely delivery of your items. 
Items that are too large to fit in your mail box will be placed 
on the shelf below. 

 
For regular outgoing mail, please ensure your items are 
placed in the appropriate bin in the mailroom for daily (M-
F) pick-up. Should you require courier services, Algoma 
University has a corporate account with Purolator. To send 
a package by courier, fill out an ALGOMA UNIVERSITY 
COURIER REQUEST slip for shipment within Canada. A 
PUROLATOR U.S. & INTERNATIONAL BILL OF LADING slip 
along with a COMMERCIAL INVOICE must be filled for all 
U.S. and International Shipments. Copies of these slips can 
be found in the mailroom. Purolator packages are to be left 
beside the regular outgoing mail bins. 
 

CAMPUS MAP 
Please see Appendix A for a campus map, including 

detailed maps of Shingwauk Hall and Essar Convergence 

Centre.  

 

 

 

mailto:facsecretaries@algomau.ca
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Computing for Algoma University Instructors

EMPLOYEES.ALGOMAU.CA 
Employees.algomau.ca is the internal centralized source 

for everything ‘AU’. It contains links to many required 

tools and services such as email, class lists, the CMS, 

payroll information, policies and documents, as well as 

links to audio/video equipment booking, the ITS Help 

Desk, Physical Plant and Communications. To log onto 

employees.algomau.ca, use your Algoma University log 

in and password.   

 

For further information on employees.algomau.ca please 

contact the ITS Help Desk. 

FACULTY EMAIL 
Each faculty member receives an Algoma University 

email upon hire.  In general, all faculty members’ emails 

are listed as firstname.lastname@algomau.ca and 

students are listed as 

firstinitiallastname@students.algomau.ca.   
Faculty and students are required to use their Algoma 

University email for all official university 

communications.   

Each class at Algoma University has a group alias that 

enables faculty to contact all members of a class at once. 

Remember to advise your class to check their email 

regularly should you plan to rely on this method of 

communication. Each alias can be found in the AlgomaU 

global address list. For example, the class email alias for 

Geography 2356 offered in the fall 2017 term would be 

GEOG2356A17F@algomau.ca. Please contact the ITS 

Helpdesk if you require assistance. 

You can access your email at both your workstation on 

campus or remotely by visiting gmail.com. You will log in 

using your algomau email address and the standard AU 

password that you have always used. 

G SUITE for EDUCATION 
Algoma University uses Google’s G Suite for Education.  

G Suite is a web based collaboration platform by Google 

that includes a number of applications including: 

 Gmail, Calendar and Contacts (Web based 

applications that can replace your existing email 

program) 

 Google Drive (application for storing files and 

documents online) 

 Google Docs (Word processing similar to 

Microsoft Word and specialized in the ability to 

collaborate with others) 

 Google Sheets (spreadsheet tool similar to 

Microsoft Excel) 

 Google Slides (presentation tool similar to 

Microsoft PowerPoint) 

 

G Suite is a collaborative suite of products provided by 

Google that allows you to work with others with ease.   

 

For more information contact danny.reid@algomau.ca  

COURSE MANAGEMENT SYSTEM (CMS) 

Every course is accompanied by the Course 

Management System (CMS).  Faculty are strongly 

encouraged to use this online tool which is designed to 

enhance the student learning experience outside the 

classroom. It is a place for faculty to communicate with 

students by posting course content such as outlines, 

notes, and quizzes, as well as opportunities for 

faculty/student interaction such as the creation of chat 

rooms. 

The CMS can be used to: 

 Organize your course lectures, notes, media, 

and files for students. 

 Communicate with students via instant 

messaging.  

 Communicate with an entire class at once and 

view shared concerns via the public forum 

option.  

 Restrict access to your course and material with 

enrolment keys. 

 Create online quizzes and assignments. 

 Update online grade books in real-time. 

 Create surveys and class reports. 

 Receive student assignments. 

All faculty and students can access the CMS through 

employees.algomau.ca or by following the link: 

http://courses.algomau.ca. 

mailto:firstname.lastname@algomau.ca
mailto:firstinitiallastname@students.algomau.ca
mailto:danny.reid@algomau.ca
http://courses.algomau.ca/
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The AU Handbook for CMS provides additional 

information about the available features on the CMS and 

how it can help you in the management of your course. 

These handbooks are sent to faculty shortly after the 

hiring process is complete; however, contact Rose Taylor 

should you require another copy. The ITS Help Desk can 

also provide CMS training. 

ALGOMA UNIVERSITY HELP DESK 
The Algoma University ITS Help Desk provides several IT 

services to faculty including computer ordering and set-

up, setting up account usernames and passwords, 

printing support, and audio/visual support in the 

classroom. 

To contact the Help Desk, click the “Service Desk” button, 

followed by “Contact Helpdesk” on the 

employees.algomau.ca website and create a new ticket. 

If you require immediate assistance contact them at 

extension 4450 or visit them in person on the 3rd level of 

the Arthur Wishart Library. 

 

SUBMITTING GRADES 
At the end of the semester, the Registrar sends an email 

to faculty regarding the time period required to submit 

grades electronically. The time period covers the last day 

of classes for the semester and the Senate approved 

deadline date.   
The submission deadline dates for final grades for the 

2018-2019 academic year are as follows: 

December 31, 2018 – all 2018F courses; 

May 2, 2019 - all 18W, 18FW courses; 

June 21, 2019 – all 2019SF courses; 

August 7, 2019 – All 2019SP and 2019SS courses   

 

After the specified date has expired, you will no longer 

be able to submit final grades electronically. Please note 

a delay in your grades submission may jeopardize the 

graduation status of students. If you require additional 

information, contact the University Registrar (Dave 

Marasco) at registrar @algomau.ca.  

To submit grades electronically please use the following 

directions: 

 Go to https://employees.algomau.ca 

 Log-in with your AU username and password 

 Click on ‘Courses’ 

 Under submit grades for each course(s), click 

‘submit’ and follow the instructions. 

If you require assistance contact the Help Desk. 
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Checklist: Course Planning and Administration 
 

The following checklist has been created to help you stay organized while preparing for your course(s).  It provides 

detailed information and additional resources to assist with course materials and classroom preparation.   

Task Details 

Preparing Material for your class 

 Have arrangements been made to put course 
materials on reserve in the library (if needed)? 

 Have arrangements been made to order course 
materials and textbooks from the bookstore (if 
needed)? 

 Do you need a coursepack for your course(s)? 

Text book orders must be submitted to the Book Store 
(0922mgr@follett.com/ dpighin@follett.com) one month 
prior to the start of classes (or within 14 days of being 
hired, whichever is later if you are part time).  
 
See section in Handbook, “Assembling Course Materials” 
for information on book and coursepack orders.  

Classroom 

 Do you know where your classroom is? 

 Do you need additional equipment?   

 Will you need assistance learning how to utilize the 
A/V equipment? 

 Do you need assistance setting up your course on 
the CMS? 

Classroom assignments are posted by the Registrar 
immediately prior to the start of the term. 
 
For assistance in using classroom A/V equipment or using 
the CMS, please contact the ITS Help Desk at ext. 4450. 
 

Course Syllabus 

 Have you provided a copy of your course syllabus to 
the Academic Dean’s office? 

 Does your course syllabus contain all necessary 
items as outlines in the course syllabus checklist? 

A copy of each syllabi are to be submitted to the Dean’s 
Office (facsecretary@algomau.ca) for filing by the start of 
the second week of class. 
 
See section in this Handbook entitled “Preparing your 
Course Syllabus” for additional information. 

Academic Regulations and Policies 

 Have you reviewed Algoma University’s academic 
policies for grading, final examinations, academic 
dishonesty, grade appeals, proctoring or intellectual 
property, etc. 

To view the full list of policies visit: 
https://www.algomau.ca/administration/policies_and_pro
cedures/ and Chapter 3 (Academic Policies, Procedures 
and Regulations) of the Algoma University Academic 
Calendar. 

Student Services 

 Are you familiar with the student services that are 
available? 

