
New Rapporteur 
Orientation

WELCOME TO THE UNIVERSITY SEMINARS / FALL 2025



Orientation: 
Overview

• Our Mission

• A Brief History of The University
Seminars

• Introductions

• Responsibilities

• Meetings

• Meeting Documentation

• Resources

• Guest Travel

• Reimbursements

• Onboarding and Payroll

• Compensation

• Reporting Sexual Harassment, Gender-
Based Misconduct, and Discrimination

• Thank You and Good Luck!
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Our Mission
“The mission of The University Seminars 
collectively is to enable the intellectual 

missions of its individual constituent seminars.”
The University Seminars at Columbia University is an ongoing community of partnerships each of 

which is constituted by scholars from multiple academic departments and disciplines, often 
including experts from outside academia, and is devoted to the study of an institution, 

practice, or issue of theoretical and/or practical importance. The University Seminars originated 
in, and maintains its vitality through, spontaneous intellectual initiatives and is therefore 

considered a movement.



A Brief History of The 
University Seminars



The Founding of The University Seminars

• Founded in 1945 by Frank Tannenbaum and a group of 
Columbia Faculty.

• Began with five seminars (two of which are still meeting).

• Tannenbaum was an activist who became an historian of Latin 
America.

• Jane Belo was a teacher, painter, anthropologist, and socialite. 

• Upon their deaths, they willed The University Seminars a portion of 
their fortune. 
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Introductions



The Office of 
The University 
Seminars

SUSAN BOYNTON
Director 
SLB184@COLUMBIA.EDU

PAMELA GUARDIA
Director of Administration & Planning
PAMELA.GUARDIA@COLUMBIA.EDU

GESENIA ALVAREZ-LAZAUSKAS
Associate Director, Financial Operations
GA2030@COLUMBIA.EDU

SUMMER HART
Chief Creative Officer
SH3040@COLUMBIA.EDU

GARY M. MAYTA-LIZARRAGA
Program Coordinator
GM2965@COLUMBIA.EDU

GIRAN CEBALLOS
Administrative Assistant
GRC2136@COLUMBIA.EDU

GENERAL OFFICE EMAIL
UNIV.SEMINARS@COLUMBIA.EDU
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Important Things 
to Remember

• Intellectual work is going on and your job is to 
facilitate meetings and take accurate minutes at 
every meeting. 

• You are the liaison between The University Seminars 
office and your seminar’s chair/s.

• Read through the Administrative Portal before your 
first meeting. (Navigate to the portal from the main 
website).

• Email is the primary form of communication,
but voice and video Zoom meetings with the office 
can be scheduled in advance.

• Always refer to your seminar number and seminar 
name in your email correspondence with The 
University Seminars office. We support over 90 
individual seminars.

• Mark email “Urgent” in the subject line if you need a 
prompt response. 

• Honoraria and dues are forbidden.
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Responsibilities



Responsibilities: Overview

• Keep in communication with chair and office 
to understand responsibilities.

• Maintain an email list of seminar members, 
associates, and guests and upload it once 
per year to Submittable.

• Confirm information on the individual seminar 
website is correct, including schedule.

• Submit schedule (NAYPF), communicate 
changes, logistical needs for each meeting 
(speaker’s AV, dietary restrictions, any 
accessibility needs of any attendee).

• Reserve dinners, collect RSVPs, direct payees 
to CC Payment form.

• Reserve and test AV with guest and Giran. 
Sign out and return equipment properly.

• Liaise travel arrangements for each guest, 
obtaining confirmations and forwarding as 
required.

• Reach out to speaker regarding their 
paper donation intentions.

• Submit reimbursements for guests or 
yourself to the office.

• Send announcements of seminar 
meetings. Zoom invitations for virtual 
meetings.

• Circulate handouts or background 
papers for presenting guest.

• Meet *NEW* privacy policy requirements.

• Record the minutes and collect names 
and affiliations (include in minutes).

• Handle general administrative duties for 
the seminar. 

