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DIRECTORIES  

 

Extended & Continuing Education (ECE) 
One University Plaza - Mail Stop 6850 

Cape Girardeau, MO  63701 
(Polytechnic Building, Room PB301) 

Fax (573) 651-2827 

 

Joyce Becker  Director jbecker@semo.edu (573) 651-2189 

Patsy Seabaugh Administrative 

Asst. 

pjseabaugh@semo.edu (573) 986-6127 

Susan Ross Special Programs 

Facilitator 

sross@semo.edu (573) 986-6119 

Linda Watts Office Assistant lwatts@semo.edu (573) 651-2189 

 

 Patsy provides instructors with logistical support, (i.e., additional payments, course issues, 

expense reports, proctors, student facilitators, etc). 

 Sue assists instructors with questions on enrollments, evaluations, grades, and rosters. 

 Linda processes expense reports and assists with other office processes. 

 

ITV Technical Assistance 
 

For on-call technical ITV assistance with classes or for class start up problems 

(573) 986-6880 * 
*do not hang up after 4 ringsï system will forward to the on-call technicianôs cell phone 

 

Courier Service 
 

David Hinkle, Courier 

Cell: 450-7487  

8 am ï 3 pm 

University Central Receiving 

Office: 651-2953 / Fax: 651-2955 
(See schedule details in Appendix p. 21) 

 

 

Satellite Campuses 
 

For directions & maps see pages 28-31. 

SEM Rick Hux Director MS9600 rhux@semo.edu (573) 276-4577 

SEK Marsha Blanchard Director MS9700 mblanchard@semo.edu  (573) 888-0513 

PHEC Sally Werner Director MS9900 swerner@mineralarea.edu (573) 547-4143 

SES Judy Buck Director MS9500 sahec@semo.edu (573) 472-3210 

SE@PB Tinea Ortega Advisor MS9850 tortega@semo.edu (573) 840-9575 

STLCC Brett Richardson IET 2+2 Coordinator brichardson@semo.edu (314) 513-4311 

mailto:lwatts@semo.edu
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Administrative  Contacts - Academic Departments & Centers 
Phone 
(573) 

Mail 
Stop College  Department Staff 

Email Address 
@semo.edu 

651-2121 5815 Business Accounting & MIS Beussink, Judy jbeussink 

651-2106 6100 Polytechnic  Agriculture Mayhall, Iris igmayhall 

651-2143 7825 Liberal Arts Art Irby, Tanya tirby 

651-2170 6200 Sci & Math Biology Howell, Vicki vhowell 

276-4577 9600 Malden SEM Young, Darlene gdyoung 

651-2162 6400 Sci & Math Chemistry Bratton, Lavetta lbratton 

651-2061 2750 Liberal Arts Communication   

651-2155 2600 
Health & 
Human Communication Disorders Klusmeier, Stacy srklusmeier 

651-2244 5950 Sci & Math Computer Science Moore, Tonya tlmoore 

651-2541 7950 
Health & 
Human Crim. Justice & Sociology Scheffer, Lisa lscheffer 

651-2181 5845 Business Economics & Finance Glastetter, Brenda bglastetter 

651-2137 5550 Education Ed. Adm & Counseling Tally, Meredith mtalley 

651-2128 5575 Education Elem Early & Special Ed Stover, Tammy tstover 

651-2156 2650 Liberal Arts English / TESOL Northington, Dayna dnorthington 

651-2146 4150 Liberal Arts For. Lang & Anthropology McGaugh, Janie jmcgaugh 

651-2197 7650 
Health & 
Human Health, Hum Perf & Rec Dumey, Doris dmdumey 

651-2180 2960 Liberal Arts History Kimmich-Choate, Kay kkimmichchoate 

651-2109 5750 
Health & 
Human Human Environ Studies Seabaugh, Barb bseabaugh 

651-2104 6825 Polytechnic  IET Hediger, Shelby shediger 

888-0513 9700 Kennett SEK Cox, Janet jcox 

651-2924 5875 Business Management & Marketing Steinhoff, Marie msteinhoff 

651-2164 6700 Sci & Math Mathematics Birkman, Jamie jbirkman 

651-5965 5675 Education Middle & Secondary Gordillo, Leah lgordillo 

651-2141 7800 Liberal Arts Music Delph, Beverly bdelph 

651-5154 8300 
Health & 
Human Nursing Clark, Tracie tclark 

547-4143 9900 Perryville PHEC Ochs, Wilma wochs@mineralarea.edu 

651-2167 6600 Sci & Math Physics & Eng. Physics Buttry, Theresa tbuttry 

651-2183 2920 Liberal Arts Pol Sci, Philo, & Religion Devenport, Debbie ddevenport 

651-2132 5700 Liberal Arts Psychology Mayfield, Jaime jmayfield 

472-3210 9500 Sikeston SES Jackson, Janet jjackson 

651-2004 8400 
Health & 
Human Social Work Wissmiller, Frances fmwissmiller 

840-9575 9850 Poplar Bluff Southeast @ Poplar Bluff Ortega, Tinea tortega 

651-2149 7850 Liberal Arts Theatre & Dance Scherer, Beth bscherer 
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INSTRUCTORõS RESPONSIBILITIES  
 

 Southeast Key 
 

The Southeast Key is necessary for faculty to obtain rosters and for grade and 

attendance reporting. 

 

 Southeast Key Instructions 
 

Southeast Key 
 

Southeast Faculty will be assigned a Southeast Key (SE Key) that will allow access to My 

Southeast Portal.  As an instructor at Southeast your key provides access to various network 

resources.   
 

SE Key Activation 
 

Although the SE Key has been pre-assigned, it must be activated prior to use.  To activate, go to 

the My Southeast Portal at http://portal.semo.edu.  Under My Southeast Help, you will find the 

SE Key Activation link.   
  
When you activate your SE Key, you will be required to choose a password.  It is strongly 

recommended that you create a password that is difficult for someone to guess.  After activation, 

passwords can be changed online at http://portal.semo.edu . 
 

