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1 History of The School of Information Technology and Engineering (SITE) 

The School of Information Technology and Engineering (SITE) was established in 1997 in the Faculty of Engineering following the amalgamation of the Department of Computer Science and the Department of Electrical and Computer Engineering.  

Currently, the school offers programs leading to Baccalaureate of Science degrees in

· Computer Science (concentration, honours) 
(CSI)

· Computing Technology (concentration)
(CTI)

and programs leading to Baccalaureate of Applied Science degrees in 

· Computer Engineering
(CEG)

· Electrical Engineering
(ELG)

· Software Engineering
(SEG)

SITE also offers second concentrations in Computing Technology and Computer Science to students in other faculties.  All programs in the School are offered in regular and co-operative modes of education. The School has graduate programs in Computer Science, Electrical and Computer Engineering, as well as Software Engineering.  The School is a partner in the Engineering Management and System Sciences graduate programs.  The School also participates in offering graduate certificates in Information Technology Project Management and in E-Commerce in collaboration with the Faculty of Administration, the Faculty of Law and the Department of Mathematics.

The School presently has approximately 2000 undergraduate students and over 70 faculty members (still growing!). SITE is located in Colonel By Hall (CBY) and the new SITE building, completed in the year 2002, at 800 King Edward Avenue. The SITE Director's office can be reached by phone at 562-5888 and by fax at 562-5664.  The complete contract information can be found at http://www.site.uottawa.ca/welcome.shtml
The School is part of the Faculty of Engineering.  The Faculty office is in Colonel By Hall, room A-306, 161 Louis Pasteur, Ottawa, Ontario, K1N 6N5.  The Faculty can be reached by phone at 562-5800 x 6170 and by fax at 562-5174.

2 A Word of Welcome

Welcome to the School of Information Technology and Engineering (SITE).  We appreciate your contribution to the education of our students through teaching some of our courses.  We rely on part-time professors to help deliver our top quality programs and we value the experience they bring into our classrooms.  Many of our part-time professors come from industry and government laboratories and bring a different perspective, which helps prepare our students for their challenging careers.

Engineering and Computer Science programs are well structured.  Courses build one on the other starting from fundamental courses in first year all the way to capstone projects in final years.  It is therefore essential that we ensure consistency in the delivery of material, particularly core courses in first, second and third years.  We have to maintain consistent coverage through different sections (irrespective of instruction language) and different years.  It is crucial that you cover the material expected based on the detailed course outline and in collaboration with professors teaching other sections of the same course.  We also ask the regular professors who normally teach a course to act as resource people for the part-time professors and we encourage you to contact them for further information as needed.  If you have not been given the name of the regular professor responsible for your course, please contact academic assistants in SITE office who will provide you with the name and contact information.  The office staff will also give you previous exams and course outlines so you have a frame of reference.  Please note that students have access to old exams through their student associations.
This handbook will tell you about Faculty regulations and available resources to support you in your teaching. We tried to answer most common questions.  Should you have questions we missed, please free to contact SITE Academic Staff for information on logistics.  The regular professor responsible for the course should be the first stop for questions regarding academic content of the course.  The curriculum committee chair will help in answering questions about the overall program.  The name of the curriculum committee chair can be obtained from SITE academic staff or the assistant to the director.  In case of major problems, feel free to contact the Director.  The Faculty calendar provides the details of Faculty regulations, program requirements and course descriptions.  A copy can be obtained from the SITE office or on the Web at http://www.uottawa.ca/academic/info/regist/crs/homeENG.htm.
Our students in Engineering and Computer Science are hard-working people who appreciate the opportunity to build a solid foundation in their chosen discipline.  When given a challenge, they rise to the expectations.  We trust that you will offer them fair, exciting challenges in your course and we hope that you will find your teaching experience as rewarding and gratifying as other professors have found it for years!

3 General Information

3.1 Course coding system
The University adopts the following course coding system:

Example: ELG  3  1  33 A         


Program:
CEG - Computer Engineering


ELG - Electrical Engineering


SEG - Software Engineering


CSI - Computer Science

Level: This number refers to the year in which the course is being taught (i.e. 1 is a first year course)

Language of Instruction:
1, 2 and 3 – English


5, 6 and 7 – French

An English course with a code x1xx has the equivalent French course designated as x5xx.

Course number:

These last two digits refer to the specific course subject.

Section:

This letter refers to a section in a course. Absence of the letter indicates there is only one section of the course in the specified language.
3.2 Lecture hours
A course of 3 or 4 credits has three hours of lectures per week, either as two 90-minute lectures or one three-hours lecture (with a break). Scheduling for summer courses may be different. The locations of the lectures are set by the School and could be anywhere on campus. Additional laboratory, tutorial or discussion group hours may be scheduled as indicated in the timetable which can be accessed at https://web3.uottawa.ca/coursetimetable/Main/en.html. All professors must adhere closely to start and end of term as scheduled by the University.  Changes to class schedule should be kept at a minimum and allowed only if absolutely necessary.  Any such change has to be made through the SITE office.