• Submit all minutes via Submittable and 
timesheets via Google.
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Responsibilities:
Throughout the 
Academic Year

• Review The University Seminars Website

• Review the Administrative Portal

• Beginning of the Academic Year

• End of the Academic Year

• Facilitating Meetings

• Documenting Meetings
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Responsibilities: Website
HTTPS://UNIVERSITYSEMINARS.COLUMBIA.EDU/

• Review The University Seminars Website
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• Review all information on your seminar’s page.

• Provide a schedule. 

Responsibilities: Website
HTTPS://UNIVERSITYSEMINARS.COLUMBIA.EDU/



Responsibilities: 
Administrative Portal

• Review the Administrative 
Portal .

• The Administrative Portal 
contains all guidelines, 
instructions and forms.

• Click through the headers in 
the portal to get a sense of 
what it contains. Search the 
portal for answers to your 
questions before contacting 
the office.

• The Rapporteur page is a 
hub of helpful information for 
Rapporteurs. Navigate to: 
People à Seminar 
Rapporteurs
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Responsibilities: End of the Academic Year
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• Submit all outstanding timesheets. 
• Submit all outstanding minutes. 
• Submit any reimbursement paperwork.
• Communicate intention to stay/resign.

• If requested by chair, submit New Academic Year 
Planning Form (NAYPF).

• If requested by chair, submit Travel Fund Requests.



Responsibilities: 
End of the 
Academic Year 
Deadlines

MAY 15

• Timesheets
• Reimbursement requests

JUNE  30

• Minutes
• NAYPF
• Travel fund requests
• Intention to stay/resign
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Meetings



Meetings: Overview 

18

Liaise between 
seminar and 

office

Update email list

Confirm schedule 
is listed on the 

website

Send 
announcements 

and speaker 
donation request

Schedule Zoom 
meetings

Make dinner 
arrangements

Confirm 
availability of 

meeting space

Assist speaker with 
travel and 

accommodations
Collect RSVPs

Check room and 
AV set-up

Circulate 
handouts and 
sign-in sheet

Collect names 
and affiliations of 

attendees

Read Privacy 
Policy and Code 

of Conduct 
Statement

Take (and submit) 
minutes

Return AV 
Equipment

Submit timesheets 
(8-10 hours per 

meeting)



Meetings Timeline: 
Beginning of the 
Semester

• Know your responsibilities. Communicate with 
your chair/s. Communicate with The Seminars 
office. 

• Review the Administrative Portal.
• Review the The University Seminars Website

o Confirm the seminar’s web page content is 
correct and the schedule is updated. 

o Email website corrections to Gary.
• Update and maintain email lists of seminar 

members, associates, and guests.

• Download the AY20252026 Announcement 
Template and AY20252026 Minutes Template.

• Confirm whether your seminar will meet in 
person, Zoom, or hybrid. Reserve space and 
communicate AV requirements to The Seminars 
office accordingly.

• Confirm and communicate meeting 
arrangements and responsibilities with their 
Chair(s) and Gary.

• Confirm availability of meeting and dinner space 
at Faculty House or other location.

o For group meals held at Faculty House, 
send approximate catering count to Gary. 

o Faculty House meals are considered 
catered affairs, last-minute additions or 
cancellations may not be honored by 
Faculty House.
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Meetings Timeline: 
Beginning of the 
Semester

• Communicate with the speaker.
• Arrange approved travel, hotel, and parking for 

presenters with Giran.

o After chairs have received funding approval 
from Susan Boynton, secure reservations by 
completing the Traveler Information Form for 
each traveling seminar presenter. 

o Giran will work with the presenter to finalize 
arrangements.

o Travel confirmations are sent to the traveling 
guest, the seminar chair and the rapporteur. If a 
confirmation is not received, contact Giran.