See section in this Handbook “Student Success Central- 
Student Supports” as well as the student services webpage 
https://www.algomau.ca/student-life/student-services/ 

Office Hours 

 Have you determined what your office hours will be 
yet? 

The FT Collective Agreement states that faculty shall 
maintain office hours for student contact (a minimum of 
two office hours per week for each 3-credit course taught). 
The PT Faculty Collective Agreement states that it must be 
clearly identified how students may contact the faculty 
member outside of class hours and respond to the student 
in a timely manner.  

Class Lists 

 Do you know who and how many students are 
enrolled in your class (es)? 

Updated class lists are accessible by logging into 
employees.algomau.ca and viewing “My Classes” under 
the “Dashboard”. If you are having trouble accessing your 
class lists, please contact the Office of the Registrar at 
regoffice@algomau.ca. 

mailto:0922mgr@follett.com/
mailto:dpighin@follett.com
https://www.algomau.ca/administration/policies_and_procedures/
https://www.algomau.ca/administration/policies_and_procedures/
https://www.algomau.ca/student-life/student-services/
mailto:regoffice@algomau.ca
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Preparing your Course Syllabus 

The checklist below acts as a guide for faculty members 

and Department Chairs to ensure course syllabi follow 
the recommended template approved by the Curriculum 
Committee (https://www.algomau.ca/academics/office-
of-the-dean/forms-templates-and-tools/). It is 
recommended that faculty review the checklist below 
before finalizing any syllabi.  If you are uncertain about 
any portion of your syllabus, it is advised that you review 

with your respective Department Chair.  It is important 
to ensure that the learning outcomes and objectives are 
related to the learning outcomes for your particular 
program. 
 
Additional information may be provided to students 
beyond what is contained in this checklist. If you have 
any questions regarding this checklist, please contact the 
Office of the Academic Dean.

 
 

Course Syllabus Checklist:

 Instructor office hours and 

contact information 

 Course code, title, description 

and prerequisites 

 Class location and time 

 Course website/ CMS 

enrolment key (if applicable) 

 Learning Outcomes 

 Attendance Policy 

 

 Learning Objectives 

 Required textbooks, suggested 

readings and additional supplies 

 Course requirements and 

assessments (e.g., methods of 

evaluations) 

 Deadlines and penalties for late 

work and missed tests 

 Course schedule by week 

 Important dates: withdrawal 

dates, exam period, etc. 

 Statement on academic 

dishonesty 

 Reference to the final exam, 

electronic device and attendance 

policies 

 Disability accommodation 

information 

 

PLAN SCHEDULE OF LECTURES AND ASSIGNMENTS 
When planning your course schedule it is important to 

take into account academic dates, statutory holidays, 

days of religious observances and the final drop/add 

date.  A full list of these dates and deadlines can be found 

in Chapter One of the Academic Calendar.  

https://algomau.ca/academics/academic-calendar/ 

 

PREPARE AND SUBMIT COURSE OUTLINE 
As per the Part Time and Full Time Faculty Collective 

Agreements, faculty members are to have available by 

the start of the first day of class each term, a complete 

draft course syllabus for student information.   

 

A copy of each syllabi shall be submitted to the Dean’s 

Office (facsecretaries@algomau.ca) for filing with the 

University’s records by the start of the second week of 

class.

 

https://www.algomau.ca/academics/office-of-the-dean/forms-templates-and-tools/
https://www.algomau.ca/academics/office-of-the-dean/forms-templates-and-tools/
https://algomau.ca/academics/academic-calendar/
mailto:facsecretaries@algomau.ca
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Assembling Course Materials 
 

LIBRARY SERVICES  
(http://library.algomau.ca) 

The Wishart Library offers a wide 

selection of books, electronic 

resources, periodicals, government 

documents, audio visual media and 

archival materials of the Shingwauk 

Residential Schools Centre to help 

assist faculty and students in their 

research needs. 

Faculty can use their Algoma 

University access card as their library 

card to access both online and print 

material from the Arthur A. Wishart 

Library. Faculty may borrow books 

from the general collection for a 120-

day period. Extended loan periods 

may be requested; however, faculty 

will need to return any materials that 

are requested by other library users 

during this period. 

COURSE RESERVES 
If you require material be set aside 

for your students, visit or contact the 

circulation desk at ext. 4610/4615 or 

library@algoma.ca for additional 

information. 

If the Wishart Library does not hold a 

particular book or periodical in its 

collection, a request can be made for 

an inter- library loan via RACER. 

COURSE PACKS 
Algoma University uses Canadian 

Scholars’ Press Inc. (CSPI) for all 

custom coursepacks.  Instructors 

interested in a coursepack for their 

course can contact CSPI at jean-

paul.hernandez@CSPI.org. 

AUDIO VISUAL RESERVES 
A selection of audio-visual equipment 
and technical resources are available 

at the Wishart Library. Items can be 
reserved through the online booking 
system at 
http://booking.algomau.ca.  

ORDERING TEXTBOOKS 
Faculty can order all class textbooks 

through online adoptions.  

1. Visit www.algomashop.com and 
click on the “Books” banner, 
followed by “Online Adoptions” 
2. If you have not yet registered, 
you will need to click on the ‘New? 
Register Here’ banner 
3. The store supplied password is: 
0922 
4. Follow the instructions, and if you 
have any questions, please contact 
the bookstore manager, Devyn 
Pighin, at dpighin@follett.com  or 
0922mgr@follett.com or ext. 4711. 

COPYRIGHT GUIDELINES 
Any photocopying or scanning by faculty and students from copyrighted works must be limited to what is allowed under 

the Copyright Act of Canada with guidance from the Access Copyright Model License currently in force at Algoma (see 

Appendix B). Please visit the link copy works outside of Access Copyright’s repertoire, which can be checked 

at: https://portal.accesscopyright.ca/cportal/licences/EPWorkSearch.aspx. to confirm the titles you wish to copy are 

covered.  

If so, you can copy up to 20% of a book or an entire article from a magazine, journal or newspaper. You can also consult 

the print and copy information located near every printer on campus, or at the back of this manual for additional 

information including the creations of copies and their distribution. You are expected to make every effort to respect the 

law and license agreements in your use of copyrighted materials for both personal and professional activities.   

If you intend to copy beyond the limits of an individual book or periodical, you can request permissions through the 

lookup tool at Access Copyright: http://discovery.accesscopyright.ca. Over-limit permissions are subject to pay-per-use 

pricing. When you search for a title, the record will be displayed and the “pay-per-use” button is on the right hand side 

below the Comprehensive License Status box. If you think you will be requesting permission for over 20% (to 25%), then 

you can email permissions@accesscopyright.ca and they will set up an account for your convenience. 

If the title is not found, Access Copyright now offers a service to assist its clients to get permission for items outside of 

the repertoire. Please visit this link for additional 

information:  https://portal.accesscopyright.ca/cportal/licences/EPCantFindThePublication.aspx.   You may also wish to 

consider accessing alternate materials through licensed resources already on campus, such as library databases. Please 

contact library staff for details. 

Questions concerning copyright should be addressed to copyright@algomau.ca. 

http://library.algomau.ca/
mailto:library@algoma.ca
mailto:jean-paul.hernandez@CSPI.org
mailto:jean-paul.hernandez@CSPI.org
http://booking.algomau.ca/
http://www.algomashop.com/
mailto:dpighin@follett.com
https://portal.accesscopyright.ca/cportal/licences/EPWorkSearch.aspx
http://discovery.accesscopyright.ca/
mailto:permissions@accesscopyright.ca
https://portal.accesscopyright.ca/cportal/licences/EPCantFindThePublication.aspx
mailto:copyright@algomau.ca
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Other Considerations…
COURSE SYLLABUS 
The first day of class should include a detailed discussion 

of your course syllabus and the class expectations. You 

should cover the important dates and deadlines, the 

class schedule, assignments, and any course learning 

outcomes. If you plan to manage your course using the 

CMS, be sure to inform students on the first day and, if 

possible, offer a brief demonstration. 

TEXTBOOKS  
Some students may wait until after the first class to 

purchase course materials; however, by the second 

week, they should have all the required materials, 

provided they are available for purchase in the 

bookstore.    