Course descriptors show hours of instruction as three numbers (lec, tut, lab). For example, (3,0,1.5) means 3 hours of lectures, 0 hours of tutorials, and 1.5 hours of labs a week.

3.3 Office hours
All professors are expected to schedule office hours to allow the students some access outside class time.  This time is very helpful for students particularly before exams.  Please note that in the evaluation at the end of the term professors are evaluated on their availability.  Office hours should be announced to the students at the beginning of the term in the course outline and SITE academic office should be informed of any changes. An office is available for use by part-time professors in CBY A-505.  Further information on access to these offices is given in the resource section of this manual.

3.4 Laboratory supervision
Laboratory work complements lectures. Teaching assistants are assigned to courses with scheduled laboratory activities to help in supervising the experiments and marking the lab reports. However, managing the laboratory and ensuring its smooth operation is the professor’s responsibility.

3.5 Discussion groups/tutorials
It is your choice to lead the discussion group / tutorial (if scheduled) or leave it to the teaching assistants as part of their workload. Like laboratories, tutorials for which credit is earned by the student should have organized activities requiring additional work. On the other hand, you can choose to organize optional discussion group times to provide additional help if necessary.  Students do not get credit for these optional activities. The School sets the time and location for scheduled labs/tutorials. If you wish to schedule additional or occasional discussion groups, then it is up to you to choose the time and location with co-ordination from the SITE academic staff.

3.6 Course Textbook
Textbooks have to be ordered well in advance. Contact SITE’s academic office to check if one has been ordered for your course or if you need to do that.  It is advisable to order the textbook as early as possible to ensure that it is available on time. Consult with the professors teaching other section (s) of the course to select a common textbook for the course.
3.7 Course outline
All professors are required to give the students, in the first lecture at the beginning of the term, a course outline with the following information:

1. Professor’s name, office location, telephone extension, email address.

2. Lecture schedule and location.

3. Office hours and location.

4. Teaching assistants’ names and contact information (or when this becomes available)

5. Midterm date and location (which may not be the same as a regular lecture hour and the regular classroom).

6. Assignment rules and regulations, including how to deal with late assignments.

7. Laboratory rules and regulations, including how to deal with late reports.

8. Material to be covered in the course on a weekly or biweekly basis.

9. Marking scheme (once announced, it cannot be changed in a way to hurt any student grade).  This has to be the same for all sections of the same course. Consult with the professors teaching other section(s) of the course to decide on a common marking scheme for the course.
10. Recommended textbook (title, author, edition, publisher, ISBN)

Course outlines can also be placed on the Web. 

The Faculty requires cancellation of undergraduate elective courses with enrolment lower than 10, unless specific permission is granted.  Exceptions allowing smaller classes may be given in case of French upper-year courses due to the smaller pool of students and are considered on a case-by-case basis.  The decision to cancel the course is taken by the end of the second week or early third week of classes.  Course outlines should specifically mention the possibility of cancellation of elective courses due to low enrolment.  These include all fourth year CSI courses (except CSI 4138 which is required for SEG, CSI 4124 which is required for SYS), CEG 4311, CSI 1303/1703 and CSI 1390/1790. If in doubt about your course, verify with the office.
3.8 Course Notes and Handouts
Photocopying of large volumes of class notes and handouts is done by Mr. Ernest Lalonde (Marion Hall 028, x 6672).  SITE office can help with coordinating pickup and delivery.  All handouts are sold to the students at Marion Hall. It is the professor’s choice to make them available at Marion, on the Web or both.  Since syllabi (course outline) must be handed out on the first day, preplanning is necessary.   First week of classes, midterm time and final exam time are very busy for photocopying and big jobs have to be duly planned.
4 Course Content

4.1 Coverage of Course Material
Different teachers never deliver the same material in identical ways.  We welcome the different perspectives each professor brings into the classroom.  However, courses are designed to build on one another.  Professors teaching fourth year courses assume specific material was taught in the prerequisite courses and they build on it, they do NOT repeat it.  They do not have the time to do so!  Those teaching third year courses in turn assume certain material was covered in second year courses, and so on.  While professors have considerable flexibility in choosing how to cover the material of the course and have some flexibility in the weight given to specific subjects, they do not have as much flexibility in choosing what to cover.  It is essential that the material expected in the course as described by the course description and any other revisions to its contents (approved by SITE Council) be covered with reasonable weighting between different subjects.  To help you establish some frame of reference for the course, you will be provided with previous years’ course syllabus and exams.  If you do not receive this material, please make sure you ask for it from SITE’s academic office.  Again, please note that in almost all cases, previous years’ exams are available to students through student associations. Given the Faculty’s policy of common exam for different sections of same course (irrespective of language of instruction), it is crucial that the course material covered in all sections be coordinated during the term so that a common exam is possible at the end.  While assignments do not have to be identical, it helps if they are similar to ensure students in all sections get similar practice in their assignments in preparation for the exam.

Every regular professor teaching a section of a multiple-section course is expected as part of their workload to work closely with the part-time professor by supplying the details of what needs to be covered in the course and the relative importance of specific subjects.  Please make sure you consult closely with our regular professors.  If no regular professor is teaching other sections of your course, you can ask SITE office for the name of the professor who taught this course in the previous year or you can consult with the curriculum committee chair of the program offering this course.  You should also familiarize yourself with the course prerequisites so you are aware of the background assumed in your course. 