• If a speaker will be submitting for reimbursement, put 
them in touch with Giran to begin the process of 
setting them up in Columbia’s reimbursement system.

o Reimbursements are not recommended.
o Not everyone is reimbursable.
o Reimbursements may take three to four months 

if submitted in a timely manner.
o Reimbursements may take up to six months or 

longer if submitted at the end of the year.
o Do not hold on to reimbursements.
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Meetings Timeline: 
One Month Before 
Each Meeting

• Use the 20252026 Announcement Template to send 
email meeting announcement to seminar members, 
associates, guests, and The University Seminars office 
(univ.seminars@columbia.edu).

o Make sure to include the seminar number and 
name in the subject line of your announcement.

o Announcements serve multiple purposes in 
addition to reaching out to a seminar's 
membership. See Meeting Announcements page 
for more details.

• Make sure to include a link to the Credit Card Payment 
Form for seminar guests not eligible for complimentary 
meals at Faculty House (see Group Meals). 

• Ask paying attendees to confirm their preferred 
method of payment: advance credit card payment or 
payment on the day of the event via credit card.

� Checks are strongly discouraged.
� Cash is not an allowed method of payment.

• Obtain bio and paper for circulation to members, as 
appropriate.

• Reserve AV Equipment with Gary and Giran.
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Meetings Timeline:
10 Days Before 
Each In-person 
Meeting

• Collect final RSVPs for all meeting and dinner 
attendees.
o For meals outside of the FH, order food to 

CU dept or make a reservation at local 
restaurant.

• Arrange for access to campus.
• Reach out to speaker with privacy policy and 

presentation donation language.

• Ask speaker if they would like to donate their 
paper for inclusion in the archive after five years.

o This is in addition to the minutes (copyright, 
Trustees).

o If yes, request a copy of their presentation 
and upload it with your meeting 
documentation.

o If they say no or do not respond, the 
answer is no. This is an opt-in only option.

• Check the corresponding box in the AY20252026 
Minutes Template.
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Meetings Timeline:
10 Days Before 
Each Virtual or 
Hybrid Meeting

• Review Zoom instructions on the Administrative 
Portal .

• Confirm parameters: waiting room, recording, etc.
• If the chair/s and rapporteur do not have the 

licensed version of Zoom, send an email to Gary for 
an upgrade.
o Licensed versions of Zoom can be offered to 

affiliated and non-affiliated chairs upon 
request. 

o CUMC-affiliates: Due to HIPAA restrictions, we 
cannot provide licensed Zoom accounts 
through our department. Contact CUMC IT 
department for a CUMC-managed Zoom 
account. Contact your CUMC department for 
more information. Contact Pamela for help.

• Reach out to speaker with privacy policy and 
presentation donation language.

• Ask speaker if they would like to donate their paper 
for inclusion in the archive after five years.
o This is in addition to the minutes (copyright, 

Trustees).
o If yes, request a copy of their presentation 

and upload it with your meeting 
documentation.

o If they say no or do not respond, the answer is 
no. This is an opt-in only option.

• Check the corresponding box in the AY20252026 
Minutes Template.
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Meetings Timeline: 10 Days Before Virtual or 
Hybrid Each Meeting

• Zoom instructions are 
located within the 
Administrative Portal

• Confirm account is 
licensed.
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Meetings Timeline:
Day of Each In-
person Meeting

• Arrive 20 - 30 minutes early. 

• Check for proper signage in the lobby and 
outside of the meeting room.

• Check in with the office.

• Obtain a sign-in sheet and meal 
envelope/payment report. 

o Sign-in sheets are for the purpose of 
composing the meeting minutes. 

o Please keep these for your reference.

• Sign-out (via e-form) reserved equipment and 
test set-up with Giran and the presenting guest.

• Circulate handouts, sign-in sheet, forms or other 
physical material during meeting.

• Circulate printout of *NEW* privacy policy.

• Check-in with chair and presenter/s.

• For group meals at Faculty House, check dining 
table and confirm the correct number of 
seating. You will need to fill out the 
meal/payment report envelope even if your 
guests paid in advance via the Credit Card 
Payment Form.
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Meetings Timeline:
Day of Each Zoom 
Meeting

• Make sure your environment is comfortable, 
your computer is charged, your internet 
connection is stable, and you have everything 
you need to participate in the seminar.