 

STUDENT SUCCESS CENTRAL- LEARNING CENTRE 

and DISABILITY CENTRE ACCOMMODATIONS 
Students may require accommodation such as note 

taking, priority seating, tape recording of lectures and/or 

exam accommodations. Should a student be approved 

for these or other accommodations, you will be 

contacted by the Learning Centre. You are encouraged to 

keep a copy of this contact in your files. Students may 

also approach you at the beginning of the semester to 

inform you of the accommodations they have been 

granted. If you require further clarification about how 

best to meet your student’s needs you can contact the 

Coordinator of the Learning Centre/ Disability Service 

(learning@algomau.ca). 

 

STUDENT ENROLMENT 
Course numbers may fluctuate until the official drop/add 

date which usually occurs during the third week of 

classes. The last day students can register or change 

courses for 18F and 18FW courses is September 14, 2018 

and January 16 is the last day for 2019W courses. May 7, 

2019 is the last day students can withdraw from 2019SF 

and 2019SP courses and June 18, 2019 is the last day for 

2018SS courses. Some students may miss the first class 

(or two) while new students, not on your original class 

list, may show up. Be prepared with extra copies of your 

course syllabus. While you should do everything you can 

to accommodate students who enroll late, they are 

ultimately responsible for catching up on what they have 

missed. 

 

CLASSROOM LOGISTICS 
Some classrooms have complex lighting systems and 

technology. You may wish to visit your classroom in 

advance to see if it has the features you need. You can 

also schedule a demonstration session with an IT staff 

member (through the Help Desk) on the use of overhead 

projectors, speakers, and microphone set up, if needed. 

CANCELLATION OF CLASSES AND CHANGING CLASS 

TIMES OR LOCATION 
It is the responsibility of faculty members to teach all 

classes as officially scheduled and to be on time. If you 

know in advance you are not able to teach a class, you 

may arrange with a colleague to cover that class, or 

arrange with students for an alternate date/time, as long 

as every student in that class is able to attend.   

 

If you are unable to attend a class or require your course 

to be postponed or cancelled you must contact the 

Academic Dean’s office at facsecretaries@algomau.ca as 

soon as possible (4:00pm for evening classes). The 

Dean’s office will inform students of the cancellation.  

 

Faculty members may not terminate a class before the 

scheduled end of the semester, cancel classes before or 

after holidays or term breaks, or move the regular time 

and place of the course as listed in the class schedule, 

without the consent of the Academic Dean and in 

consultation with the Registrar. 

 

If bad weather requires the university to cancel classes, 

the radio, local news and television stations will be 

informed. Algoma University is now sending emergency 

communications for closure and class cancellations via 

text message. Log on to employees.algomau.ca and click 

“My Profile” to register for the most up-to-date 

information. 

 

mailto:learning@algomau.ca
mailto:facsecretaries@algomau.ca
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Preventing and Dealing with Academic Misconduct 

DEFINING AND MAINTAINING ACADEMIC 
INTEGRITY 
Academic integrity—the pursuit of scholarly activity free 
from fraud and deception—is an education objective of 
Algoma University. To preserve the credibility of 
conferred certificates, diplomas, or degrees delivered at 
Algoma University, it is essential that grade reports 
reflect the true competence of training of students.   
 
As stated in the Academic Calendar, dishonesty includes, 
but is not limited to, plagiarism, cheating, and 
impersonation. A complete definition can be found in 
Chapter 3 of the Academic Calendar and has been copied 
below: 
 

“Essentially plagiarism involves submitting or 
presenting work in a course as one’s own when in 
fact it is not. More specifically, plagiarism is defined 
by Algoma University as the presentation of work 
as one’s own which originates from some other 
unacknowledged source. In examinations, term 
papers and other graded assignments, verbatim or 
almost verbatim presentation of someone else’s 
work without attribution constitutes plagiarism. 
This is deemed to include the presentation of 
someone else’s argument in the student’s own 
words as it is where his/her own, without 
acknowledgement. Other forms of borrowing, 
include the purchase of essays, the use of fellow 
students’ written work, essays submitted in more 
than one course without permission of instructors, 
the borrowing of answers in take-home 
examinations and the unapproved submissions of 
group efforts as individual work, also come under 
the designation “plagiarism”.” 

 
The Disciplinary Regulations on Academic Dishonesty 
which can be found at this link 
https://employees.algomau.ca/services/wsDocuments/
3154?_ga=2.253964232.1307948418.1500902215-
2129613990.1433877411 outlines the types of academic 
infractions and their penalties at Algoma University.  All 
Algoma faculty members must understand and enforce 
this policy and its procedures.  
 

 

PREVENTING ACADEMIC MISCONDUCT 
The key to maintaining an environment of academic 

integrity in Algoma classrooms is being consistent in both 

the enforcement of penalties for academic infractions 

whenever an act of academic dishonesty is discovered, 

and in the setting of standards applicable to all students.   

At the beginning of each course, the instructor is 

responsible for providing a statement clarifying the 

application of academic integrity criteria for that course.  

Faculty should outline their expectations for academic 

integrity at the beginning of each semester along with 

guidelines about citations, inclusion of research, and why 

research integrity matters.   

Encourage your students to familiarize themselves with 

both the Student Code of Conduct (academic) and the 

Disciplinary Regulations on Academic Dishonesty policy.   

Some examples of ways that you can help to promote 

academic integrity at Algoma include: 

 Be a good role model and include citations on all 

sources used in course material, including 

slideshows and handouts.   

 Understand that not all students will have the 

same background knowledge of citation 

techniques.   

 Ensure that the citation requirements for your 

course are clearly laid out from the beginning, 

and the style manual edition is specified. 

 Discuss methods that you can use to check for 

plagiarism and if possible provide specific 

examples. 

 Discuss the importance of academic integrity and 

the value of a university degree. 

 Engage students in a discussion about their 

responsibilities as students and researchers. 

 Review correct methods of citation and how to 

paraphrase information. 

 

 

 

 

 

https://www.algomau.ca/media/style_assets/pdf/disciplinary_regulations_on_academic_dishonesty.pdf
https://employees.algomau.ca/services/wsDocuments/3154?_ga=2.253964232.1307948418.1500902215-2129613990.1433877411
https://employees.algomau.ca/services/wsDocuments/3154?_ga=2.253964232.1307948418.1500902215-2129613990.1433877411
https://employees.algomau.ca/services/wsDocuments/3154?_ga=2.253964232.1307948418.1500902215-2129613990.1433877411


    20 
 

ALGOMA UNIVERSITY FACULTY MANUAL 

 

DETERMINATION OF ACADEMIC DISHONESTY 
Currently, Algoma University does not have a general 

policy regarding the institutional use of sites such as 

Turnitin.com and Grammarly.com. Grammarly in 

particular may be helpful to isolate common writing 

mechanics issues in a piece of writing, but is not meant 

to be used as a primary plagiarism detection tool. 

 

When plagiarism is detected in a student’s work, the 

onus is on the instructor to show where the offence has 

occurred.  Once the original and plagiarized sections 

have been identified, the instructor should meet with the 

student to discuss where and why the plagiarism 

occurred in an effort to educate the student on academic 

conduct.  If the matter is still unresolved, the instructor 

should complete a Notice of Offence (see Appendix C) 

and assign a grade according to the Disciplinary 

Regulations on Academic Dishonesty policy (see above 

for link). The Notice of Offence form is then forwarded to 

the Office of the Dean. 

 

STYLE GUIDES AND RESOURCES 
Discipline style manuals are updated periodically by the 

respective associative bodies, with most Algoma 

departments adopting the newest editions.  Consult with 

the Department Chair to determine which edition is to 

be used for your course.  

 

Common style manuals used at Algoma include:  The APA 

Manual 6th edition (second and subsequent printings); 

the MLA Handbook 7th edition; Rampolla’s A Pocket 

Guide to Writing History 8th edition; McMillan’s Writing 

Papers in the Biological Sciences 5th edition (based on 

Scientific Style and Format 7th edition); ASA Style Guide 

4th edition; 

and the 

Canadian 

Guide to 

Uniform 

Legal 

Citation 7th 

edition, 

among 

others. 