Password Rules 
 

 A password must be at least 6 characters long. 

 It must contain at least one character from three of the following four groups: 

o Upper case letters A-Z 

o Lower case letters a-z 

o Numeric digits 0-9 

o Special Characters: ! # $ % ^ () * 

o Must not contain spaces 
 

SE Key Maintenance 
 

Visit http://portal.semo.edu in order to: 

 Change your SE Key password 

 Create the three question password retrieval facility  (Highly Recommended). 

o Once you have established a password, it is advisable to immediately set up the 

three question password facility.  This facility can help you reset your forgotten 

password.  For security purposes, you will create three questions and answers 

during the setup.  To reset your password, go to http://portal.semo.edu. You will 

be provided the three questions you created.  Your new password will be available 

to use once you have provided the three correct responses.   
 

If you fail to set up the password reset facility and later forget your password, please take your 

driverôs license to the information Technology Help Desk, room 140, Academic Hall.  You will 

http://portal.semo.edu/
http://portal.semo.edu/
http://portal.semo.edu/
http://portal.semo.edu/
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be asked to choose a new password for your account.  The new password will normally be 

available within one business day.   
 

For security reasons, we are unable to process password inquiry/change requests over the phone 

or via e-mail.  You may fax a copy of your driverôs license along with your password change 

request to the IT Help Desk at (573) 651-2200. 
 

 Initial Rosters & Attendance Reporting in Banner 
 

Instructors do not receive a hard copy of the roster for their class.  The same procedure 

used to look up a class roster is used for reporting grades.  Use your Southeast Key to 

access the portal.  Once you have entered your Key and Password, select either employee 

or faculty.  After choosing one or the other, choose ñClick here to open Southeast Self-

Serviceò.  Then choose ñClick on this link to access your self-service page where you 

will be able to access different options depending on your role at Southeastò.  Choose 

either ñFacultyò or ñFaculty/Advisorò.  After choosing, the Faculty Services Menu will 

allow for detailed class lists with detailed student information, summary class lists with 

simple class roster, and midterm/final grades which can be used for attendance reporting.  

Please print a roster for class.  A notation on the roster does not add or drop a student.  

Students must add or drop courses through ñMy Southeastò or the Registrarôs Office. 
 

Attendance MUST be reported for the first, second, third and ninth weeks of class to 

the registrarôs office.  To resolve any problems, contact Chris Seyer at (573) 651-2834 or 

cseyer@semo.edu.  Off schedule courses should be reported as ñall students have been 

attendingò until that course meets for the first time.  Then the course should be reported 

ñaccuratelyò when the next reporting period comes around. 
 

Attendance is not reported in the summer semester.  If you have any questions, please 

call your academic department.  
 

 Course Evaluations 
 

It is the responsibility of each Academic Department to evaluate the off campus sections 

of their courses.  Each academic department will determine how their courses will be 

evaluated.  Instructors should contact his/her academic department in advance to select an 

evaluation method for each section.  Evaluation methods may include: 

o Online using IDEA 

o Online using the department evaluation if they request them online 

o Hard copy using IDEA 

o Hard copy using SIRS 

o Hard copy using the departmentôs evaluation form 
 

 Grades, Submission of Mid -Term and Final  
 

Instructor login and passwords are needed for submitting grades.  If you have misplaced 

or forgotten them, please contact the Help Desk for a reminder (573) 651-4357.  
 

 

 

 

 

Instructions for mid-term grade entry are: 
 

mailto:cseyer@semo.edu
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1. click on GRADES (SUBMIT MIDTERM GRADES) 

2. If term has not been selected 

a. Select the term by clicking on the down arrow 

b. Click SUBMIT 

3. If a course has not been selected 

a. Select the course by clicking on the down arrow 

b. Click SUBMIT 

If you want to change to a different course, go back to the Faculty Services menu 

and click on FACULTY ROSTER DISPLAY (SELECT A SPECIFIC SECTION) 

or click on CRN SELECTION located at the bottom of the page. 

4. Find ñGradeò in header row. 

5. Enter appropriate grade for the student listed by clicking on the down arrow and 

selecting the grade.   

6. After grades are entered, click the SUBMIT button located in the bottom left hand 

corner.  YOU MUST CLICK ñSUBMITò TO SAVE GRADES.  There is a 60 

minute time limit once you have accessed this page.  Click ñSUBMITò often to 

save grades.   

 (Note ï you do not need to enter in ñLast Attend Dateò and ñAttend Hoursò.) 

 

During the final grade reporting window, instructors must submit final grades by the 

published deadline for all regularly scheduled courses.  Usually the grade reporting 

window begins with finals week and ends the following Monday.  Any off schedule 

courses (courses extending beyond the deadline) will remain open until the instructor 

submits grades.  Instructor login and passwords are needed for submitting grades.  If you 

have misplaced or forgotten them, please the Help Desk for a reminder (573) 651-4357.  

 

 Instructions for final grade entry are: 

 

1. Click on GRADES (SUBMIT FINAL GRADES) 

2. If a term has not been selected 

a. Select the term by clicking on the down arrow 

b. Click SUBMIT 

3. If a course has not been selected 

a. Select the course by clicking on the down arrow 

b. Click SUBMIT 

 

If you want to change to a different course, go back to the Faculty Services menu and 

click on FACULTY ROSTER DISPLAY (SELECT A SPECIFIC SECTION) or click on 

CRN SELECTION located at the bottom of the page. 

 

4. Find ñGradeò in header row 

5. Enter appropriate grade for the student listed by clicking on the down arrow and 

selecting the grade. 

6. After grades are entered, click the SUMBIT button located in the bottom left hand 

corner. 
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YOU MUST CLICK ñSUBMITò TO SAVE GRADES.  There is a 60 minute 

time limit once you have accessed this page.  Remember to click SUBMIT often 

to save grades.   

(Note ï you do not need to enter in ñLast Attend Dateò and ñAttend Hoursò.) 
 