• The rapporteur or chair is responsible for 
monitoring the discussion, tracking raised 
hands or comments in chat and muting and 
unmuting participants. This role is established in 
advance of the meeting.  

• Log in to Zoom early to test audio and video. If 
you have trouble with connectivity, audio or 
video, leave Zoom, close your internet browser 
and try again.

• Type *NEW* privacy policy in chat.
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Meetings: Hosting
• Inform Virtual Attendees in Advance

27

To mitigate frustration and/or confusion during the meeting, all attendees should be 
informed in advance that they are expected to know how to participate by signing-in and 
acknowledging the Privacy Policy. Send in advance:

1. Zoom instructions, Version A. Explain that they are expected to know, at minimum, how 
to raise their virtual hand and type into the chat to sign-in.

2. Privacy Policy and Code of Conduct Statement: Let them know that they will have to 
acknowledge the policy at the meeting by raising their hand.

3. Speaker Donation: Reach out to speaker with this statement and record their decision in 
the minutes.

https://adminportal.universityseminars.columbia.edu/content/virtual-meeting-timeline


Meeting Timeline: 
Day of Each Hybrid 
Meeting

• Arrive 20-30 minutes early. 

• Check for proper signage in the lobby and outside of 
the meeting room.

• Check in with the office.

• Obtain a sign-in sheet, and meal envelope/payment 
report. 

o Sign-in sheets are for the purpose of composing 
the meeting minutes. 

o Please keep these for your reference.

• Sign-out reserved equipment and test set-up with 
Giran and the presenting guest.

• Circulate handouts, sign-in sheet, forms or other 
physical material during meeting.

• Circulate printout of *NEW* privacy policy.

• Check-in with chair and presenter/s.

• For group meals at Faculty House, check dining table 
and confirm the correct number of seating. You will 
need to fill out the meal/payment report envelope 
even if your guests paid in advance via the credit 
card form.

• Type *NEW* privacy policy in chat.
• Check-in with chair and presenter.

• Log in to Zoom early to test audio and video. 
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Meeting Timeline: 
During Each 
Meeting

• Circulate a paper sign-in sheet or open the chat for 
attendees to sign-in with their names and affiliations. 
Record this information in the minutes. 

o Paper sign-in sheets are provided by the office for 
rapporteur reference only and do not need to be 
returned to the office.

• Use the AY20252026 Minutes Template to record 
minutes.

• Read the *NEW Privacy Policy and Code of Conduct 
statement* and record the attendees’ 
acknowledgement via hand raise of the policy.

• If recording the Zoom, announce this intention.

o Do not share recordings—not even with the 
speaker.

o Delete recordings after completing the minutes.

• Take the minutes, following the steps outlined in the 
Administrative Portal.

In-person meetings: 

• Collect credit card dinner payments.

• Fill out and sign envelope; return it to the office.
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Meetings: Announcement Template and Privacy 
Policy Language

• Download the 20252026 Announcement Template from the Administrative Portal.
30
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After Each Meeting 

Immediately following the meeting:

• Collect any outstanding meal payments from 
guests. We prefer advanced payment via 
credit card. A link to our Credit Card Payment 
Form is available in the Administrative Portal. 

• Payment by checks (U.S. bank issued 
only) is strongly discouraged. 

• Payment by cash is not accepted.

• Return all signed out Audio-Visual equipment 
to the labeled tray in the office.

• Download and save the meeting recording 
from Zoom. (Available on cloud for 30 days).

Before the next meeting:

• Submit minutes (Submittable) and timesheet 
(Google). Links to both can be found in the 
Administrative Portal. 

• If applicable, submit any reimbursement 
requests through the Reimbursement Form
found in the Administrative Portal.

• Delete Zoom recording.