4.2 Prerequisite and corequisite requirements
Prerequisite and co-requisite requirements of the courses must be observed. We ask part-time professors NOT to approve any exemptions from these regulations.  Approval can only be granted by the SITE academic office (STE 1020) to ensure consistent application of the regulation.  Graduate students taking an undergraduate course should seek exemption from the graduate coordinators through their respective graduate assistants (STE 1020).   

As mentioned in the previous section, it is important to familiarize yourself with the course prerequisites to be able to accurately estimate the students’ background.  It is also important to know which courses use your course a prerequisite and in what way the material is used so you can ensure a proper link between the courses.  I remind you that all courses are links in one chain and the chain is as weak as the weakest link.  We have to make sure they are all strong!

5 Examinations

All courses are required to have a final exam except for project-based courses or other cases when the nature of the course makes an exam an inappropriate means of assessing the student’s knowledge.  Any exception has to be approved by the Dean’s office.

5.1 Marking scheme and percentage scale
The marking scheme defined in the course outline must be respected and complied with. It cannot be changed to the detriment of the students. For example, if a project and assignment weights were announced in the class at the beginning of the course as 15% and 10% respectively, the professor cannot change the project weight to 10% and the assignment weight to 15% at the end of the term. This would harm those who did better in the project and worse on the assignment.  However, one can conceivably change the marking scheme to choose the better of the two scenarios for each individual student if the professor sees some value in that.  

Many professors choose to require a minimum of 50% on the final exam (or on the sum of the final and midterm exams, as these present controlled activities in the course).  This has to be indicated clearly in the course outline and explained to the students.

Courses with CSI codes and some courses with SEG codes have the following rules: 

In order to obtain at least D in a CSI course at level of 1000 to 3999 the student must obtain at least 50% in a predefined weighted sum of all examinations (including midterm) in the course. 

In courses at level of 1000 to 2999, the exam component (including midterm) must count for at least 50% of the total mark.  You should clearly state what mark (E or F) the student will receive if he or she does not obtain at least 50% in a weighted sum of all examinations. 

As an example, if the student’s weighted exam sum is x/100 and x< 50, x could be the student’s final mark for the course.

Please note that D is the passing grades for courses at level 1000 for all students.  D+ is the passing grade for courses at level 2000, 3000 and 4000 for students registered in the Faculty of Engineering or students in Arts, Social Sciences or Science taking the course as part of a second concentration in Computer Science or Computing Technology.  Students in other programs need only a D to pass the course.

A student receiving E in a 1000-level course is eligible to write a supplemental exam. The mark of the student following the supplemental exam is calculated based on the same marking scheme as was used in the course.  The only change is to replace the original final exam mark by the supplemental exam mark. The marks for assignments, laboratories or projects remain unchanged. The same applies to deferred exams.

The percentage scale adopted by the University of Ottawa is:

A+: 90-100, A: 85-90, A-: 80-84, B+: 75-79, B: 70-74, C+: 66-69, C: 60-65, D+: 55-59, D: 50-54, E: 40-49, F:0-39.

A grade of INC means that one part of the course work has yet to be completed.  An INC is automatically changed to F a year later unless modified by the professor.  ABS is a grade given if a student is registered in a course but does not submit any work or write any exams. This is typically someone who did not attend the course at all.

Please note that the scale is different for Carleton students taking courses at the University of Ottawa. Check with SITE office for information.

5.2 Exam Scheduling
Final exams for all undergraduate courses are scheduled by the University except for summer courses that are scheduled by the School.  Exam schedules are generally available October 30th and March 9th and can be found at https://web.uottawa.ca/uopr/wpn003;Lang=EN or by checking with SITE academic staff.  Exam schedules cannot be changed once the final schedule is posted unless ALL students agree in writing.  This is generally extremely difficult for large classes.  

Final exam questionnaires are due 10 working days before the exam date. 

Midterms are scheduled by the professor who also has to ask for larger rooms if necessary for the midterm exam.  This should be announced to the class at least a week ahead of the exam date and should preferably be set at the very beginning and specified in the course outline.  You can ask TAs for help in proctoring the midterm.

5.3 Marking of midterm and final examination
It is the responsibility of the professor who teaches the course to mark the midterm, final, supplemental and deferred examination papers. It is recommended to compare some statistics of the results with professors teaching other sections of the same course (since they have a common exam). 

Professors are expected to hand in final grades 10 working days after the final exam.  Delays in submitting the grades can create serious problems to staff and students.  If a professor cannot meet the required deadline for unusual reasons, SITE academic staff has to be informed immediately so they can inform the professor of the absolute latest deadline.  We count on everyone’s collaboration to ensure smooth entry of marks into the system and avoid complications resulting from missing grades. 

Students use midterms as an indication of their understanding of the material.  Please make sure the midterm marks are given to the students early enough before the deadline for dropping the course. This allows students who are clearly having problems to drop the course rather than fail it if they do not believe they can catch up.