IMPORTANT PROCEDURE ï Students with ñFò or ñXò grades:  To comply with 

federal financial aid regulations, the university is required to document the last date of 

attendance for any student who receives a grade of ñFò or ñXò.  A grade of ñFò should be 

assigned only for students who complete course work but with a failing grade.  A grade 

of ñXò is assigned to students who quit attending class. 
 

It is the responsibility of the course instructor to maintain and provide documentation 

on last date of attendance.  Sources of verification include but are not limited to: 

Attendance logs or records; exam and quiz scores; assignments; and, advising, 

counseling, or study group sessions. 
 

For any student who receives a grade of ñFò or ñXò, please forward a copy of the 

document verifying the last date of attendance to: your academic department, Southeast 

Missouri State University, One University Plaza, Cape Girardeau, MO  63701. 

 

 Textbooks and Library Books 

 

All textbook orders for instructors as well as for students (rental or purchase) are placed 

by the Academic Department.  This includes on-campus, off-campus, and web courses.  

Please check with your academic department to ensure that textbooks for your ECE 

course were included in the departmental order.  A complete list of departmental 

administrative assistants can be found on page 3.  The students will pick up their books 

and return the rentals at the centers.  Kent Library can be accessed online and books can 

be delivered to the centers through the courier service.  Check with the main office at the 

centers for more information. 
 

 Monday Classes and Monday/Wednesday Classes 

 

When the semester starts on a Tuesday, classes that only meet on Mondays start on the 

following Monday.  Monday/Wednesday classes start on that first Wednesday; not the 

Monday before the semester starts. 
 

 Final Examinations 

 

It is no longer necessary to coordinate the finals schedule with Three Rivers; therefore, 

finals at the satellite campuses will be administered according to the Universityôs final 

examination schedule. The final exam times can be found on-line at 

http://www2.semo.edu/registrar/finlexam.html or in the hard copy semester schedule 

available through the Registrarôs office.  ECE will be glad to assist with any conflicting 

scheduling issues that may arise.  
 

 E-mail Account Request 

 

http://www2.semo.edu/registrar/finlexam.html
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E-mail addresses are provided to you by Information Technology.  To obtain an e-mail 

address, fill out the form provided in the front pocket and return the signed original form 

to Extended & Continuing Education at MS 6850.  Joyce Becker will sign the form and 

send it to Information Technology.  After completion of this stage of the process the 

Information Technology HELP desk staff will contact the instructor and assist in 

activating their Southeast Key.  Your new e-mail address will be sent directly to you.  

 

 SPSS Availability 

 

A laptop with SPSS loaded is available for checkout to faculty teaching through 

Extended Learning for classroom use.  Regional campuses in Sikeston, Malden and 

Kennett have a computer with SPSS loaded for student use. 

 

 Faculty Resource Guide 

 
Common Sense and Civility in the Classroom 

Resource Guide for Southeast Faculty ð Fall 2009 
 

Southeast Missouri State University is committed to having a student body who maintains 
themselves in an appropriate manner during interactions with faculty, staff, and other students.  We 
in the Dean of Students Office and the Office of Student Conduct expect students to cooperate 
with faculty members at all times.  Campus Civility is a major focus of our two offices again this 
academic year, so we hope the following information is a valuable resource if issues arise.  Both 
offices are a part of the Student Development area, which is now under the Vice- President for 
Enrollment Management and Student Success. 
 
General Student Behavior: 
 
We recommend that each faculty member include a small section in each course syllabus related to 
studentsõ behavior in the classroom and Campus Civility.  The following is a sample statement from 
the Code of Student Conduct (Code) that could be included in the course syllabus: 
 

Every student at Southeast is obligated at all times to assume responsibility for 
his/her actions, to respect constituted authority, to be truthful, and to respect the 
rights of others, as well as to respect private and public property.  In their academic 
activities, students are expected to maintain high standards of honesty and integrity 
and abide by the Universityõs Policy on Academic Honesty.  Alleged violations of the 
Code of Student Conduct are adjudicated in accordance with the established 
procedures of the judicial system. 

 
More specific information and guidelines can also be included which explain the individual faculty 
memberõs policies and philosophies with regard to classroom behavior and discipline.  The following 
list explains some of the issues that may arise: 
 
 

Á Inappropriate, threatening, abusive, or vulgar language 

Á Willfully refuses to comply with proper requests  
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Á Possession or consumption of drugs or alcohol 

Á Disorderly, indecent, or obscene conduct 

Á Academic dishonesty or plagiarism 

Á Sexual harassment of students or faculty 

Á Possession of weapons 

Á Physical threats or intimidation 

Á Other  
 
We hope that you never need to refer a student to the Office of Student Conduct (OSC), but in the 
event that a student referral is necessary, there are three ways to make contact with the OSC. 
 
Complete the Disruptive Student Referral Form located on the OSC Website:  
http://www6.semo.edu/stuconduct/    (formerly  http://www6.semo.edu/judaffairs/ ) 
 
This form can be sent via e-mail attachment to lrcarter@semo.edu, faxed to (573) 986-7388, sent 
through Campus Mail to MS 1500 (Attention: Office of Student Conduct), or hand delivered to the 
OSC in the University Center, 422.  
 
PLEASE KEEP IN MIND THAT REFERRALS CAN BE MADE FOR INCIDENTS 
THAT O CCUR VIA TELEPHONE AND THROUGH ELECTRONIC FORMS OF 
COMMUNICATION.  
 
Serious Student Issues:  
 
For more serious violations, we recommend calling the OSC to discuss the matter along with 
sending the referral form.  The phone number is (573) 651-2264. 
 
For the more minor violations, the Dean of Students, Dr. Larry D. Baker, recommends that the 
faculty member make one attempt to correct the behavior, and then if that does not resolve the 
situation, he recommends that the referral form be completed.  This would include situations like 
disruptive behavior in the classroom (i.e. talking, answering a cell phone, refusing a proper request, 
and/or sending a text message during class). 
 