 

Many third party sites develop quick guides for students; 

however, such sites (including OWL at Purdue University) 

are prone to errors and discrepancies, and should be 

used as a supplement to a discipline’s style guide rather 

than as a replacement.   

 

If you require more assistance, the staff at the Arthur A. 

Wishart Library are available to help set up workshops or 

deliver presentations on citation management software 

and provide guidance on copyright.   

For assistance with current style guides or quick guides, 

plagiarism education workshops, in-class presentations, 

or questions about how the Lab can help faculty, contact 

the Writing Lab at writing@algomau.ca. 

 

https://www.algomau.ca/media/style_assets/pdf/disciplinary_regulations_on_academic_dishonesty.pdf
https://www.algomau.ca/media/style_assets/pdf/disciplinary_regulations_on_academic_dishonesty.pdf
mailto:writing@algomau.ca
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Grading Policies and Practices 

The following is an excerpt from Chapter 3 of the Algoma University Academic Calendar detailing information about 

Algoma’s grading and examination policies. 

GRADING SYSTEM 
The grading scale for all individual courses is as follows: 

 

80-100% (A) 

Excellent Performance: comprehensive knowledge in depth 

of the principles and materials treated in the course, fluency 

in communicating that knowledge and originality and 

independence in applying material and principles. 
 

70-79% (B) 

Good Performance: thorough understanding of the breadth 

of materials and principles treated in the course and ability 

to apply and communicate that understanding effectively. 
 

60-69% (C) 

Satisfactory Performance: basic understanding of the 

breadth of materials and principles treated in the course 

and an ability to apply and communicate that understanding 

competently. 
 

50-59% (D) 

Marginal Performance: basic understanding of the breadth 

of principles and material treated in the course, but 

significant weakness in some areas and in the ability to 

apply and communicate that understanding 
 

0-49% (F) 

Failure: Inadequate or fragmentary knowledge of the 

principles and material treated in the course, or failure to 

compete the work required in the course. 

 

EXAMINATIONS 
Final examinations must be worth a minimum 25% of the 
student’s final grade, this includes both take-home exams 
and exams scheduled during the final examination period. 
 
All final examinations are the property of Algoma University 
for a period of at least 6 months. Under no circumstances 
are faculty to leave completed final examination questions 
and script for student pick up. Sessional faculty are required 
to submit final examination papers to the Registrar for 
storage. 

Please refer to Chapter 3 of the Algoma University Academic 
Calendar for full final examination policies. 
 

SUBMISSION OF GRADES  
Please see page 14 for submission of electronic grades. 

 

NOTATIONS  

The following notations will be included in the student’s 

transcript only when courses are not assigned a numerical 

grade. 

P Pass 

F Failure 

W Withdrawal- no penalty 

I Incomplete; no credit granted for specified time 

period (after which the I is replaced with an F) 

AG Aegrotat standing; credit (but no grade) granted 

due to incomplete course work 

NC No credit 

R Replaced- no credit 

T Transfer credit 

IP In progress  

LOP Letter of Permission 

AD Academic Dishonesty 

 

EARLY FEEDBACK POLICY 
Providing feedback to students on academic work, 
completed or in progress allows students to measure their 
understanding of the course content and their progress on 
learning objectives.   
 
All faculty must provide at least 20% of the final grade to 
students prior to the last day to withdraw without 
academic penalty. While this is generally seven weeks into 
a semester, please check the current Algoma University 
Academic Calendar for the exact date.  
 
The provision of early feedback will help to provide your 
students with constructive and timely feedback.  This allows 
students to reflect on their status in the course, and make 
an informed decision regarding their course registration
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Student Feedback of Teaching (SFT) 
 

A Student Feedback of Teaching (SFT) is conducted for every class and laboratory taught at Algoma University.  

 
Except for special cases (e.g., condensed courses), all SETs are conducted online during the first class of each of your 
courses during the 3rd last week of the fall and winter semesters.  
 
At the beginning of class, please visit  https://employees.algomau.ca/sft  and display the instructions on the screen for 
the students.  Once students have been provided with the instructions, please leave the room for approximately 15 
minutes so that students are able to complete the survey questions.  Students will login to the student portal to access 
the questions.  They can use a laptop or mobile device to complete the Student Feedback of Teaching (SFT).  Students 
who do not have a device to complete the SFT will be afforded five additional calendar days to complete the 
questionnaire.  After five days, access to the SFT for the specific course will have expired. 
 

In the event of a class cancellation, the Office of the Registrar will be notified and the start and end date of the SFT for 
the course in question will be reprogrammed. 
 

Evaluations are completed anonymously and the results will be made available online for viewing after grades have been 
submitted and verified.

SFT FAQs

How do I access my Student 
Evaluations of Teaching (SFTs)? 
SFTs can be accessed by logging into 
your employees@algomau.ca 
Dashboard and clicking on “My 
Courses”. 
 
For each course listing there is now a 
section for “Evaluations”.  
 
 “Type” refers to the SFT 

collection method with three 
options:  
 Online, Paper & None 

 “Period” refers to past or current 
evaluation period. 
 “Action” refers to the status of 

the evaluation with two options:  
 “In Progress” - courses 

currently being evaluated or 
courses that have been 
evaluated but for which 
grades have not yet been 
submitted  

 “View” - courses that have 
been evaluated in the past 

When can I 
access my SFTs? 
You can access 
your SFTs once 
the grades for 
your course 
have been 
submitted and 
verified.  

 
Can I access my 
SFTs from past 
terms? 
Your Student Evaluations of Teaching 
will be accessible dating back to the 
year 2006 and will be listed under 
“My Courses”.  
 
Can I print my SFTs? 
You can print a specific SFT by pulling 
it up and printing the page 
(FilePrint or CTRL-P)  
 
 
 

Summary Section – The summary 
section now shows the term, course 
and ratio of students who completed 
the evaluation. 
 
Overview – The overview section now 
shows bar and line graphs comparing 
your class mean for each question to 
the Algoma University population 
mean for each question.

https://employees.algomau.ca/sft
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Student Success Central- Student Supports 
 

Algoma University continually strives to improve the student experience. This year, Algoma University is pleased to launch 
‘Student Success Central’.  This is a one-stop shop for students offering a complete range of services to students including 
the following: advising; registration, financial aid; academic support; and student well-being, etc. You are encouraged to 
refer students to this one-stop shop (located in NW 307) – qualified staff will be able to address student questions or 
concerns directly or, if required, redirect students to the appropriate service or staff for further assistance. Information 
regarding academic supports and student success and well-being can be found below. Please familiarize yourself with 
these programs and promote them to students if/when you feel it necessary. 

ACADEMIC 
  
THE LEARNING CENTRE & DISABILITY SERVICES 
The Learning Centre has a variety of services available to 

help students reach their academic potential and ensure 

success.  These services include the following: study and 

time-management skills; reading strategies; lecture note 

taking; exam preparation and/or accommodation; 

alternate format texts; academic honesty; public speaking 

among others.   

Free student success workshops covering many of these 

topics are also available throughout the year. Contact 

learning@algomau.ca for more information. 

Students who have documented physical, learning or 

mental health challenges can take advantage of the 

services offered through Disability Services. Students 

should identify themselves in confidence to the Disability 

Services Coordinator to set up the appropriate 

accommodations. 

 

TUTORING 
All students at Algoma University can receive up to 6 

hours of free tutoring for each course per semester. 

Additional hours are available at a low rate.   

If a student is experiencing difficulty in your course or 

would like additional assistance in understanding the 

material, please encourage them to contact the Learning 

Centre at learning@algomau.ca to arrange for a tutor. 

 

 

 

 

 

BOUNCE BACK 2.0 

(BB2.0) PROGRAM 
Bounce Back 2.0 is a 

program for students 

on academic probation 

or at-risk of being on 

probation (with an 

average <60%).  The 

BB2.0 team believes 

this program is an 

essential tool for an at-

risk student’s success. 