31

https://columbiauniversitytheuniversityseminars.submittable.com/submit/331272/seminar-meeting-documentation-2025-2026


After Each Meeting: 
Technology 

Technology

Return all Audio-Visual equipment, wires and 
carrying cases to The University Seminars office.

• Meeting OWLs must be returned in the hard 
case. All wires must be unplugged from 
device, coiled neatly and placed in the 
same case.

• Laptops and charging cables must be 
returned in the laptop bag. 

• All wires are to be coiled neatly in circles 
about 12” in diameter and returned in the 
provided tote bag or in the laptop case.

• All TUS wires are labeled with pink tape and 
“THE UNIVERSITY SEMINARS” labels.

• Giran will provide instructions for equipment: 
to return or leave running for the next 
seminar.

• If you are the last seminar of the evening 
(after 8 PM), you will be instructed to close 
and lock the office door after returning the 
equipment.

• You will be contacted if equipment was not 
returned properly.
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Meetings 
Timeline: 
After Each 
Meeting

Proper Equipment Return

• This looks great!
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Meetings 
Timeline: 
After Each 
Meeting

Improper Equipment Return

• This is not acceptable.

• Seminars will be held 
responsible for multiple 
instances of careless 
equipment return that 
results in damage.

• Rapporteurs must sign out 
equipment (via e-form) 
from Giran. He will follow-
up regarding misuse of 
equipment.

• Remember: We purchase 
our own AV equipment 
and seminars use it as a 
courtesy.
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Meeting 
Documentation



Submittable:
Minutes and 
Email Lists

Minutes and Speaker’s Papers

• Submit minutes through Submittable (3rd party, 
non-Columbia.)

o Users must create external Submittable 
account (not UNI.) 

o Link to Submittable via our website or the 
Administrative Portal .

• Use the AY20252026 Minutes Template.

• Follow the naming convention carefully.

• Submit donated speaker’s papers.

Email Lists

• Update your seminar’s email list once each fall 
and upload a copy to Submittable with your 
first set of minutes. 

o This is for back-up purposes only. The 
University Seminars office does not 
maintain email lists of individual seminars.

o Use the field marked “additional 
documentation.”

• Email all members with an invitation to join The 
University Seminars Mailing List to receive 
occasional updates and announcements of 
Seminar events. 
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Submittable: Minutes and Email Lists
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• Access Submittable via the Administrative Portal.
• Access Submittable via the Submissions page on our website.
• Upload email list as “additional documentation.”



Submittable:
Minutes and
Email List
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Minutes Template: 
File Format and Naming Convention

Follow The University Seminars naming convention carefully and double-check your file name before submitting 
minutes. Your submission will be opened for edits if you do not follow the convention exactly. Minutes are 
complete once they have been accepted.

The convention is as follows: 

[Seminar number]_[AY][current academic year including century]_[month and day of meeting]_[content 
code].pdf

• Example: 451_AY20252026_0924_m.pdf ”m” is the content code for minutes. 

Other possible content codes are:

39

• m = minutes

• a = announcement

• c = correspondence

• s = schedule

• h = handout

• bp = background paper

• sn = speaker notes

• sp = speaker paper



Minutes 
Template: 
Privacy Policy 
and Code of 
Conduct 
Statement
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Minutes 
Template: 
Speaker’s 
Presentation 
Donation
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Submittable: 
Minutes Open 
for Edits

Minutes are not considered complete until they are 
marked “accepted” in Submittable. If edits are 
necessary, Summer will make the submission 
editable and request corrections. 

CHECK YOUR SUBMITTABLE ACCOUNT BEFORE EACH 
NEW SUBMISSION.

Some common reasons minutes might not be 
accepted:

• Use of out-of-date or wrong template. 

• Copyright year in footer listed as incorrect year 
or left blank.

• Attendee names and affiliations not listed.

• Email addresses or other personal information 
listed in the minutes. 

• Privacy policy and acknowledgement not 
recorded. 

