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GENERAL INFORMATION

For the day—to-day operaions during the semedter, the SFI will often communicate with
teachers via email. Thus, you should check your email daily for notices of meetings, changesin
plans, corrections, announcements, et cetera. Dr. Margaret Hodd will be the course
supervisor for both Math 32 and Math 41 thisfall.

There is a Departmenta syllabus for each of Math 32 and 41. It isimportant that you cover al
of the materid on the syllabus so that your sudents will be prepared for the find examination.

You can access information about your class online from the Regisra’'s web dte,
http:/Mmww.registrar.duke.edu/ . Click on the “Faculty and Staff” link, and then look for the
“Faculty/Staff Login” near the bottom of the page under STORM. You must have gotten a
“DukeNet ID” to be able to login. (If you don't have one, you should see a secretary in the
Math Department office to Sgn up.) You can see and download your class roll, and you can
find permisson numbers for your class. But before you consider issuing any permission
numbers, pleaseread the information on page 8 about “ Adding and Dropping.”

Calculators will not be dlowed on the find exam in Mah 32 and 41; teachers may determine
the caculator policy for their own tests.

Homework graders will be hired for you by the saff in the Math Department office. 'Y ou will
receive a sparate memo detalling the guiddines under which graders must work, but note that it
isone of your respongbilities to help us ensure that graders report a reasonable number of hours
that are within the guidelines. Y our grader should contact you early in the semester to discuss
the grading and handling of papers. If your grader does not return homework papers promptly
and ignores your requests to do so, let the office staff know. 'Y ou may want to have homework
count 3% to 5% of the student's grade.

The Department will operate three Help Rooms, one for students in Math 251 & 31L & 32L,
one for students in Math 32 & 41, and one for students in Math 103. All three are located on
East Campus for the convenience of the fird-year students who live there.  The Math
25L/31L/32L hep room will operate for about 8 hours each day and will require the
participation of all Math 25L/31L/32L teachers. The Math 32/41 and 103 help rooms, on the
other hand, will operate in certain evenings only and will be staffed by tutors hired by the Mah
Department. Teachers in Math 32 & 41 &103 will not be asked to participate in the Help
Room, and instead should hold normal office hours.

The web ste  http://mww.math.duke.edu/first_year contains much information that can be
helpful to your students. It includes links to information on placement, tutors, the help room
schedule, and the course home page. Please give this address to your students on the first day
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of class. If you set up aweb page for your individuad section, send the URL to Lewis Blake so
he can include it on the course home page.

Anytime a student has been unexpectedly absent from class for a long time you should inform
the SH and the Dean. The dean for firg-year Trinity College students is Dean Michde
Rasmussen (michder@aas.duke.edu) in the Pre-Mgor Center (telephone 684-6217). You
may aso cdl Dean Donna Kostyu (donnakostyu@duke.edu) who is an assstant to Dean
Rasmussen.  The assgant dean for firg-year engineering students is Dean Connie Simmons
(csmmons@acpub.duke.edu) in the Teer Building (telephone 660-5387). Keeping the deans
informed is potentially a matter of the physica and psychologica wefare of the sudent.

If you want to hold extra—necessarily voluntary—yproblem sessons for your classes see a
member of the gtaff in room 121 to reserve a room. Because of the danger of inadvertently
compromising the block find exam, you should not hold any review sessions near the end
of the semester nor should you distribute any exam review sheets. You may, instead,
hold problem—working sessons wherein the students choose the problems to be worked.
Also, the administration requires that no scheduled group meetings with students, even
voluntary ones, be held after the end of classes. You may, of course, continue to hold
office hours as long as you wish.

There are “Indructor's Solution Manuals’ available to you and your grader. Textbooks and
solutions manuds are available in the Department office, and extra syllabi are available in room
118 and from the course web page.

Please make notes of any changes that you fed should be made to the next syllabus, and give
your notes to Margaret Hoddl.

Make areciproca agreement with another instructor to take your class in case you becomeill.
Inform Lewis Blake anytime that you will not teach your own dass, and let him know who your
subgtitute will be.



TESTS, FINAL EXAMINATIONS, FINAL GRADES

1. The Duke Community Standard is Duke's version of an honor code. That code requires that
students, by their sgnatures, acknowledge persona adherence to the Standard every time they
submit a paper for grading. The Duke Community Standard is quoted below:

The Duke Community Standard
Duke University isacommunity of scholars and learners,
committed to the principles of honesty, trustworthiness, fairness,
and respect for others. Students share with faculty and staff the
respongbility for promoting a climate of integrity. As citizens of
this community, students are expected to adhere to these
fundamental vaues at dl times, in both their academic and
nonacademic endeavors.