Based on a student’s 

grade from the 

previous semester, 

those at risk are 

contacted prior to the 

next semester to meet 

with a BB2.0 academic 

coach. It is a four-step 

process that initially 

begins with a reflection 

of the previous 

semester and a review 

of the current 

semester. Goal setting 

and the development 

of an action plan are 

also part of the 

process.   

For more information please contact 

bounceback@algomau.ca

Karen Hudson 

Manager, Student Success and 

Wellbeing 
Ext. 4212 

NW307H 

karen.hudson@algomau.ca 

 

Jennifer Reid 

Co-ordinator Learning Centre/ 

Disability Services 
Ext. 4221 

SH200 

learning@algomau.ca 

 

Raquel Lehto 

Learning Strategist/ Assistive 

Technologist 
Est. 4225 

SH200B 

raquel.lehto@algomau.ca 

 

Marissa Ross 

Writing Lab Instructor 
Ext. 4226 

WW201 

writing@algomau.ca 

 

Mark DeFazio 

Math Lab Instructor 
ext.4239 

EW201 
mathlab@algomau.ca 

mailto:learning@algomau.ca
mailto:learning@algomau.ca
mailto:bounceback@algomau.ca
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LIBRARY SUPPORTS 
A Research Help Desk is located on the 3rd floor of the 

Wishart Library to help individual students with their 

research skills and strategies. The library can also tailor 

workshops and presentations for your class to highlight 

search strategies for relevant resources for course 

assignments and other relevant topics such as copyright, 

citation management software, open accessing publishing 

and author permissions. Contact the library at 705-949-

2101 or visit the library information desk for more details. 

 

WRITING LAB 
Located in the Wishart Library, the Writing Lab is a free 

service available to students to help them improve the 

writing skills they need to be successful at the university 

level.  

 

Faculty may refer students to the Writing Lab by using the 

Writing Lab Record of Referral and emailing it to 

writing@algomau.ca or putting it in the Writing Lab 

Instructor’s mailbox. All Referral records are kept by the 

Lab and forwarded to the Faculty member.  

 

Additional information on the writing lab, including the 

provision of in-class services, can be found on the Writing 

Lab webpage:  http://www.algomau.ca/student-

life/student-services/the-learning-centre/the-writing-

lab/?_ga=2.87437720.1492747146.1503924793-

2129613990.1433877411. 

MATH LAB  
Located in EW201, the Math Lab works on a drop-in basis 

to provide support for students wishing to improve their 

mathematical skills.  It is a free service where students can 

get assistance with equations and formulas. 

 

 

 

BOOKING APPOINTMENTS WITH THE WRITING 

OR MATH LAB 
Students can book appointments with either the 

Writing or Math Lab Instructor by visiting 

booking.algomau.ca and selecting the Writing / 

Math Labs link. 

 

 

 

 

 

mailto:writing@algomau.ca
http://www.algomau.ca/student-life/student-services/the-learning-centre/the-writing-lab/?_ga=2.87437720.1492747146.1503924793-2129613990.1433877411
http://www.algomau.ca/student-life/student-services/the-learning-centre/the-writing-lab/?_ga=2.87437720.1492747146.1503924793-2129613990.1433877411
http://www.algomau.ca/student-life/student-services/the-learning-centre/the-writing-lab/?_ga=2.87437720.1492747146.1503924793-2129613990.1433877411
http://www.algomau.ca/student-life/student-services/the-learning-centre/the-writing-lab/?_ga=2.87437720.1492747146.1503924793-2129613990.1433877411
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STUDENT SUCCESS AND WELL-BEING 
Supporting student learning, success and well-being is an important role of faculty at Algoma. Faculty are often in an 

unique position to identify and assist students who are in distress. Sometimes students may even look to faculty for help 
during these times.  The following information may assist you in recognizing signs of distress and determining the 
appropriate course of action. 

 

HOW TO RECOGNIZE DISTRESS 
Students can encounter a great deal of stress throughout their 

post-secondary education and sometimes lack the resources or 

knowledge to effectively manage it.  Students can become 

overwhelmed, limiting their capacity to cope. Below are some 

examples of signs of student stress that faculty may encounter: 

 

1. Decline in appearance and personal hygiene; 

2. Sudden change in attitude (e.g. withdrawal, becoming 

unusually quiet); 

3. Expressed feelings of persecution, extreme distrust in people with authority; 

4. Coming to work or class under the influence of alcohol and/or drugs; 

5. Increased absenteeism (missing class, appointments)/ Decline in performance or decline in academic work; 

6. Repeated expressions of hopelessness, helplessness, desperation or persecution. 

 

 

HOW TO ASSIST STUDENTS IN DISTRESS 
Faculty should familiarize themselves with campus resources by reviewing the Campus Safety and Health Services 

sections of the website.  Faculty can also visit the Student Success Central in NW 307 for further information on student 

counselling and how students can access that service. 

For further assistance with recognizing and responding to students who you believe to be in distress, refer to the 

following resources: 

 UBC: Assisting Students in Distress  

 University of Ottawa, Student Academic Success Service: Identifying and Assisting a Student in Distress  

 York University: Identifying & Responding to Students in Distress 

 

Note: If the student behaviour becomes threatening or disruptive, please follow the required steps outlined in the 

chart, “Steps to take when you encounter concerning behaviour on campus” which is found in every office and 

classroom.  A copy is located in the Appendix. If the student’s behavior is of a human rights nature (e.g., bullying), 

faculty must contact the Human Rights and Equity Office at equity@algomau.ca.

 
 
 
 
 
 
 
 
 

Teni Araba 

Director of Human Resources 

Ext. 4112 
Teniayo.araba@algomau.ca 

 

Brandi Bell-Tanninen 

Health and Safety Officer 

Ext. 4373 
brandi.bell-tanninen@algomau.ca  

 

https://facultystaff.students.ubc.ca/assisting-students-distress
https://sass.uottawa.ca/sites/sass.uottawa.ca/files/identifying_studentsve_oct2015_accessible_final.pdf
http://pcs.info.yorku.ca/identifying-responding/
mailto:equity@algomau.ca
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EARLY ALERT 
Early Alert is a service that enables those who interact most with students to recognize signs of mental health and 

potential risks. This includes faculty members, residence advisors and staff. The cornerstone of this innovative, cross-

campus program is early intervention and prevention through referrals for targeted support services. By addressing issues 

early, there is a higher likelihood that smaller problems can be prevented from escalating into much larger ones.  

 

This is an online referral system wherein residence advisors and academic instructors who are trained in Mental Health 

First Aid (MHFA) connect students to the appropriate support services to help them achieve a greater sense of wellbeing.   

 

How Early Alert Works  

• Faculty notice a student is facing difficulties that may inhibit overall health/success and subsequently identify such 

concerns using the online portals at employees.algomau.ca.  

• A Student Success Advisor will review the concerns and identify the most appropriate support services for the student.  

• A Student Success Advisor will contact the student to set up an in-person meeting time to discuss the concerns and the 

relevant support services to help the student get back on track. 

 

To protect student privacy, faculty will most likely not be contacted after concerns have been submitted; however, 

please be assured students will be contacted by a Student Success Advisor. 

 

 

 

I.M. Well  
http://www.ausu82.ca/im-well.html 

Another support available to students is I.M. Well (Integrated Mental Health & Wellness), a program designed to 

support student mental health and wellness. It is built specifically for AU students. Through this site, students can seek 

advice on issues related to addiction, legal, anxiety, relationship, financial, and more, available 24/7.  

  

http://www.ausu82.ca/im-well.html
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Health and Safety & Security 
 

HEALTH AND SAFETY 
Algoma University is committed to maintaining a safe and 

healthy environment for all members of the university 

community.  Each member has a part to play in reducing 

the risk of injury or hazard.  Faculty have a duty to comply 

with the Algoma University Health and Safety policy and 

shall report all hazards, property damage, injuries and 

incidents to someone in authority. As members of the 

university community, faculty have the duty to take an 

initiative on health and safety issues and to report any 

issues or concerns on campus, be it in the classroom, their 

office, or any common areas. 

Please review the information posted on the Health and 

Safety Section of the University website to familiarize 

yourself with all health and safety information.  This 

includes all health and safety policies, locations of first aid 

kits and automated external defibrillators (AED), the names 

of members of the Joint Health and Safety Committee as 

well as sections on Academic, Research, Arts and Lab 

Safety. 