For the more severe violations, such as threats/intimidation, alcohol/drug incidents, sexual 
misconduct, and weapons incidents, it is STRONGLY recommended that the Department of Public 
Safety (DPS) be called immediately.   
 
It is important that each faculty member have the DPS phone number programmed in to his/her 
cell phone, so that a call can be placed if a serious incident occurs, including those mentioned in the 
previous paragraph or a health emergency.  The number for DPS is (573) 651-2215. 
 
We recommend that faculty members contact the Dean of Students, OSC, and/or DPS if a 
student(s) actions or behavior raise a concern with that faculty member, because if the 
studentõs actions are in question in that course, the student may also have other RED 
FLAGS raising in other areas such as in the Office of Residence Life or the OSC.   
 

http://www6.semo.edu/stuconduct/
http://www6.semo.edu/judaffairs/
mailto:lrcarter@semo.edu
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It is much better to be safe than sorry if you have a concern based on a studentõs behavior or 
something he/she may have written for a class assignment. 

 
Other Student Related Incidents: 
 
Faculty members may also deal with students who are in some type of mental, physical, or emotional 
distress.  Depending on the situation, the incident may have to be referred immediately to DPS (573-
651-2215) or to University Counseling Services (USC) (573-986-6191).  University Counseling 
Service generally distributes more specific information about assisting distressed students.  The 
University also has a Crisis Team which responds to health emergencies, behavioral incidents, and 
other types of emergencies (DPS makes this contact.). 
 
For incidents involving academic dishonesty, please refer to the Protocol for Adjudicating Alleged 
Violations of Academic Honesty (Faculty Senate Bill) link on the OSC website. 
The Dean of Students, Office of Student Conduct, and All University Judicial Board (student 
justices) are generally the appeal bodies for alleged incidents of academic dishonesty, which have 
gone through the general progression of Faculty Member ð Chair ð Dean.  We encourage everyone 
to read the information from the Faculty Senate Bill, and we encourage everyone to add a 
section to each course syllabus related to academic dishonesty and plagiarism.  Definitions 
related to academic dishonesty are available in the Code, which is also available on the website.  For 
specific questions related to academic dishonesty, please contact the OSC, Dean of Students (573-
651-2263), and/or the Dean of the appropriate academic department. 
 
For issues related to sexual assault, sexual misconduct, or relationship violence (i.e. a student shares 
information with a faculty member about such an occurrence), please remember that as University 
employees, we are obligated to pass along any information related to any type of criminal activity to 
the appropriate office on campus such as DPS.  Our goal would be to assist and support students 
who report this type of activity as well as to protect the due process rights of the alleged victim and 
the accused student.  In protecting the rights of the involved students, we also must protect the 
safety of the University community as a whole.  The Universitiesõ Sexual Assault Policy (Sexual 
Misconduct Policy) is located on the OSC website.  
 
Quick Reference Resources: 
 
Please feel free to use the Dean of Students Office and the Office of Student Conduct as well as any 
other office within Student Development as a resource or referral area when working with students 
during this academic year.  Please contact us anytime you have questions, concerns, comments, or 
information to share.   
 

Departments in Student Development 
      
University Counseling Services 
Contact Person: Judy St. John 
Phone:  (573) 986-6191 
 
 
Pre-Collegiate Programs 

Contact Person: Vida Mays 
Phone:  (573) 651-5171 
 
 

http://www6.semo.edu/judaffairs/Academic%20Honesty-Rev%20Final%20S05.doc
http://www6.semo.edu/judaffairs/Academic%20Honesty-Rev%20Final%20S05.doc
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Office of Student Conduct 
Contact Person: L. Randy Carter 
Phone:  (573) 651-2264 
 
Learning Assistance Programs & 
Disability Support Services 
Contact Person:  Melanie Thompson  
Phone:  (573) 651-2273 
McNair Scholars Program 
Contact Person: Monica Barnes 
Phone:  (573) 986-6117 
 
Educational Access Programs 
Contact Person: Trent Ball 
Phone:  (573) 651-6135 
 
Student Support Services 
Contact Person: Monica Barnes 
Phone:   (573) 651-2512 
 
Substance Abuse Prevention Education 
Contact Person: Judy St. John 
Phone:  (573) 986-6191 
 
 

COURSE/CLASS CANCELLATIONS  
 

 By Extended & Continuing Education: 

ECE reserves the right to cancel courses for the semester.  Every effort will be made by ECE to 

contact instructors and students of cancellation in a timely manner. 

 

 By Instructor : 

o If itôs an emergency cancellation, please contact the ECE office as soon as possible.  We will 

make every effort to contact the facility, students, and ITV technicians (if applicable). 

o If known in advance, please contact ECE so that we may notify the facility and ITV 

technicians (if applicable).  The instructor should notify the students well in advance. 

 

 By University or Satellite Campus: 

Severe Weather:  ECE follows the recommendations of the facility as to whether to cancel class 

due to inclement weather.  If an ITV off-campus site is cancelled (not the originating site), a VCR 

tape will be available for students to pick up. 
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COURSE INFORMATION  
 

 Go to http://www.semo.edu/ and access the óMy Southeastô tab at the top of the page. 

 Click on óMy Southeast Web Portalô at the top of the page. 

 Use your SE Key and Password and Log in. 

 Click on the óFacultyô tab at the top of the page. 

 Find the óClick here to open My Southeast Self-Serviceô box. 

 Find the óClick on this link to access your self-service page where you will be able to access 

different options depending on your role at Southeastô. 

 Double-click on Faculty. 
 

Once here, you will be able to access a number of different screens that include: 
 

 Faculty Detail Schedule - Your teaching schedule for the semester. 

 Summary or Detail Wait List  - Waiting lists for your classes if they are being used by your 

department (if you have questions regarding these lists contact your home department). 