5.4 Proctoring final exams 
You will be asked to proctor one final exam session for every course you teach. This is generally for the course you are teaching but may be for a different course. There is a set of rules and guidelines that you will be informed of before the examination period, along with instructions on where to pick up exam questionnaires and drop off exam papers during and outside working hours.

5.5 Deferred and supplemental exams
Supplemental exams are allowed only for 1000-level courses.  Part-time professors teaching these courses are asked to write the exams and mark the papers for any necessary supplemental.  Deferred final exams require approval by the Dean’s office academic secretariat.  Any medical certificates have to be approved by the University Health Services (letters from personal physicians are not acceptable).  Students should follow the regulations as stated in the calendar.  Deferred final exams will be scheduled only through the Faculty office.  In case of approved health certificates for midterms, it is the professor’s discretion to schedule another midterm or to shift the midterm weight to the final exam.

5.6 Students’ right to see their exam paper
Students are entitled to see their exam papers after the exam. Students can make an appointment or come during scheduled office hours. You may choose to leave the exams in the SITE office if you are no longer on campus after the final exam of your course. The student has a right to question the marking of the exam within one month of the official posting of the grades. The University requires that all exam papers be kept for a period of six months after the exam is conducted, following which they can be destroyed. Any grades posted by the professor should be marked “unofficial” until approved by the Faculty and entered into the system.

5.7 Challenge exams
A student who believes they know the material based on prior experience and who is registered in the course for the first time can ask to write a challenge exam in lieu of completing the whole course (assignments, midterms,…) The student should consult the calendar for procedures. School approval is necessary.
6 Important deadlines

Midterm date:
set by professor, announced at least a week ahead and preferably listed in the course outline

Midterm marks:
preferably returned one week before deadline for dropping a course 

Deadline to drop courses:
November 3rd and March 9th

Final exams:
due 10 working days before the exam

Final marks:
due 10 working days after the exam

(Note that there is a one-week study break in the winter term)

7 Course and teaching evaluation

University regulations require a teaching evaluation to be conducted in all courses near the end of the term. At that time, all professors receive an evaluation kit from the Faculty. You should ask one responsible student from the class to conduct the evaluation in your absence. Students generally need 20 minutes to complete the evaluation. The selected student should follow the instructions on the envelope, seal both envelopes, sign them and deliver them to the SITE academic office.  The evaluation form for part-time professors asks the students to choose one of five answers as response to the following questions:

1. 
I find that the professor as a teacher is: (excellent, good, acceptable, poor, or very poor)

2. 
I think that the professor conveys the subject matter effectively: (almost always, often, sometimes, rarely, almost never).

3. 
I find the professor well prepared for class: (almost always, often, sometimes, rarely, almost never).

4. 
When I need to consult the professor outside the class, I find him/her available during scheduled hours and/or at prearranged times: (almost always, often, sometimes, rarely, almost never, NA).

If the average of the responses to questions 1, 2 and 3 is equal to or less than 2.9, the Dean may consider withholding seniority points as per Article 5.8.1(h) of the APTPUO collective agreement. Students are also asked to evaluate the teaching assistant(s) on separate forms.  It is preferable to conduct this evaluation separately from the evaluation of the course/professor. You can conduct the evaluation of the TAs yourself. 

8 Resources and Support

8.1 Teaching assistants
Professors are assigned a number of assistants depending on the enrolment in your course and the work required. The teaching assistant will help in laboratory supervision, assignment marking, tutorial discussion and midterm proctoring. A full TA load comprises 125 hours over the term. Given the scarcity of this resource and the contribution the teaching assistants make, it is very important that they are fully utilized.

8.2 Support Staff
The staff in SITE academic office will help you with academic matters including room reservations and scheduling.  SITE has very knowledgeable technical staff that ensures proper functioning of lab equipment and computer facilities.  The Administrative staff is available to help with keys, photocopy accounts, mail, and to answer general questions dealing with the physical aspects of the School.  Feel free to ask for help.  A full list of technical, administrative and academic staff is given on the SITE web pages at this address:  http://www.site.uottawa.ca/school/people/adminstaff.shtml.  The Faculty also has general open-access computer laboratories as well as a computer classroom in CBY B-02.  Consult Mr. Steve Symons symons@eng.uottawa.ca for information on Faculty resources. 

8.3 Office space
Part-time professors are expected to schedule office hours to allow students to consult with the professor outside of class hours.  To this end, an office is available for use by part-time professors in CBY A-505.  To obtain a key, you should contact the secretariat at x 6699 in STE 5105.  Office hours should be included in the course outline. 
To obtain a computer account for the computers in room A-505, please contact the Faculty IT support team, at support@genie.uottawa.ca
8.4 Assignment Box
You can choose to require students to hand in their assignments in a locked box or to require them to hand them in personally in class.  If you choose the first option, consult the academic office to set up a box with your course number and arrange for TA access to the boxes for pickups.  Assignments can also be returned in open boxes also located on the same floors, during tutorials or in the lecture room. 