HEALTH, SAFETY AND SECURITY POLICIES 
A complete list of health, safety and security policies can be 

found on the Algoma University website at 

https://www.algomau.ca/administration/policies_and_pro

cedures/ including: 

 Asbestos Management 
Program 

 Chemistry Safety Program 

 Emergency Response Plan 

 Fine Arts Safety Manual 

 Hazard Reporting Form 

 Health and Safety Policy 

 Incident Reporting Policy 
and Procedure 

 Incident Report and 
Investigation Form 

 International Travel Policy 

 Lab Safety Manual 
 

 Workplace Violence and 
Harassment Prevention 
Program 

 Personal Protective 
equipment Protocol 

 Scent Reduction Policy 

 Sexual Misconduct Policy 
and Protocol 

 Smoking Policy 

 Vehicle Safety Policy 

 Workplace Violence Policy 

 Off Campus Student 
Event Contact Form/ 
policy/ procedures/ 
waiver 

WALK SAFE PROGRAM 
The Walk Safe Program at Algoma University is designed to 

provide all students, faculty and employees with a sense of 

security when walking to their vehicle or residence in the 

evening. Between the hours of 8:00pm and 10:00pm, 

Monday-Thursday you can visit the Walk Safe table located 

beside the security desk or dial ext. 4444 on any campus 

phone to tell security that you require a Walk Safe attendant 

to walk you to your vehicle, residence or the GLC.   

WORKPLACE VIOLENCE AND 

HARASSMENT/RESPECTFUL WORKPLACE 
Algoma University is committed to providing a healthy, 

respectful and safe working environment and maintaining 

a workplace that is free of violence and harassment for all 

community members. Please see the Workplace Violence 

and Harassment Prevention program and Code of Conduct: 

Respectful Workplace Policy for more information on how 

to address concerns of this nature in the workplace. 

SEXUAL MISCONDUCT 
All members of the Algoma University community have the 

right to work and study in an environment that is free from 

any form of sexual misconduct. Sexual misconduct consists 

of a range of behaviours that includes, but is not limited to, 

sexual violence, sexual harassment, sexual assault, the 

threat of sexual assault, criminal harassment (including 

stalking and cyber harassment), and relationship violence.  

The Sexual Misconduct Policy outlines the University’s 

commitment to those who have experienced sexual 

misconduct and the supports/accommodations available. 

EMERGENCY PROCEDURES 
Each room on campus is equipped with an Emergency 

Procedures chart (see Appendix D and a Steps to take when 

you Encounter Concerning Behaviour on Campus chart (see 

Appendix E).  These charts outline all activities that must be 

undertaken in the event of emergency. 

Please take the time to familiarize yourself with the charts 

in your office and each of the classrooms that you teach in.  

Please also take the time to identify the nearest emergency 

exit to your classroom(s).  In the event of evacuation, you 

are responsible for guiding your class to the nearest 

emergency exit and ensuring they gather at the 

designated gathering point. 

In the event of a power outage or fire alarm while a final 

exam is in progress, instructors must follow the emergency 

procedures outlined in Chapter 3 of the Academic Calendar

https://my.algomau.ca/tools/documents/policies/Health,%20Safety,%20and%20Security/Health%20and%20Safety%20Policy.pdf?_ga=1.254805448.112427803.1443192554
https://my.algomau.ca/tools/documents/policies/Health,%20Safety,%20and%20Security/Incident%20Report%20and%20Investigation%20Form.pdf
https://my.algomau.ca/tools/documents/policies/Health,%20Safety,%20and%20Security/Incident%20Report%20and%20Investigation%20Form.pdf
https://my.algomau.ca/tools/documents/policies/Health,%20Safety,%20and%20Security/Workplace%20Violence%20and%20Harassment%20Prevention%20Program.pdf
https://my.algomau.ca/tools/documents/policies/Health,%20Safety,%20and%20Security/Workplace%20Violence%20and%20Harassment%20Prevention%20Program.pdf
https://my.algomau.ca/tools/documents/policies/Human%20Resources/Code%20of%20Conduct-Respectful%20Workplace%20Policy.pdf
https://my.algomau.ca/tools/documents/policies/Human%20Resources/Code%20of%20Conduct-Respectful%20Workplace%20Policy.pdf
https://my.algomau.ca/tools/documents/policies/Health,%20Safety,%20and%20Security/Sexual%20Misconduct%20Policy%20and%20Protocol.pdf
https://www.algomau.ca/media/style_assets/pdf/academic_calendar/Academic_Calendar_2015-2016.pdf
https://www.algomau.ca/media/style_assets/pdf/academic_calendar/Academic_Calendar_2015-2016.pdf
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Internal Funding Opportunities 
 

Internal funds are made available to both Full and Part time faculty to assist with professional development (e.g., 

membership or book purchases) and/or research activities. Full-time faculty have access to Professional 

Development Funds and Professional Expense Reimbursement Funds (PERF) are available to part-time faculty. Full-

time Faculty are also eligible to apply for the Algoma University Research Fund (AURF) and the Teaching and Learning 

Fellowship. Additional details and procedures regarding these opportunities with website links are found below. 

 

PROFESSIONAL DEVELOPMENT  

(Full-time faculty) 
According to the FT Collective, Articles 20:01 and 

35:09, a professional allowance fund is provided 

annually by the Board and is to be approved by the 

Faculty Chair of the member and the Academic Dean. 

For each year of the contract, $1,750 base allowance is 

provided. These monies can be used to participate in 

conferences as well as purchase books, IT items, 

research materials, professional memberships, etc.  If 

active participation in a conference is involved, an 

additional $1,000 is provided. Based on Article 35:09 

(ii), “Active participation means presenting a paper, 

presenting a poster session, moderating a session, 

active involvement in the administration of the 

conference, and other such activities.” 

NOTE: Any unused portion of the base allowance may 

be carried forward for one year; after that, it will be 

lost. 

 

PROCEDURES: 

For Non-Travel Expenses, a Purchase Order (P.O.) must 
completed following the guidelines in the Purchasing 
of Goods and Services Policy. The link to the P.O. and 
other Accounting Forms can be found here: 
https://employees.algomau.ca/faculty/forms. Once 
completed, the P.O. is submitted to the Faculty Chair 
and the Academic Dean for approval and processing. 
You will receive a scanned copy of the approved P.O. 
(with a PO #), after which you can make the purchase. 
Once the purchase is made, a Non-Travel Expense 
Claim form must be completed.  Please attach original 
receipts along with the claim form to the Faculty Chair 
and Academic Dean for approval and processing.  
Reimbursement will be direct deposited to the 
member’s bank account included in their semi-
monthly pay. 

 

For any IT related equipment, please consult the IT Purchasing Policy found here: 
https://employees.algomau.ca/services/wsDocuments/3140?_ga=2.61969386.731846211.1501512048-
2129613990.1433877411, and, if it applies, contact the ITS department for completion of the P.O. prior to seeking 
approvals. ITS will place the order once the approved P.O is provided or will authorize the member to make the 
purchase themselves. Any equipment purchased with funds provided under this Article remains the property of 
the university, but a member shall have the right if he/she so chooses to buy back such equipment at fair market 
value. 

 
If you are traveling for research purposes or to attend a conference, different forms are required.  You must first 

complete the Travel Authorization form prior to travel and the Travel Expense Form after travel.  Both require the 

signatures of the Faculty Chair and the Academic Dean.  The link to these Accounting Forms can be found here: 

https://employees.algomau.ca/faculty/forms.  Should you have any questions or require assistance with these 

forms, please contact the Dean’s Executive Assistant (Anna Thorpe).