• Incorrect file name.
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Resources



Resources: 
The University Seminars Digital Archive
HTTPS://DLC.LIBRARY.COLUMBIA.EDU/RESTRICTED/UNIVERSITYSEMINARS

• UNI/Password log in 
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Resources: The 
University Seminars 
Newsletter

• Published tri-annually.

• Rolling deadlines.

• Announcements from the office.

• Forum to promote the work of the Seminars 
community.

• Rapporteurs may submit their own news 
items. 

• Rapporteurs may submit news items on 
their seminar’s behalf.

o Awards

o Publications

o Upcoming events

o Memorials
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Resources: 
The University 
Seminars Annual 
Reports

• Published in the fall and contains previous 
year’s activity.

• Additional archival resource.

• PDF copies on our website (2007-present).

• Earlier printed copies are in our office—
email Summer for access.

• Current copies available in our office.
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Guest Travel



Guest Travel: 
Overview

• Travel funding is not automatic.

• Travel funding must be requested in advance 
by the seminar chair. 

• Once approved, the traveling guest or the 
rapporteur (on the guest’s behalf*) can 
submit a Traveler Information Form. 

• Guidelines and forms can be found on the 
Booking Travel page of the Administrative 
Portal .

• *Travelers should submit their own form if they 
will travel by air, or if they have any special 
requests, such as extended stays, broken 
travel, or traveling with an additional guest.

• Reimbursements are strongly discouraged.
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Guest Travel: Travel Fund Request Form
https://form.jotform.com/251285098540157
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Membership



Membership: 
Nominations

Associate membership is awarded when the 
following have occurred:

1. The seminar's chair submits a nomination using 
the electronic form provided by Gary. Required 
information consists of the nominee's name, 
email address, and date of birth, as well as a 
brief rationale for the nomination.

2. The Director reviews and approves the 
appointment.

3. In rare cases, the nomination may be rejected 
or more information requested before approving 
the appointment.

4. The new member receives a written notice of 
appointment.
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Membership: 
Rosters

Membership Rosters

The office has compiled a single roster for each 
seminar using:

1. Internal records

2. Rosters sent by seminars

3. New information coming from new member 
nominations, and

4. Continuous email updates

Updates to office membership rosters (renewals, 
removals, updates to contact information) are 
processed throughout the year.
• Rosters are maintained by seminar chairs.

• The office rosters serve as the official record of 
memberships.

• Access to membership rosters for chairs and 
rapporteurs is available throughout the year.

• Contact Gary to access your seminar’s roster.
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Reimbursements



Reimbursements: IMPORTANT

Reimbursements to non-Columbia University affiliates are strongly discouraged. 
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Some specific federal and university regulations categorize some individuals such 
that they are prohibited from receiving pay of any kind, including 

reimbursements. 

Do not offer any guest a reimbursement unless you have received authorization 
from The University Seminars Office.
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Reimbursements: 
Administrative Portal



Reimbursements: Chair and Rapporteur 
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Reimbursements: Documentation
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Onboarding and 
Payroll



Onboarding: Overview
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Review the Rapporteurs, 
Onboarding, Work Hours, and 
Payroll Resources pages in the  

the Administrative Portal. 

Contact Gesenia directly with 
any onboarding or payroll 

questions.

Incoming and returning 
rapporteurs are required to 

submit onboarding forms. The 
forms required depend on the 

rapporteur's current 
employment status and other 

factors. 

New and returning rapporteurs 
should fill out the Rapporteur 

Registration Form to initiate the 
onboarding or rehire process.

If additional paperwork is 
required, rapporteurs will 

receive an email from Gesenia 
through DocuSign. 

New and returning rapporteurs 
will receive a confirmation 

email with instructions on how 
to report work hours from 

Gesenia once the onboarding 
process is completed. The 

onboarding process can take 
up to a week to complete.

https://adminportal.universityseminars.columbia.edu/
mailto:GA2030@COLUMBIA.EDU
https://form.jotform.com/241435780110043
https://form.jotform.com/241435780110043


Payroll: 
Reporting Work 
Hours

• Rapporteurs are required to submit minutes and 
meeting materials for each meeting. 