 Class Schedule ï A detailed listing of your classes that includes dates, time & location 

information.  
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 

 

 
 

 

 

 Look up Classes (Student Version) -  These screens will indicate: 

o Seat Capacity per Class 

o Actual Enrollments to Date (updated each night) 

o Remaining Seats Available 
 

 

 

 

 

 

 

 

 

 

 

http://www.semo.edu/
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EXPENSE REIMBURSEMENTS  
 

The Universityôs Policy and Procedure Manual will be followed except where specifically 

amended by the ECE as noted herein.  The complete University manual can be found online at 

http://www6.semo.edu/apdept/tblecontents.htm. 
 

 Travel Related Expenses 
 

o Transportation:  

Faculty who are contracted to teach at the Regional Campuses for at least half-time will have 

a ñHOMEò Regional Campus.  The ñHOMEò center will be the starting point for travel from 

one campus to another.  If the faculty memberôs residence is the starting point and is closer to 

the destination, mileage will be paid from his/her residence to the class location.  This mirrors 

the arrangement with the faculty on main campus who are not paid mileage to teach their on-

campus courses, but do receive mileage to teach at locations other than main campus.  

Adjunct faculty, those contracted on a per course basis and are less than half-time, will be 

paid full mileage. 

 

Á Personal vehicle - Faculty may use their own car for travel within 30 miles (60    

miles round trip). If travel is more than 30 miles, see rental car section. Travel on 

or after July 1, 2009, will be reimbursed at the rate of $0.52 per mile by submitting 

a current Expense Report Form - (See pages 23&26)    

 

 Current expense reports are available through Computer Services and 

our department. 

 A mileage guide can be located http://www6.semo.edu/apdept/mileage.htm  

 Questions? Call ECE (573) 651-2189. 

 

Á Rental carï Faculty may opt to use rental or personal vehicles to regional 

campuses in Sikeston and/or Perryville. All other travel 30 miles one way or more 

requires faculty to use Enterprise rental cars. Gas will be reimbursed with 

documenting receipts. This policy does not apply to RNTT faculty assigned to a 

regional campus. Please see specific policy above pertaining directly to these 

positions. Instructors make their own rental arrangements with Enterprise.   

 

 The rental should be refueled prior to returning it to Enterprise.  Refuel to 

the level at which the rental was received.  (Although Enterprise is 

expected to issue ñfullò rental, that is not always the case.) ECE will 

reimburse faculty for the gas with a receipt and using a current Expense 

Report Form.  (See pages 23 & 26)   

 The rental should be returned within the 24-hours of the rental time or an 

additional charge will  occur.  The faculty may not be reimbursed for these 

types of charges.   
 

o Lodging: 

Overnight stays must be pre-approved by ECE on a case by case basis and will be reimbursed 

on single-occupancy rate up to the state rate for economical establishments.  The faculty must 

present the establishment with the State of Missouri Tax Exempt Form (see back pocket) at 

time of check-in to avoid state tax charges which are not reimbursable.  Reimbursement must 

be requested using a current Expense Report Form.  (See pages 23 & 26) 

http://www6.semo.edu/apdept/tblecontents.htm.
http://www6.semo.edu/apdept/mileage.htm
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o Per Diem Meals: 

City Code Schedule of Per Diem Meal Rates for Missouri: 
 

City  Code City  Code City  Code 

Branson 39 Kansas City 49 St. Louis 59 

Ft. Leonardwood 49 Osage Beach 49 St. Robert 49 

Hannibal 39 Platte County 39 Any City Not Listed 39 

Jefferson City 39 Springfield 39   
 

 

o Breakdown of Per Diem Rates: 
 

 

City Code: 39 49 59 

Breakfast 7 9 11 

Lunch 11 13 16 

Dinner 22 27 32 
 

 

 

Á Travel with Overnight Stayï Whenever business travel includes an overnight stay, 

meals incurred en route (days of departure and arrival) and full days away are 

reimbursable at the per diem rates. 
 

Á Same Day Travelï Travel which does not involve an overnight stay is considered same 

day travel.  Meals are reimbursable at the per diem rates for same day travel only if the 

traveler meets the following criteria: 
 

A work day is defined as:  
 

MEAL  ELIBIBILITY CRITERIA  

Breakfast Depart before 6:00 am and workday exceeds 12 hours, including meal time 

Lunch Workday exceeds 12 hours, including meal time 

Dinner Return after 7:00 pm and workday exceeds 12 hours, including meal time 
 

 Non-Travel Expenses (Non-trip Related) 
 

Original receipts are required for all non-travel expenses regardless of the dollar amount.   

Non-travel related expenses must be submitted on a Payment Voucher Form and should be 

directly related to classroom instruction (See pages 23 & 27).  Purchases totaling $100 or 

 more should have prior approval of ECE.  These expenses must follow the ñDirect Pay 

Guidelinesò issued by the Purchasing Dept.  The guidelines can be found at 

http://www6.semo.edu/purchasing/infostaff.html. 
 

 Reimbursement Time Frames 
 

o Reimbursement Forms must be submitted directly to ECE for approval from the faculty no 

later than 30 days after the last day the class has been taught. They must be processed by ECE 

before being forwarded to Accounts Payable. A current blank Expense Report can be found in 

the front pocket or on the Southeast website.  

*Please Note:  The expense report on the website is generic and does not have the correct 

mail stop on it. It should reflect a Mail Stop of 6850. Using Expense Reports without a 

Banner ID on it will be returned and could delay processing.  

 

http://www6.semo.edu/purchasing/infostaff.html
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o Payroll process for monthly paid instructors 

 Due to the way the Banner system processes payroll, monthly employees cannot    

be processed in a biweekly schedule. Any additional payments for monthly 

employees will be paid in the next available monthly schedule. 

 

Travel can be reported as follows: 

Á Fall/Spring Semesters: 

 By the month - All mileage within a single monthôs time.  Instructors whose class 

only meets once a month (4 times a semester) should turn it in monthly. 

 By the semester - All mileage for the entire semester reported at one time. 

Á Summer Semester: 

 By the month only ï Reporting must occur in the appropriate fiscal year. 
 

It typically takes 3ï4 weeks for the entire reimbursement process to be completed before a check 

is issued to the instructor. 