8.5 Mailbox
You will have access to a physical mailbox in SITE. It should be checked regularly since you may receive mail and messages through it. You can obtain an access code from the secretariate, room STE 5105.
8.6 Photocopy account
You will be provided with a magnetic card to use the photocopiers located in CBY and in SITE. Any large amount of photocopying should be done at Marion Hall and sufficient notice given.  Consult Mrs St-Michel for further information.

8.7 Email account
You can obtain an email account from Mr. Michel Racine, STE 2006, Ext. 6683, michel@site.uottawa.ca. He will also guide you post any material on the Web.

8.8 Office supplies
You can obtain supplies (transparencies, markers, etc.) for your lectures from the office at CBY A-519 or STE 5105. 

8.9 Library card
The library is located in Morisset building beside the University Centre. You are eligible to have a library card for borrowing books from the library. You can obtain a library card with your employee card. The library card has to be returned to the library at the end of the term.
8.10 Laptop and Data Projector
SITE has a laptop and data projector for occasional use. The Faculty also has a set.  Many rooms are equipped for audio/visual presentation not requiring any additional equipment.  Check with Academic staff in STE 1020 for information.

8.11 University Centre for Teaching
The University Centre for Teaching (564-2350) provides pedagogical support for university professors and is a valuable resource on teaching-related material.

8.12 Career and Counseling Service
The Career and Counselling service (562-5200) offers support to students who have non-academic difficulties with their studies.  We encourage you to refer students to their service, as necessary, for help in dealing with problems affecting their studies, including personal family problems, time management, stress management or, in extreme cases, depression. 

9 Personnel Information
9.1 SITE teaching personnel :
http://www.site.uottawa.ca/school/people/faculty.shtml


Administrative and academic support staff :
http://www.site.uottawa.ca/school/people/adminstaff.shtml

Technical support staff : 
http://www.site.uottawa.ca/school/people/systemstaff.shtml
9.2 Important telephone and fax numbers

COLONEL BY Hall
SITE



SITE

 


Secrétariat
Administrative secretariat
Academic secretariat

Telephone
562-5800 x6402
562-5800 x6699

562-5738

Fax
562-5175
562-5664


562-5187

Université of Ottawa

Protection: 562-5499




Emergency: 562-4411

9.3 Administrative Staff

Suzanne St-Michel
vacancy
Administrative Officer
Administrative clerk
stmichel@site.uottawa.ca
@site.uottawa.ca
STE 5094
STE 5118
(613) 562-5800 Ext. 6697
(613) 562-5800 Ext. 6132
Blanche Dinelle
Chantale Arcand
Receptionist-Secretary
Secretary
bdinelle@site.uottawa.ca

carcand@site.uottawa.ca
STE 5105

STE 5118
(613) 562-5800 Ext. 6201

(613) 562-5800 Ext. 6501
Michèle G. Roy
Melissa Hacquard

Administrative Assistant to the Director
Étudiante, Commis-réceptioniste

roy@site.uottawa.ca
hacquard@site.uottawa.ca
STE 5090
CBY A-519

(613) 562-5888
(613) 562-5800 Ext. 6402

9.4 Academic Staff

Aurore Morin
Frédérick Tremblay

CEG program students
Schedules, room reservations, TAs

Senior Academic Assistant
Senior Academic Assistant

morin@site.uottawa.ca
frederic@site.uottawa.ca
STE 1020j
STE 1020h
(613) 562-5800 Ext. 6211
(613) 562-5702

Ginette Trottier
Perrier, Céline
CSI
ELG, SEG 

Senior Academic Assistant
Senior Academic Assistant

ginette@site.uottawa.ca
gplouffe@site.uottawa.ca
STE 1020i
STE 1020l
(613) 562-5800 Ext. 6701
(613) 562-5800 Ext. 6258
Natacha Chiasson
Mirella Aiello
Academic Receptionist
Academic Assistant, Graduate Studies

chiasson@site.uottawa.ca
maiello@site.uottawa.ca
STE 1020
STE 1020b

(613) 562-5738
(613) 562-5800 Ext. 6700

Lucette Lepage
vacancy
Academic Assistant, Graduate Studies
Academic Assistant – IGIP
lepage@site.uottawa.ca
@site.uottawa.ca
STE 1020a
CBY A-519
(613) 562-5800 Ext. 6212
(613) 562-5800 Ext. 6402
Monique Walker 
Isabelle Houle
Academic Asst, Inter disciplinary studies
Étudiante, Réceptioniste à l'académique mwalker@uottawa.ca
ihoule@site.uottawa.ca
STE 1020g
STE 1020
(613) 562-5800 Ext. 4763
(613) 562-5738


9.5 Technical Staff

Computing & Software Services Unit

This group is responsible for managing SITE’s computing and networking infrastructure, which involve undergraduate and graduate computing labs as well as administrative and in certain cases research computing resources. The team can be reached via email at address software@site.uottawa.ca.The group members are:

· Michel Racine: 562-5800 Ext. 6683.  
E-mail: michel@site.uottawa.ca

Systems Manager

Manages SITE’s Computing & Software Services Unit. Manages systems and plans the software infrastructure. Is responsible for course-related software. Responsible for computer accounts. Develops, maintains and documents the custom applications used in the administrative environment of the School. Provides high-level consultation services to professors, support staff regarding the available software infrastructure.