• Review the Onboarding, Work Hours, and Payroll 
Resources pages found under the “People” menu 
in the Administrative Portal. 
o A link to the timesheet can be found on this 

page.

• Do not combine hours for different meetings or 
seminars. 

• Rapporteurs must fill out one timesheet per 
meeting date. 

• Rapporteurs must fill out separate timesheets 
for each seminar. 

• Report hours in a timely manner. 

o Do not wait until the end of the semester or 
year to submit bulk timesheets. 

o Payroll may terminate payroll records that are 
more than three months inactive without 
warning. When this happens, Gesenia will 
need to re-initiate the onboarding process.

• To receive payment for the orientation and any 
summer or winter break hours not related to a 
specific meeting, submit a separate timesheet. 

o Select “Seminar/Workshop Prep/Admin Work” 
when prompted on the timesheet form.
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Payroll: 
Typical Work 
Hours
• Rapporteurs typically report 

2.5 hours of work per week 
or 10-12 hours of work per 
meeting. 

• If more than 12 hours of 
work per meeting are 
reported, the chair will 
need to submit a 
justification for the extra 
hours.
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Payroll: Guidelines

• Rapporteurs should report hours within two to four 
weeks from their last meeting.

• Full-Time Columbia University graduate students 
may not work more than 20 hours per week in all CU 
positions.

• Rapporteurs who also hold student officer 
appointments (teaching fellows and assistants, 
research assistants, preceptors, readers, etc.) must 
disclose their work with the University Seminars with 
their academic or CUIMC departments. 

o Some departments may request additional 
documentation. 

o Others may have limitations on work hours. If 
you have any questions, contact Gesenia for 
additional guidance.

• University and academic holidays must be 
observed. Let the office know if your chair/s are not 
observing university and academics holidays.

• Changes in employment status or personal 
information: Notify Gesenia. Failure to do so may 
result in delayed pay.

• Review the Pay Resources page in the CU Human 
Resources Website for additional guidance.
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mailto:GA2030@COLUMBIA.EDU
https://humanresources.columbia.edu/content/pay-resources
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Payroll:
Payment for 
Conference or 
Special Meeting 
or Project Work

Conferences, symposia and other special events 
or projects are not part of regular rapporteur 
duties. If you agree to perform additional work, 
do the following:

1. Submit timesheet

• Do not combine these hours with your 
regular meeting work. You can use the 
same timesheet link you use for your 
meeting hours. Select “Conference or 
Other Part-Time Work” when prompted 
what the timesheet is for.

2. Know the conference budget 

• The University Seminars will pay up to 20 
hours of rapporteur pay for a 
conference from our general 
rapporteur budget. 

• Additional hours will be discounted from 
the funds allocated to the conference.

3. Note 20-hour restrictions for students
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Compensation



Compensation: 
Pay Rates
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1st & 2nd years of service: $25.

3rd and subsequent years of service: $30.

Meals with the seminar are a part of your compensation 
(Per person thresholds: $35/per lunch or $50/per dinner.)



Compensation: 
Payroll Direct 
Deposit

• Payroll checks are mailed to the employee's 
mailing address on file.

• We highly recommend you activate a direct 
deposit account once your hiring paperwork is 
approved by Human Resources.

• Please wait for a payroll confirmation 
email from Gesenia. You may enroll once you 
are added to the payroll system.

• Review the Pay Resources page in the CU 
Human Resources Website for additional 
guidance.
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https://humanresources.columbia.edu/
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Compensation: Student Officers 
and Casual Employees
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Student Officers - Exempt; includes teaching fellows and assistants, research fellows 
and assistants, preceptors, readers, graders, and any other exempt student officer 

position. Payment is approved and issued as added compensation via the 
student's academic department's payroll system on the 15th or end of the month.

Student Casual Employees - Non-Exempt; non-union, student support staff. 
Payment is issued via University Seminars payroll system. Multiple Job Student 

Casual Employees - payments may be issued by a home department other than 
University Seminars.