The Pledge
Students affirm their commitment to uphold the vaues of the
Duke University community by signing a pledge that dates:
1. 1 will not lie, cheat, or sted in my academic endeavors, nor
will 1 accept the actions of those who do.
2. 1 will conduct mysdf responsibly and honorably in al my
activities as a Duke student.

The Reaffirmation
Upon completion of each academic assignment, students will
be expected to reaffirm the above commitment by signing this
gatement: “I have adhered to the Duke Community Standard in
completing this assgnment.”
[Student Signature]

2.  Mah 32 and Math 41 will have the same find exam, which will be a Departmenta exam.
Margaret Hodd will supervise the writing of the exam and will make fina decisons with regard
to the content of the exam. The exam will be block graded. After the exam is graded, the SHI
will make atdly of the results of the exam and will determine a grading scde for the exam.



The number of hour tests, whether to give quizzes, homework palicy, and the rdative weight of
the find exam are determined by each individud ingtructor and should be announced at the
beginning of the term. (A typical distribution is 1 for the final examination and 2 for other
work.) Before you make the details of these decisons, however, you should consder carefully
the implications of paragraphs 4 an 5 below.

The semester grades that you turn in for your class must correlate closely with your
class's grade distribution on the final exam. This does not mean, for example, tha the
number of B's you submit must be exactly the same as the number of B's that your students
make on the find, but the number should be very close.

The SFI will aso designate a “mandatory F’ score, which will be based upon students scores
on the find. Any student who scores below the mandatory F on the final exam must
receive an “F” for the course, unless, upon apped from the teacher on behdf of the
student, an exception is granted by the SFI or the DUS.  Sometime before the find exam, you
should explain to your students the policy concerning the mandatory “F.”

When you return graded tests to students, it is beneficid to the students for you to provide them
with a complete set of solutionsto thetest. A convenient way to do thisisto leave room on the
master copy for solutions.  You can then fill in solutions and make copies of the key. This
process will save classtime and provide students with something to study at exam time.

If thisis your firg time teaching a Duke, have an experienced ingructor check over your tests
before you give them, and have your grading scae checked after you have graded the tests.

Although the Univerdity does not officidly recognize reigious holidays, you should try to avoid
scheduling tests on such days.



ADMINISTRATIVE INFORMATION

1. Frd Day Handout. The matters listed below should be taken care of on the first day of classes.
An efficient way to disseminate this information is to put it on an “information sheet” and pass copies
out on thefirst day of classes. Two examples of information sheets are atached to this pamphlet.

¢ You should give students your name, office location, and homework policy.
Tdl them about the caculus help rooms and about your schedule for office
hours.

* You should identify the textbook that we are using, and tdl the students
whether you expect them to bring their booksto class each day.

* Let students know the calculator policy. (See paragraph 3 on page 2)

* You should tell students about the find examination, your policy on hour tests
and other quizzes, and how you will determine thelr fina grades.

¢ You should give the students copies of the syllabus. Be sure they can read
the syllabus correctly and that they know your policy regarding homework.

¢ Give students the web address http://mwww.math.duke.edu/first_year/ and
tell them that at this dte they can find placement information, the the hdp
room schedule, and a link to course home pages (which include syllabi and
answers to even problems).

2. Missed Work and Officid Excuses. The University's policy regarding dean's excuses is set forth
on the web site http://www.aas.duke.edu/trinity/t-reqs/deansexcusehtml . Some of the following
information is taken from that page:

The student may obtain an excuse from hisher dean for the following reasons:

* Long-termillness
* Persond or family emergency (known to and approved by the student's dean)
* Authorized representation of the University off campus

For a short-term illness the sudent should fill out and submit the “ Short-term IlIness
Noatification” on-line a



http://Amww.aas.duke.edu/trinity/t-reqs/iliness.
The student affirms with an eectronic sgnature that he/she has adhered to the Duke Community
Standard, and we mugt treet this as an excused absence. An dectronic copy of this notification will
autométicaly be sent to the student's dean, so the dean will eventudly find out if a particular sudent is
abudng this system.

If a student misses graded work and is excused, then you have severd options:
* Give amake-up test or quiz.
* Prorate the rest of the student's work to replace the missed grade.
* Replace the missad grade with the student's exam grade at the end of the semester
(usudly for mgjor test in this case).

When you explain your policy about absences and make-ups to your students, give yourself
some leeway, and make it clear that it's your decison—not theirs. Y ou are encouraged to discuss
individud, difficult cases with the Supervisor of First-year Instruction or another experienced teacher.