 

 

 

 

 

 

 

https://employees.algomau.ca/faculty/forms
https://employees.algomau.ca/services/wsDocuments/3140?_ga=2.61969386.731846211.1501512048-2129613990.1433877411
https://employees.algomau.ca/services/wsDocuments/3140?_ga=2.61969386.731846211.1501512048-2129613990.1433877411
https://employees.algomau.ca/faculty/forms
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PROFESSIONAL EXPENSE REIMBURSEMENT FUND 

(PERF) (Part-time faculty) 
According to Article 28 of the PT Collective Agreement, a 

professional expense reimbursement fund will be provided 

annually by the Board and will be approved by the 

Academic Dean. For each 3 (three) credit course, $150 

expense reimbursement will accrue to the member to a 

maximum of $1,500.   

Note: Members may carry forward for one contract year 

(July 1 to June 30) any unused portion of the accrued 

allowance from the contract year preceding; after that, it 

will be lost. 

 
Members can access PERF for the following purposes: 
attend a conference; study leading to publication or formal 
presentation of professional papers; study for course 
preparation(s); computer equipment, books, periodicals 
and other professional tools; academic membership fees 
and/or professional development, including teaching 
workshops, academies and summer institutes. All 
expenditures must be pre-approved by the Academic 
Dean. 
 
PROCEDURES:  
For Non-Travel Expenses, a Purchase Order - PERF (P.O.) - 
must completed following the guidelines in the Purchasing 
of Goods and Services Policy. The link to the PERF P.O. and 
other Accounting Forms can be found here: 
https://employees.algomau.ca/faculty/forms. Once 
completed, the P.O. is submitted (electronic submissions 
are accepted) to the Academic Dean for approval and 
processing. You will receive a scanned copy of the 
approved P.O. (with a PO #), at which point, the member 
can make the purchase. Once the purchase is made, a Non-
Travel Expense Claim form must be completed.  Please 
attach original receipts along with the claim form to the 
Academic Dean for approval and processing.  
Reimbursement will be direct deposited to the member’s 
bank account included in their semi-monthly pay. 
 
If a member is traveling for research purposes or to attend 

a conference, different forms are required.  A PERF Travel 

Authorization form is to be completed prior to making travel 

arrangements and submitted to the Academic Dean for 

approval. The link to the PERF Travel Authorization form and 

other Accounting Forms can be found here: 

https://employees.algomau.ca/faculty/forms. The member 

will receive notification of travel approval from Financial 

Services at which point the member can arrange for travel. 

If an advance for travel is required (i.e.: flight, registration 

paid upfront), the member can submit the original receipts 

to the Accounting & Grants Officer. These will be matched 

with the Travel Authorization and processed prior to travel. 

Within five weekdays of return, the member is to complete 

a PERF Travel Expense Claim form, attached with original 

receipts, and submit to the Academic Dean for approval and 

processing. Reimbursement will be direct deposited to the 

member's bank account with their semi-monthly pay. 

Should you have any questions or require assistance with 

these forms, please contact Anna Thorpe. 

 
For more comprehensive information regarding the PERF 
and PERF procedures, please consult the PT Collective 
Agreement, specifically Articles 27 and 28 through this link: 
https://www.algomau.ca/wp-
content/uploads/2017/04/PTCA-2016-2019.pdf. 
 

TEACHING-RELATED FUNDING OPPORTUNITY  

(All Full-time Faculty are eligible to apply) 
The Fellowship provides funding opportunities to full-time 
faculty to help improve and enhance their teaching. Each 
year $5,000 is made available to be awarded to one or 
more successful applicants. Support is available for 
scholarly activities in a teaching and learning area related 
to the needs of AU and the interests of the grant recipients. 
Examples of some of these activities include the following: 
research; organization of conference/workshop; 
development of activities for the Teaching & Learning 
Centre (e.g., for the Teaching Forum); establishment of a 
Teaching Development Newsletter, etc. Applications may 
be made also to bring speakers or consultants to Algoma U 
to disseminate information related to teaching and 
learning. 
This year the committee welcomes applications with a 
focus on the following general themes: 
• Experiential Learning; 
• Work-Integrated Learning; 
• Indigenization; 
• Active and Collaborative Learning 
• Student-Faculty Integration; and 
• Enriching Educational Experiences. 
 
The deadline to submit applications is April 30, 2019. 
 
Please visit the link to learn more about the Fellowship: 
https://www.algomau.ca/wp-
content/uploads/2017/08/teaching-learning-
fellowship.pdf 
 

https://employees.algomau.ca/faculty/forms
https://employees.algomau.ca/faculty/forms
https://www.algomau.ca/wp-content/uploads/2017/08/teaching-learning-fellowship.pdf
https://www.algomau.ca/wp-content/uploads/2017/08/teaching-learning-fellowship.pdf
https://www.algomau.ca/wp-content/uploads/2017/08/teaching-learning-fellowship.pdf


    30 
 

ALGOMA UNIVERSITY FACULTY MANUAL 

 

RESEARCH RELATED FUNDING OPPORTUNITY 

ALGOMA UNIVERSITY RESEARCH FUND –AURF 
(Full-time faculty are eligible to apply with preference 

given to faculty in their first years of their academic 

careers) 

The primary purpose of the Algoma University Research 

Fund is to help faculty at Algoma U initiate research 

projects with preference given to faculty in the first years 

of their academic careers. Research projects that provide 

students with employment or that do not duplicate 

previous grants already acquired (e.g. start-up grants) are 

also given preference. Additionally, applicants starting new 

research projects and who demonstrate they are applying 

or are planning to apply for external funding will be given 

priority. 

According to Articles 20:03 and 35:16 of FT Collective 

Agreement, the University sets aside a minimum of 

$12,000 each year of the Agreement to create the Fund, 

and grants to individual faculty members will not exceed 

$5,000.  Monies from AURF are allocated on an annual 

basis after an open competition; the call for proposals 

usually going out in March with an April deadline. The 

Research Advisory Committee (RAC) determines the award 

criteria and will select the AURF recipients. 

For more information on this and other research-related 

initiatives, please visit the research webpage: 

https://www.algomau.ca/academics/research/. 

 

 

  

https://www.algomau.ca/academics/research/
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Resources 

Accounting Forms Tool 

The Accounting Forms Tool can be 

found on the employees.algomau.ca 

Dashboard. Faculty are encouraged to 

use this tool to obtain accounting 

forms when submitting for university 

related purchases and travel. The 

Accounting Forms Tool can also be 

found on the Dean’s Office section or 

at employees.algomau.ca. 

https://my.algomau.ca/faculty/forms

.php  

 

Algoma News 

(https://news.algomau.ca) 

Algoma News is the “new” place to 
find out what is happening at Algoma 
University. Some features of the site 
include an events feed; an “Algoma in 
the News” feed; a “people” section 
that allows the university to highlight 
AU students, faculty and staff; and a 
classified section. There is also a 
section, “Messages from the 
President” where you are able to read 
updates about Algoma University 
directly from the President.    
It is the most effective way to 
communicate to students, staff, and 

faculty relevant information about 
events, news, and opportunities 
around campus. To submit your post, 
click on “YOUR POST” and complete 
the information on the page.  
Approved messages will then be 
posted on the page and also be 
pushed through social media outlets, 
including Facebook, Twitter, and the 
website calendar. If messages are not 
approved, someone from the 
Communications team will contact 
you directly to inform you why the 
message will not be broadcast.  
 

Algoma University Academic 

Calendar 

The Algoma University Academic 

Calendar contains information about 

student services, academic policies, 

procedures and regulations, and all 

program requirements.  The calendar 

can be found on the Algoma 

University website in the Office of the 

Registrar section. 

https://www.algomau.ca/wp-

content/uploads/2016/04/2017-18-

academic-calendar-1.pdf 

 

Algoma University Full-Time Faculty 

Collective Agreement 

The Algoma University Full Time 

Faculty agreement can be found on 

the AU website in the Human 

Resources section. 

https://www.algomau.ca/media/styl

eassets/pdf/aufa_collective_agreeme

nt_2012-2015.pdf  

 

Algoma University Part Time Faculty 

Collective Agreement 

The Algoma University Part Time 

Collective Agreement can be found on 

the AU website in the Human 

Resources section. 

https://www.algomau.ca/wp-

content/uploads/2017/04/PTCA-

2016-2019.pdf. 