· Samer Sader: 562-5800 Ext. 6504. 
E-mail: ssader@site.uottawa.ca
Academic and Administrative Support Specialist

Provides technical assistance in support of teaching or administrative activities to faculty, staff members and graduate students. Provides software and hardware related technical support.
· Miguel Gonzalez: 562-5800 Ext. 6441. 
E-mail: mgonzalez@site.uottawa.ca

Laboratory Support Specialist

Looks after the day-to-day operations of the lab PCs and Unix workstations. Provides technical support to all undergraduate students using SITE’s computing facilities. Maintains software configurations for the desktops. Carries out hardware maintenance of all lab PCs. Provides technical support and problem solving assistance to students and makes recommendations as to optimal configurations for equipment. Manages the printing facilities available in the undergraduate labs of the School. Supervises the student consultants present in the 0-110 lab.

· Marc Fortier: 562-5800 Ext. 6680. 
E-mail: mfortier@site.uottawa.ca

Systems Analyst

Manages the School’s Novell servers & Windows NT servers. Installs, configures and tests microcomputer-based operating systems and software. Develops techniques to streamline the set-up of PCs both for lab and for non-lab use. Designs, Develop, implement and maintain automated systems for use by students and SITE staff.
· Keith White: 562-5800 Ext. 6681. 
E-mail: kwhite@site.uottawa.ca

Unix Systems Administrator

Manages the School’s Unix systems and network infrastructure, composed of Sun (SunOS and Solaris), and PC (Linux and FreeBSD) computers. Ensures that the School’s Unix infrastructure is at the leading edge. Performs server and workstation operating system configuration, software installation, and system troubleshooting. Manages the e-mail, WWW and other server systems, and is responsible for establishing system security procedures. Provides expertise on Unix and Unix related software to members of the School and acts as an expert for software purchasing decisions.

Computer and Electronic Instrumentation Services Unit

This group is responsible for managing SITE’s Computer and Electrical Engineering Instrumentation laboratories, which houses a variety of complex electronic and computing equipment. The team can be reached via email at address hardware@site.uottawa.ca. The group members are:
· Roger Montcalm: 562-5800 Ext. 6657. 
E-mail: roger@site.uottawa.ca

Laboratory Manager, Operations and Facilities

Manages both operations and facilities for the undergraduate and graduate laboratories as well as the School’s office equipment and technical shops. Supervises, instructs and evaluates a group of technical employees who are responsible for a variety of complex laboratories. Contributes to policy formulation and long‑term management planning. 

· Alan Stewart: 562-5800 Ext. 6659.
E-mail: alan@site.uottawa.ca

Computer and Electronic Instrumentation Technologist

Responsible for the repair and maintenance of computers, electronics and electrical equipment located throughout the various undergraduate and graduate environments.  Provides assistance with the design, building and testing of custom electronic and computing instrumentation for the purpose of expansion or enhancement of the School’s lab environments. Provides backup support in lab environments and technical support to professors and graduate students. 

· Alain Le Hénaff: 562-5800 Ext. 6257.
E-mail: lehenaff@site.uottawa.ca

Lab coordinator

Co-ordinates the activities in a variety of lab infrastructures (Control, DSP, Microprocessor, Power, Electronics, Electro-Magnetic, Microwave, Communications, Optics, Robotics) Duties include resource allocation, scheduling, design, technical support and maintenance.

· Michel Robert: 562-5800 Ext. 6239.
E-mail: mrobert@site.uottawa.ca

Electronic Technician

Provides technical support and maintenance of the undergraduate teaching laboratories (such as circuits, electronics, and VHDL based system, etc.) taking place in Colonel By B302.  Assists the Lab Coordinator with the installation and maintenance of other undergraduate teaching laboratories located in Colonel By.  Provides assistance with the maintenance of the School’s computer infrastructure as well as providing backup support in other lab environments. Maintains regular contacts with suppliers and investigates and recommends the acquisition of electronic lab components, based on market survey, analysis of options based on specification, reliability, maintainability and cost.
· Thanh Nguyen: 562-5800 Ext. 6238.
E-mail: thanh@site.uottawa.ca

Computer Technician

Provides technical support and maintenance of the undergraduate teaching laboratories (such as DSP, DAQ, and network equipment, CISCO) taking place in Colonel By. Repairs and maintains computers, computer networks, electronic and electrical equipment located in CBY B402.  Provides backup support in other lab environments and technical support to professors and graduate students. 

· Martin Demers: 562-5800 Ext. 2135.
E-mail: mdemers@site.uottawa.ca

Appariteur
Shipping and receiving, technical support, inventory 
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10.1 Engineering Computing Facility

Please refer to URL http://www.ecf.uottawa.ca/eng/ for an up to date description of the Faculty of Engineering Computing Facilities.