 

 Direct Deposit 

 

o Full-time and part-time faculty and staff are required by Southeast Missouri State  

University to use direct deposit for their payroll.  Please check with payroll for official 

exemptions. New employees will have 31 days from date of hire to return their direct 

deposit authorization form to the Payroll Department.  Employees canceling their direct 

deposit, for whatever reason, will have 15 days to complete a new application indicating 

their new account.  A copy of the Check Distribution Form Instructions and Check 

Distribution Form is included in the back pocket of folder.  If you need a copy for any  

other reason, the authorization forms can be downloaded from the Payroll forms website at 

http://www4.semo.edu/humanresources/payroll/forms/index.htm.  
 

 Paychecks 

 

o Paychecks are generated the last working day of the month. 

o Beginning January 1, 2007, payroll advices will no longer be printed and distributed on pay 

dates.  This change was facilitated by the Human Resources department.  The Universityôs 

conversion to a new operating system enables employees to view various personnel, benefits 

and payroll information, including pay advices.  Employees can access pay advices in 

employee self-service by completing the following steps after logging in to the portal: 

 

Á Click on the Employee tab 

Á Click on ñclick here to open  ñMy Southeast Self-Serviceò 

Á Click on the message ñClick on this link to access your self-service page where you 

will be able to access different options depending on your role at Southeast.ò 

Á Click on Employee 

Á Click on Pay Information 

Á Click on Pay Stub 

Á Click on Display 

Á Click on the pay stub date you would like to view 
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FACULTY INCENTIVES  
 

 Reduced Educational Prices on Microsoft Licensed Products 

Microsoft licensed products form in back pocket of folder. The products can be purchased from 

the Southeast Bookstore at a reduced rate. 

 ITV Materials Adaptation & Web Development 
 

To effectively teach via ITV materials must be adapted and a Web site developed.  ECE 

recognizes that this adaptation requires instructors to rethink and modify materials used. This 

stipend is now included with two-day ITV training.  This stipend is available the first time 

course is offered via ITV.  If you have already attended ITV training and are teaching a different 

ITV course, contact Extended Learning. Submission of material and Website verification must be 

made no later than four weeks after the class start. 

 Blended Course Development Web 

A development contract will be issued for new Web-blended courses approved by Extended 

Learning. This contract will include the Web course component, as well as, ITV training and 

materials adaptation (if applicable).   

 ITV Teach-Backs (On-site delivery) 
ITV instructors are encouraged to visit distant sites at least once a semester to meet with off-

campus students in person and to ñteach backò to the originating site.  Instructors are reimbursed 

for travel expenses and are offered a travel stipend as follows per one-way: 

o Sites greater than 20 miles away but less than 50 miles:  $50 for each distant site visited. 

o Sites between 50-100 miles from campus:  $100 for each distant site visited. 

o Sites more than 100 miles from campus:  $150 for each distance site visited. 

Trips may be divided at the discretion of the instructor.  A maximum of five (5) total visits to 

receive sites is reimbursed per course, per semester, unless special circumstances are approved by 

ECE.  (At least one week advance notice is required with ECE and ITV  tech staff)  To obtain 

payment, the instructor must submit an expense report for the mileage and note that it was a teach 

back. 

 ITV Training  

Faculty members who have NOT previously taught via ITV are required to attend a training 

session.  These small group sessions are arranged well in advance of the start of the semester.  A 

stipend is paid to any instructor who has not taught via ITV and is scheduled to teach an ITV 

course in the upcoming semester.  Returning ITV instructors are welcome to attend but will not 

receive a stipend. 

 Travel  Payments  (Available Fall and Spring Semesters Only) 

For full-time regular and part-time faculty, a stipend for driving time is paid at the end of the fall 

and/or spring semester.  The payment assumes that travel is made at least 15 times during the 

semester for a three semester hour course.  The stipend will be prorated if fewer trips are required.  

An instructor traveling to teach 2 or more classes on the same day with one travel time will 

receive a single travel stipend.  ITV courses are NOT eligible for this stipend.  Practicum courses 

are observation oriented and travel is an inherent part of the process.  Therefore, any practicum-

based class is excluded from ñtravelò reimbursements.  The maximum amount payable is as 

follows: 
 

Faculty*  Assignment 20-50 Miles 51-100 Miles Over 100 Miles 

Regular In-load $500 $1,000 $1,500 

Regular Overload/In-load w/replacement $250 $500 $750 

Part-Time n/a -0- $250 $500 

Mileage rates for the travel stipend are based on one-way, not round trip mileage. *Travel payment does not 

apply to full -time faculty contracted by Extended & Continuing Education to teach at a satellite campus.   
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I T V  
 

 Courier Service - Material Distribution  
 

Regular courier service is provided for class material distribution among the four Regional 

Campuses, Southeast @ Poplar Bluff, Southeast @ Southeast Hospital, and Southeastôs main 

campus.  Instructors will need to be aware of the courier pick-up and delivery schedules in order 

to ensure that the materials have time to reach the destination sites on time.  (See page 21)  

Courier Service envelopes are available through ECE and at the regional campuses.  An active 

Web page can assist students in accessing class materials to supplement courier service.   
 

o Sending proctored material  

Tests, exams, or confidential materials should be sent sealed in an envelope inside the courier 

envelope, marked with ñProctored Materialsò, course and section number, instructorôs name, 

and when it should be opened (See page 22).  Address the outside of the courier envelope 

with the same information. 
 

 Food and Drink 
 

Food and drink are not allowed in ITV classrooms.  If any person enters the ITV classroom with 

food or drink, he/she should be asked to properly dispose of it or put it away.  If he/she does not 

comply, he/she should be asked to leave.  Instructors may have a liquid beverage in a sealable 

container (e.g., travel mug or sport bottle). 
 

 ITV Section Swapping 
 

Please do not allow students who are enrolled at one ITV site to attend at another site.  On-

campus students have enrolled in regional campus sections planning to attend in Cape Girardeau.  