 

Algoma University Students’ Union 

ausu@algomau.ca 

 

Anishinaabe Student Advising 

indigenous@algomau.ca 

 

Bookstore (www.efollett.com)  

The Algoma University Bookstore 

carries course texts, and a wide 

variety of general interest reading, 

university apparel and gifts. The 

bookstore manager, Ms. Devyn 

Pighin, can be contacted at 

dpighin@follett.com or ext. 4711. 

 

Career and Co-op Assistance 

coop@algomau.ca 

 

 

Campus Security 

Algoma University takes safety and 

security very seriously.  We provide 24-

hour video surveillance and campus 

security.  The security desk is located 

https://my.algomau.ca/faculty/forms.php
https://my.algomau.ca/faculty/forms.php
https://news.algomau.ca/
https://www.algomau.ca/wp-content/uploads/2016/04/2017-18-academic-calendar-1.pdf
https://www.algomau.ca/wp-content/uploads/2016/04/2017-18-academic-calendar-1.pdf
https://www.algomau.ca/wp-content/uploads/2016/04/2017-18-academic-calendar-1.pdf
https://www.algomau.ca/media/styleassets/pdf/aufa_collective_agreement_2012-2015.pdf
https://www.algomau.ca/media/styleassets/pdf/aufa_collective_agreement_2012-2015.pdf
https://www.algomau.ca/media/styleassets/pdf/aufa_collective_agreement_2012-2015.pdf
https://www.algomau.ca/wp-content/uploads/2017/04/PTCA-2016-2019.pdf
https://www.algomau.ca/wp-content/uploads/2017/04/PTCA-2016-2019.pdf
https://www.algomau.ca/wp-content/uploads/2017/04/PTCA-2016-2019.pdf
mailto:ausu@algomau.ca
mailto:indigenous@algomau.ca
mailto:dpighin@follett.com
mailto:coop@algomau.ca
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outside NW200.  Security can also be 

reached by dialing ext. 4444 on any 

campus phone.  

 

CMS 

For more information about The Course 

Management System, please refer to 

section “Computing for Algoma 

University Instructors” (page 13-14) or 

contact Rose Taylor at 

rose.taylor@algomau.ca. 

 

Convocation 

regoffice@algomau.ca 

 

Counselling Services 

studentlife@algomau.ca   

 

Dining Services / Morningstar / Tim 

Horton’s 

Dining and catering services on campus 

are provided by Morningstar 

Hospitality.  They are located in the 

University’s cafeteria which is attached 

to the campus student centre, the 

Speak Easy.  The Morningstar Market 

and Eatery is open Monday-Thursday 

from 8:00am-9:00pm, Fridays from 

8:00am-6:00pm and weekends from 

11:00am-6:00pm. These hours are 

subject to change during the summer, 

holidays and reading weeks. 

 

Tim Horton’s is open during the fall and 

winter terms from 8:00am to 8:00pm 

M-F. 

 

Help Desk 

For more information on the Help 

Desk, please refer to section 

“Computing for Algoma University 

Instructors” (page 13-14). 

Ext.4450 

 

 

Human Resources / Health and 

Safety 

Algoma University’s Human 
Resources Department is dedicated to 
supporting and enhancing the success 
of the University, in particular its 
people, by providing services 
promoting personal and professional 
development and fostering a positive, 
safe and healthy environment. 
 

Teni Araba, Director, Human 
Resources, 
teniayo.araba@algomau.ca 
Brandi Bell-Tanninen Health & Safety 
Officer, brandi.bell-
tanninen@algomau.ca 
Devon Sanderson, Human Resources 
Generalist, 
devon.sanderson@algomau.ca  

 

Human Rights issues/ harassment 

equity@algomau.ca  

 

IT Knowledgebase 

Answers to questions regarding 

computer login, e-mail account, 

CMS, networks, printing or 

videoconferencing etc., can be found 

on the IT Knowledgebase.  Log on to 

employees.algomau.ca for access to 

this knowledgebase. 

 

Marketing and Communications 

The Marketing and Communications 
team works to enhance and 
strengthen the reputation of Algoma 
University in the community and 
beyond through various print and 
social media. They also maintain the 
University’s online web presence, 
carry out AU’s marketing, advertising 
and public relation campaigns. 
 
If you require assistance from the 
Marketing and Communications 
department, you can submit a 
request on employees.algomau.ca 
by clicking the “Create Comm 
Ticket” (coming soon). 
 

Physical Plant 

For non-urgent matters, contact 

physical plant by submitting an 

electronic ticket at 

employees.algomau.ca. Log in to the 

site then click on the “Service Desk”, 

mailto:regoffice@algomau.ca
mailto:studentlife@algomau.ca
mailto:teniayo.araba@algomau.ca
mailto:brandi.bell-tanninen@algomau.ca
mailto:brandi.bell-tanninen@algomau.ca
mailto:devon.sanderson@algomau.ca
mailto:equity@algomau.ca
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followed by “Contact Physical Plant” 

button. 

In the event of an emergency, refer 
to the Emergency Procedures chart 
posted in each room on campus. 

Recreation and Athletics 

All employees including faculty are 
eligible for a 50% discount for a 
membership at the George Leach 
Centre (GLC). This discount excludes 
parking fees. Membership forms are 
available at the main desk in the GLC. 
Once completed, the form is 
forwarded to payroll for automatic 
payroll deductions for your 
membership fees 
 glcdesk@algomau.ca  
 

Recruitment 

The Student Recruitment Department 
coordinates recruitment campaigns 
across the province and in the Algoma 
region.  
 
The Student Recruitment Department 
partners with faculty on strategies to 
increase enrollment in their 
respective departments. If you have 
ideas about boosting enrollment in 
your department contact Brent 
Krmpotich, Director of Enrollment 
Management and International 
Operations 
(brent.krmpotich@algomau.ca) to 
arrange a meeting. 
 

Registrar 

The Registrar ensures several student 

and academic policies are followed: 

final exam; grade appeal, attendance, 

student code of conduct, and 

academic dishonesty, etc. The 

academic calendar also falls under the 

responsibility of the registrar’s office. 

 

You can contact the Registrar at 

registrar@algomau.ca  

 

 

Research 

Information on research activities, 

such as funding opportunities and 

resources, can be found on AU’s 

Research webpage 

https://www.algomau.ca/academics/

research/ 

 

Student Success Central 

NW307 

 Academic Advising 

advising@algomau.ca 

 

 Financial Aid 

fao@algomau.ca  

 

 Learning Centre and 

Disability Services 

Jenn.reid@algomau.ca 

 

 Learning Strategies/ 

Assistive Technologies 

Raquel.lehto@algomau.ca 

 

 Registration 

regoffice@algomau.ca 

 

 

 Student Health Services 

studentlife@algomau.ca 

counselling 

generalmanager@ausu.algom

au.ca  

Health Plan 

doctor@algomau.ca  

Physician Services 

dentalhygienist@algomau.ca 

Dental Hygienist Services 

 

 Tutoring or academic 

assistance 

learning@algomau.ca 

The Learning Centre 

mathlab@algomau.ca 

Math Lab  

writinglab@algomau.ca 

Writing Lab 

 

Transition to Post- Secondary 

Program 

Raquel.lehto@algomau.ca 

 

  

mailto:glcdesk@algomau.ca
mailto:brent.krmpotich@algomau.ca
mailto:registrar@algomau.ca
https://www.algomau.ca/academics/research/
https://www.algomau.ca/academics/research/
mailto:advising@algomau.ca
mailto:fao@algomau.ca
mailto:Jenn.reid@algomau.ca
mailto:Raquel.lehto@algomau.ca
mailto:regoffice@algomau.ca
mailto:studentlife@algomau.ca-
mailto:generalmanager@ausu.algomau.ca
mailto:generalmanager@ausu.algomau.ca
mailto:doctor@algomau.ca-
mailto:dentalhygienist@algomau.ca-
mailto:learning@algomau.ca
mailto:mathlab@algomau.ca
mailto:writinglab@algomau.ca
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Appendix A- Campus Map 
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Appendix B- Access Copyright 
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Appendix C- Notice of Offence 
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Appendix D- In Case of Emergency 
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Appendix E- Steps to take When you Encounter Concerning Behaviour 
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