10.2 SITE COMPUTING FACILITIES

10.2.1 Labs and Equipment

SITE undergraduate students have access to the following undergraduate labs, according to their programs and the courses that they follow: 

· All SITE undergraduate students have access to SITE's general access computing laboratory, located in room 0-110 of the SITE building, at 800 King Edward Avenue. 

· Rooms STE 0-130, 0-131, 2-052 and 2-060 are used for CSI & SEG course labs. 

· ELG & CEG students have access to the SITE instrumentation labs, located in rooms B302, B402, B519 of Colonel By Hall and in STE 2-061. 

· All SITE students have access to the Faculty of Engineering undergraduate labs, located in room B102 of Colonel By Hall. These labs are maintained by Faculty of Engineering staff. Documentation on the use of the Faculty of Engineering labs is available online at http://www.ecf.uottawa.ca/. 

Note that this document will deal mostly with the infrastructure of the SITE computing labs. If you need to coordinate requirements for the SITE instrumentation labs, contact Roger Montcalm (roger@site.uottawa.ca) at extension 6657. If you need to coordinate requirements for the Faculty of Engineering undergraduate labs, contact Stephen Symons (symons@genie.uottawa.ca) at extension 6186, or refer to the Faculty of Engineering lab information page. 

Extensive documentation exists for the SITE computing labs, including the equipment & available software. All professors should get familiar with the lab environment and its documentation, available online at URL http://www.site.uottawa.ca/local/labinfo. A specialized information page for professors is also available at http://www.site.uottawa.ca/infoprofs/. You should get familiar with this online resource. If you have any specific software needs or questions, contact Michel Racine. 

The regular staff is available during normal work hours. Students hired as consultants are present at the help desk in the 0-110 lab, from morning until the lab is closed, weekdays and during weekends. The lab's schedule is available online at http://www.site.uottawa.ca/local/cube/schedule.shtml. These students can answer basic technical questions, but are not be used to replace a TA. 

A laptop with a PC-viewer is available for in-class presentations. Professors can take it to classes, but should return it to room STE 1-020 immediately (it is not meant to be used as a personal machine). The receptionist in room STE 1-020  is responsible for booking it out. 
10.2.2 Accounts

Professor accounts: 

To obtain an account, professors should contact Michel Racine, at 562-5800 x 6683. Both a PC and a Unix accounts are available. 

With their Unix accounts, professors can set up their own personal web page. Instructions on doing so is available in the online documentation, at URL http://www.site.uottawa.ca/info/provider.html .

An email account is automatically enabled when an account is created for a professor. Documentation on setting up this email account is available online, at URL http://www.site.uottawa.ca/local/labinfo/email/ . SITE will use this '@site.uottawa.ca' address to communicate with regular professors and part-time-professors, via mailing lists. If you prefer to have your mail forwarded to another account, you can do so, by following the procedures in the email documentation as described above.

Student accounts: 

Students can generate their account by going to the SITE undergraduate labs in room STE 0-110 anytime during the semester. Any PC can be used to generate their account, simply by logging in using the 'autopass' userid; password instructions are available on the screens of all PCs. This will automatically run a program that will allow the student to generate their SITE account. More details on SITE student accounts can be obtained from the page http://www.site.uottawa.ca/local/labinfo/accounts.shtml. 

Remote access: 

Professors that require remote connectivity can use the University's dialup access modems. Two modem pools are operated by the Computing & Communication Services. Both pools require a special account, available by contacting the University's Computing & Communications Services Help Desk at extension 6555 or by email at cybersos@uottawa.ca.  For information on how to configure your computer for PPP or how to use the University's Dial-Up Service, refer to the Computing Services Cyberstart guides at http://www.uottawa.ca/services/ccs/docs/, in the 'Remote Access / Dial-up' section. The following dialup numbers are available:

	564-0509
	This number offers a PPP service 24 hours a day, but offers slower modems.

	564-56801
	This number offers a PPP service using faster modems, but is not available during regular business hours.


10.2.3 Providing information to students

There are several methods for providing information to the Undergrad students: 

10.2.4 WebCT

The University's Center for Mediated Teaching & Learning (CMTL) offers the WebCT tool for allowing easy creation of online components to courses. WebCT is used by over 1,500 colleges and universities worldwide. WebCT facilitates the creation of sophisticated World Wide Web-based educational environments: 

1. It provides an interface allowing the design of the look of the online course (color schemes, page layout, etc). 

2. It provides a set of educational tools to facilitate learning, communication and collaboration (quiz, discussion forums, etc). 

3. It provides a rich set of administrative tools to assist the instructor in course delivery. 

WebCT can be used to create entire on-line courses, or to simply publish materials that supplement existing courses. It requires minimal technical expertise on the part of the developer of the course, and on the part of the student. WebCT's online forum can provide students with a rich method for exchanging course-related information and can justify in itself the use of the WebCT tool.

SITE strongly encourages the use of WebCT to deliver course material to students. Accounts can be obtained by contacting the CMTL staff at maestro@uottawa.ca or by visiting their web page at http://www.maestro.uottawa.ca/ . They also offer WebCT tutorials, usually before the beginning of every semester.