This takes seats from regional campus students and does not allow us to plan effectively for ITV 

support personnel at the regional campuses.  As with other on-campus classes, students may 

contact you for permission to enroll in a closed section.  This, of course, is at your discretion.   

 

 Proctors 

For instructors requiring proctors for off-site testing (these cannot be students): 

o ECE asks instructors to submit their entire semesterôs testing schedule at the beginning of the 

semester to allow ECE the time to contract a proctor. 

o For instructors that could not submit the entire semester, ECE requires a minimum of one 

week advance notice in order to contract a proctor.   
 

 Student Facilitators 
 

Instructors may enlist the services of one student at each receive site (the site must have a 

minimum of three students enrolled) to assist with regular material distribution and general 

classroom assistance.   Instructors must advise ECE of Banner ID and receive site for each 

student facilitator.  The notification should be done no later than the end of the second week of 

class.  Students will receive the fee waiver which is applied to their account at the end of the 

semester (see chart). If you select a graduating senior as the facilitator, you will need to advise 

ECE so special fee waiver payment time frame can be arranged.  Student facilitators can pick up 

course materials at the regional campuses from the administrative assistants and at Three Rivers 

from the Southeast Coordinators office or other designated spots. Should a change in facilitator 

occur during the course of the semester, the instructor needs to advise ECE.  
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For Sikeston facilitators:  The administrative staff will place the facilitators for their campus 

only and that student is to inform the instructor.  
 

Student facilitators at Malden, Kennett, Perryville and Sikeston should work with the 

Administrative Assistants at the centers to pick up the courier material for distribution to the class 

and send materials back to the instructor.  At Poplar Bluff, they should pick up and return the 

courier materials through the Southeast Coordinatorôs office in the Administration Building for 

regular class material and for proctored materials. 
 

Note:  When only one or two students are enrolled at any given site they are individually 

responsible to obtain the materials for themselves at the above mentioned locations.  No 

facilitators are assigned for classes with less than 3 students enrolled at the site. 

 

                                                   Student Facilitator Waivers: 

 3 Hr. Class 2 Hr. Class 1 Hr. Class 

Full ITV              $100            $75           $50 

Web-Blended              $50                           $25*                       $25* 

   Or $10 per class session, whichever is less. 

*Must have 3 or more students enrolled at the site. 
 

 Teach-Back Technical Arrangements 
 

One week prior notice is required for the technical arrangements to be made by the ITV 

technicians.  The faculty should consult with their ITV room tech to make the appropriate 

technical arrangements.  The instructors are to notify ECE of the teach-back at this time. 
 

 Technical Difficulties ï Student Waiting Guidelines 
 

Students at receive sites are expected to wait a minimum of 15-30 minutes for technical 

difficulties to be resolved.  Instructors should advise students at receive sites of their class policy 

early in the semester.  Duplicate VCR tapes will be made by the ITV Technicians and will be sent 

by the next available courier to the site(s) that had the difficulty: 

o For Malden, Kennett, Perryville and Sikeston campuses: Students should contact the regional 

campus administrative staff and make arrangements to check out the tape. 

o For the Poplar Bluff campus:  Students should contact Roy Beaver in the administrative office 

in the ITV building at (573) 840-9450 to check out the tape. 
 

 Technical Support 
 

Should technical difficulties arise during class, call an ITV Technician at:  (573) 986-6880 * 

*do not hang up after 4 ringsï system will forward to the on-call technicianôs cell phone. 
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Students with Disabilities 

The Student Role in Services for Students with Disabilities 

Southeast Missouri State University is committed to providing equal opportunity to its academic 

programs and ensuring its campuses are free of discrimination and harassment. Creating a diverse and 

inclusive learning environment, which is part of the Universityôs commitment, includes providing equal 

access for students with disabilities which is provided through Disability Support Services. Although 

Disability Support Services assists Students with Disabilities with many tasks, it is up to the student to 

take the initiative and remain actively involved in the accommodation process. If there are concerns 

about this process, or advice is needed in coming to a decision as to whether to use accommodations, 

DSS encourages students to call or stop by for a confidential review of the options available to them. 

 

Students registered with DSS should be aware that it is their responsibility: 

 1.  For students registered with a disability, update documentation in order to receive additional 

accommodations or change existing accommodations. 

 

 2.  Request accommodations form DSS prior to the start of each semester. Students may request 

accommodations for one semester at a time or for the entire academic year. Students may obtain a 

Request for Faculty Notification form at the DSS office located in the University Center Room 302 or 

online at http://www6semo.edu/lapdss/disability/Faculty%20Notification%20Page.htm. 

 

 3.  Print and keep a copy of your Faculty Notification letter at the beginning of each semester for 

your records. You should have this letter when speaking with faculty and staff about your 

accommodations. 

 

 4.  Approach faculty and staff in a confidential setting to discuss accommodations requested. 

 

 5.  Obtain syllabi and lists of course materials for reproduction in alternate formats if needed. 

 

 6.  Confirm the sufficiency of accommodations as soon as possible and notify DSS when 

encountering unsatisfactory conditions. 

 

 7.  Notify DSS of changes in class schedule for the semester if the Faculty Notification letters 

have already been sent. 

 

Tips for Effective Self-Advocacy: 

 Learn all you can about your disability, needs, strengths, and weaknesses 

 Know and understand your rights and responsibilities 

 Ask questions whenever you need clarification, and continue to do so until your questions are 

satisfactorily answered 

 Know what resources are available and use them 

 Let people know that you intend to resolve issues 

 Explain your problem clearly and simply without too much emotion or detail 

 

For further information, please contact Disability Support Services (DSS) at 651-2273 or 

www6.semo/edu/lapdss/. 

 

http://www6semo.edu/lapdss/disability/Faculty%20Notification%20Page.htm
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The Faculty Role in Services for Students with Disabilities 

 

Southeast Missouri State University is committed to providing equal opportunity to its academic 

programs and ensuring its campuses are free of discrimination and harassment. Creating a diverse and 

inclusive learning environment, which is part of the Universityôs commitment, includes providing equal 

access for students with disabilities. As an educator, you are an important partner in this endeavor and the 

following information is designed to provide you with a brief overview regarding equal access to 

students with disabilities. For further information, please contact Disability Support Services (DSS) at 

651-2273 or www6semo/edu/lapdss/. 