ADDING, DROPPING, AND DROPPING BACK

During the firgt two weeks of classes, students can change (drop/add) their course or section
through Dukes web regidration sysem (ACES). At the Web dte
http:/Amww.math.duke.edu/firs_year, sudents and faculty can find information about math placement
and introductory math courses. It would be helpful if you point this out to any students who are
asking questions about placement.

The Math 32 and Math 41 classes have been set up so that students can enroll by permission
only. In most cases you should not issue permission numbers, but tell the interested student to email
Lewis Blake (blake@math.duke.edu) who will check the student's math background and then issue
the permisson number if it is gppropriate to do 0. The exception would be for a student who is
samply changing sections of the same course; for example, if a student is dready in another section of
Math 32 and wants to transfer to your section (during the drop/add period), then you can go ahead
and issue a permission number if you want to do so. To confirm that a sudent actudly is in another
section, you can Smply ask the student to show you his or her schedule. To get permisson numbers
for your course, refer to the information in paragraph 3 under General Information earlier in this

pamphlet.

Drop/Add ends after the first two weeks of classes, and after that time students are not
allowed to drop a course without special approval from their dean. If, after the drop/add
period is over, it does appear to you that a student has been serioudy misplaced, then you should
discuss the matter with the SH before you make any specific placement suggestions to the student.
In the past the Registrar's Office has in specid cases dlowed us to transfer a student back to alower
leve, through the end of the fifth week of classes. However, because of the nature of Math 31L, it is
difficult to assmilate students into that course after the second week, 0 it is important to try to
identify misplaced students as soon as possible. 1n no case will a change in math courses be made
after the end of the fifth week of classes. After that point, the student's only recourse would be to
petition hisher dean for permission to withdraw. As the teacher, you do have the authority to grant
that permission. If the dean does dlow a student to withdraw late in the semester, then the student
will bring you a form from the dean's office on which youll indicate whether the student should
receive a WP (withdraw passng) or a WF (withdraw failing).



CLASSFORMAT AND LECTURES

1. Inatypica cass you should spend 10-t0-15 minutes answering questions on the homework
assgnment due that day. Look over the homework problems assigned before going to class so that
you can decide which problems are worth spending classtime on. (Y ou probably won't have time to
work dl of the problems which the students would like to see)) Before working a problem, write the
page number and the number of the problem on the board. It may even be worthwhile to copy the
problem on the board.

2. Spend the remaning 35-t0-40 minutes of class time discussng new materid. Y ou should not
follow the text verbatim. A good dtrategy isto look at the exercises assigned for homework and then
write a lecture which emphasizes examples closgly related to these exercises. (But do NOT use the
same examples in the classroom that the textbook uses) This technique should help students to get
darted on their written assgnment.

3. The emphass of your lectures in Math 32 and Math 41 should be on applications and
understanding of the caculus rather than on forma proofs. Math 32/41 is not an introductory red
variables course, nor is it a course in symbol manipulaion. We expect the sudents to learn to use
and understand precise mathematical language in the context of calculus.

4. Learn the names of your students as soon as possible. One way to do this quickly is to return
homework papersdally. Y ou may be surprised the extent to which this Smple courtesy can generate
apostive feding among your students.

5. As much as possble, maintain eye contact with the sudents. In particular, you should spend
more time looking at students than looking at the chalk board.

6. Organize your writing on the blackboards, and print neetly. Labd things to make it easy for
students to take notes and to follow what you are doing in class. Such blackboard techniques are
especidly important for weaker students, who will work at deciphering their notes after classis over.
Listed below are some samples of examples, definitions, and theorems, as they might gppear on a
well-organized blackboard:

Exanple  Attheendof ¢ seconds, the height of a stone thrown Straight up
from Duke Chapel is approximately s(¢)=—16¢2 +64¢t+210 feet
above the ground. How high above the ground does the stone rise?

Exanple  Find dl vduesof = for which f(x):ﬁ isincreasing.

Exanple  Findthearea A of theregion bounded by theline z =y + 2 and



the parabola = = y2 .

Definition: Let A and B besatsof red numbers. A function f from A to B,
denoted f: A—— B, isarulewhich assgnsto each number x in A
auniquenumber y in B. Wewrite y=f(x) . Thenumber yis
cdledthevdueof f at x, theset A iscdledthe domanof f,and
the st of dl valuesiscdled the range of f .

2
Exanple  Find theimplied domainof f(z)=/ %5 .

X

Mean Vdue Theorem
Let f becontinuouson [ab] and differentiable on (ab) . Then there
isanumber ¢, a < ¢ < b, such that

f/(C) f(b) f(a)

Exanpe  VeifytheMVT for f(z)= vV1—-22, —1<z<1.
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