10.2.5 E-mail

A course email alias for most SITE courses is generated automatically as part of our account generation system. The alias is the same as the course code, including the section - e.g.. 'csi1100a@site.uottawa.ca'. Sending an e-mail to such an alias will reach the professor (using the professor's '@site.uottawa.ca' email address), the TAs responsible for the course and the students regsitered in the course. In order to reduce spam, these aliases are not accessible from outside of Campus. If you need to use them remotely, use SITE's web-based email system, available in the 'Quick Picks' section of every SITE web page. 

The disadvantage of using e-mail to distribute information is that e-mail systems are not meant to transfer large amount of data. If you send a 1MB document to a list of 100 users, you end up using a lot of disk space... Please do not send large documents via e-mail.  

NOTE: As of September 2001, most email communications by SITE professors and staff is directed to the student's official '@uottawa.ca' University email address. It is every student's responsibility to ensure that they read these emails, either using the central email systems or by set up forwarding for the University email address. Instructions on how students can do so are available online, in SITE's email documentation, available online at URL http://www.site.uottawa.ca/local/labinfo/email/.
Professors should be aware that there is an alternate method of reaching students by email, available in the ' Infoweb for Professors and Employees ' service...

10.2.6 Course web pages using SITE homepage

Professors can create a web page for their course under their personal home page. You could, for instance, create a subdirectory for course XYZ under your public_html directory. Again, you should refer to instructions at URL http://www.site.uottawa.ca/info/provider.html. 

If you set up a web page for your course, either under your own personal home page or using WEBCT, you should publish the URL of your course. Students will be able to access the files directly, using the URL that you will have provided, or by accessing SITE's Web page, under the 'Course and Lab Material' section of SITE's home page. To publish your course's URL, use the 'Course classlists & URL page' section of the http://www.site.uottawa.ca/infoprofs/ page.

10.2.7 Electronic class lists

Electronic class lists are automatically generated for SITE courses, based on information that we obtain by daily downloads from the Registrar's Student Information System. You can use these class lists to generate spreadsheets for course marks.

To obtain your electronic class list, you can either use the 'Course classlists & URL page' section of the http://www.site.uottawa.ca/infoprofs/ page, or use the equivalent service in the ' Infoweb for Professors and Employees ' pages.
10.2.8 Procedures for accessing labs and equipment

The following rules should be followed when accessing labs and/or equipment,
 in the undergraduate labs located in Colonel By and SITE 

An understanding of how the security system works in all labs is required before access is granted to Professors and TA's. 

Presently, some labs (CBY B-302, CBY B-402) are controlled by motion sensors and are tied directly to central security of the University. Electronic keys can be programmed to access some of these labs once a Professor or TA has been instructed on the proper procedure for opening and closing the lab after hours. In addition, other labs in CBY (B-08A, B-08B) have card readers and security systems that Professors and TA's should be made aware of.  Please see the technician in charge to get an understanding of how these systems work.
10.2.9 Procedures for removing equipment

All equipment or components located in the undergraduate labs should NOT be removed without consent from the lab technician and/or the lab coordinator. 

If you are granted loan of the equipment you will be asked to sign a “Lab Equipment Log Book” so we can keep track of our resources and inventory. 

For the Lab CBY B-302 “Electronic Lab” the logbook is in CBY B-302B, please see Michel Robert (6639) to sign the equipment out.

For the Lab CBY B-402 “DSP Lab” the logbook is in CBY B-402B, please see Thanh Nguyen (6238) to sign the equipment out.

For the Lab CBY B-519 “Communication and Electromagnetic Lab” the logbook is in CBY B-518, please see Alain Le Hénaff (x6657) to sign the equipment out.

The electronic shop (CBY B-302B) and the computer shop (    ) also have a security system. Parts and/or equipment and/or tools in both of these environments should not be removed without consulting with the lab technicians. For CBY B-302B see Michel Robert (x 6237) and/or Alan Stewart (x 6659). 

Note: Please note that the equipment in the undergraduate lab is not intended to support research activities. Please be aware that there are circumstances that will prevent us from granting permission to take out equipment. Some of which are but are not limited to the following. 

· Equipment is needed for an undergraduate lab.

· Equipment needs repairs and /or maintenance.

· The time period the material would need to be borrowed for.

· Equipment was loaned to another party prior to your request. 

If you are refused and still need some components and/or equipment, see Alain Le Hénaff who as the Lab Coordinator can perhaps help you in finding an alternative. If you still are not satisfied then you can contact Roger Montcalm who as the Lab Manager will review the situation.
10.2.10  Lab Access: Procedure and Schedules

We are striving to give as much access time as possible to students in the undergraduate labs, especially when the lab is not in use. With that in mind, we hire consultants/technicians to increase the availability of those high demand environments. Remember that priority of use is always given to a scheduled course lab. A “Lab time schedule” has been posted on the doors of the CBY labs and will be posted in the SITE labs. The lab schedules are presently prepared by Frédéric Tremblay (x 6702) and by Alain Le Hénaff (x 6257). If you find any errors and/or omissions, or if you want to reserve the lab, please bring it to their attention. A new schedule for that lab will then be posted. 
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