 

Four Key Facts Regarding Students with Disabilities 

 1.  The University has a legal obligation under Section 504 of the Rehabilitation Act of 1973 and 

the 1990 Americans with Disabilities Act to ensure all its programs and activities are made accessible for 

students with disabilities. Equal access to education is achieved when physical and instructional barriers 

to learning are removed with the student is allowed to compete on the basis of their academic abilities.  

2.  Students with disabilities have met the same admission standards to be enrolled in courses as 

have other students in your class; in other words, they are ñotherwise qualified to be here. 

 3.  Once admitted, students with disabilities who request assistance from the University must 

provide DSS with appropriate documentation for review. The documentation must come from a qualified 

professional and provide information regarding the functional limitation imposed by the disability in an 

academic setting. After DSS determines a student has documented an impairment that limits one or more 

major life activities (including learning), the student will be eligible for support.  

4.  Once students with disabilities have established their eligibility for services, you will receive a 

Faculty Notification that details the studentôs academic accommodations which you are to provide. 

Reasonable accommodations are designed to offset the substantial limitation imposed by the disability, 

not to alter essential elements of courses or programs. 

 

Four Important Actions to Assist Students with Disabilities 

 1.  Include a statement of your syllabus each semester which invites students with disabilities to 

meet with you and which provide contact information for DSS. 

 2.  Provide academic accommodations only after you have received a Faculty Notification. If a 

student requests academic accommodations or provides you with disability documentation, but you have 

not received a Faculty Notification, refer that student to DSS. 

 3.  The student is to meet with you to discuss the best way to implement their accommodations. 

You and the student must agree on how to best us the accommodation. 

 4.  The student with a disability should be held to the same academic standards as otherwise 

qualified students. 

 
Sample Syllabus Statement 

 

ñAny student who believes that they may need an academic accommodation based on the impact of a disability 

should contact the instructor to arrange an appointment to discuss their individual needs. Instructors rely on 

Disability Support Services for assistance in verifying the need for academic accommodations and developing 

accommodation strategies. Students that have not already registered with Disability Support Services as a student 

with a disability will be encouraged to do so.ò
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Appendix 

COURIER SERVICE 
SCHEDULE  

 

David Hinkle ï Courier 

Cell:  450-7487 

(8 am ï 3 pm) 

Call with questions or comments 
 

University Central Receiving 

Office:  651-2953 / Fax:  651-2955 

 

Drop Sites: 

Southeast Missouri State University-Main Campus 

246 Academic Hall 

301 Polytechnic Building 

201 Scully Bldg (Clinical Ed. Lab next to the ITV lab) 
 

Three Rivers Community College 

A200 Administrative Building, Southeast Coordinatorôs Office 

Evening Classes- P200 Porter Building, TCRC 
 

Satellite Campuses 

Main Office 

Arrival times are an estimate and subject to variation 
 

 

On 

Campus 

Pick up 

 

* 

Southeast  

Hospital 

Sikeston Malden Kennett 

 

Poplar 

Bluff  

Perryville  

 

Return to 

Campus 

Monday 8 am 
 

3 pm 

9 am and 

2 pm 
10 am 11 am  2:30 pm 3:30 pm 

Tuesday 8 am 

 

3 pm 
9 am and 

2 pm 
10 am 11 am 

1 pm 

Only if 

needed 

 3:30 pm 

Wednesday 8 am 

 

3 pm 

9 am 

and 

1:15 pm 

10 am 11 am  2:30 pm 3:30 pm 

Thursday 8 am 

 

3  pm 
9 am and 

2 pm 
10 am 11 am 

1 pm 

Only if 

needed 

 3:30 pm 

Friday  8 am 

 

3 pm 9 am 10 am 11 am 

1 pm 

Only if 

needed 

 3:30 pm 

 

NOTE:  

*To ensure exams reach the sites on time, please have them picked up by the courier 48 hours 

prior to the exam. Times are approximate. Example, for materials to get to Perryville by Thursday, 

they must be in the on-campus courier drop box by Wednesday at 8 a.m. 

* Southeast Hospitalôs Mail Stop will be SEHOSP.  

*Courier envelopes are strictly for classroom materials. 
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INSTRUCTIONS t o fill out the courier envelope: 

 

Only fill out the outgoing portion, since the same envelope is rarely used to return to campus.  

When you need something returned, make prior arrangements with your facilitator(s) and 

academic departments to send the material back to your own hiring academic department mail 

stop.  If extenuating circumstances exist, contact the Courier Service to discuss arrangements.  

 

It should look like this: 
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FORMS 
 

 Check Distribution Form 

 

o Sample Form for guidance- (See pages 24 & 25) 

o Blank Forms- in the front pocket. 

o Once completed the forms MUST be signed and returned to Payroll Department, MS 3175 

 

 E-mail Account Request 

 

o Blank Forms ï in the front pocket. -  (See page 4) 

 

 Expense Report Form 
 

o Sample Form for guidance - (See page 26) 

o Blank Forms- in the back pocket. (make copies if not computerized) 

o Computer Formï forms can be downloaded on your personal computer.  Contact computer 

services (573) 651-4357 and they can send the download. 

o Once completed the forms MUST be signed and returned to Extended Learning, MS 6850 

 

 Microsoft Li censed Products Form 
 

o Blank Form- in the back pocket ï (See page 16) 

 

 Payment Voucher Form 
 

o Sample Form for guidance- (See page 27) 

o Blank Forms- can be obtained from departmental administrative assistants. 

 

 Tax Exemption Form 
 

o Copy- in the back pocket 

o Tax Exemption Forms must be presented to the lodging facility at check-in. 

 

 



 

Updated August 17, 2009 

24  

 

  