• Rapporteurs will be notified of their expected pay dates through Jotform email.

• Rapporteurs may view their pay statements through https://www.my.columbia.edu.

• For instructions on how to view your pay statement. Visit the CU Human Resources Website.

https://www.my.columbia.edu/
https://humanresources.columbia.edu/


Compensation: 
International 
Students

• Review On-Campus Work guidelines found in 
the International Students and Scholars Office 
website.

• Your work authorization is determined by your 
academic program’s start and end date as 
noted on your 1-20 form. 

• You are not eligible to receive payment for 
work done past the program end date. Any 
changes to your student or immigration status 
must be reported to our office and to a new I-9 
form must be completed. 

o Example, if your I-20 program end date is 
5/17/2026 and your next seminar meeting 
is scheduled for 5/15/2026, the likelihood 
of completing your rapporteur duties by 
the 17th is slight. 

o Let us know if you think you are in danger 
of working past your student visa and I-20 
dates so that we can make other 
arrangements.
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https://isso.columbia.edu/content/campus-%20%20work-f-and-j-students
https://isso.columbia.edu/content/campus-%20%20work-f-and-j-students
https://isso.columbia.edu/content/campus-%20%20work-f-and-j-students


Reporting
Sexual Harassment, Gender-

Based Misconduct, and 
Discrimination 



Reporting: Columbia University Resources

Sexual Harassment, Gender-Based Misconduct, and Discrimination 

You deserve a University community free from discrimination, harassment, and gender-based misconduct 
including sexual harassment, sexual assault, domestic and dating violence, stalking, and sexual exploitation. 
University policy requires Columbia faculty and staff to report to the Office of Institutional Equity any instance 
or allegation of prohibited conduct involving any undergraduate or any graduate student that is disclosed to, 
observed by, or otherwise known to that employee. This requirement to report is in place to help ensure that 
students are provided appropriate resources and to allow the University to mitigate harm to our community. 

All employees, students, contractors and people conducting business with the University are protected from 
prohibited conduct as outlined in the University’s OIE Policies and Procedures.

Important Things to Remember
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1. All community members are subject to the University’s Statement of Ethical Conduct and the 
Administrative Code of Conduct.

2. The University Seminars has an additional Code of Conduct for our community.

3. There are resources available for reporting other complaints.

4. Contact Pamela for guidance. 

https://institutionalequity.columbia.edu/
https://institutionalequity.columbia.edu/
https://compliance.columbia.edu/content/statement-ethical-conduct-and-administrative-code-conduct
https://compliance.columbia.edu/content/statement-ethical-conduct-and-administrative-code-conduct
https://universityseminars.columbia.edu/code-of-conduct/
http://PAMELA.GUARDIA@COLUMBIA.EDU


Reporting: The University Seminars 
Code of Conduct

The University Seminars Code of Conduct

The University Seminars are based on the idea that all participants are regarded as equals in 
inquiry. Accordingly, all seminar meetings and events should be conducted on a basis of mutual 
respect among all participants. This norm is especially applicable to instances of sharp disagreement. 
No participant should ever be the subject of disparaging remarks.

Reporting

If you believe you have been subjected to, witnessed, or otherwise learned of conduct that violates The 
University Seminars Code of Conduct or the University’s policies, contact the chair of the respective 
seminar or Director, Susan Boynton or by phone at 212-854-2389.

You can also report the incident using any of the means listed The Code of Conduct page of our 
website.
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Reporting: 
Columbia University 
Resources

Confidential Resources

There are confidential resources on campus who do not 
have a Duty to Report, including:

• Sexual Violence Response Center (SVR)

• Ombuds Office

• Medical Services

• University Counseling and Psychological Services

• Office of the University Chaplain

• Columbia Office of Disability Services

University employees working in a confidential capacity 
will not report information shared with them, in most 
cases.
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https://www.health.columbia.edu/content/sexual-violence-response
https://www.health.columbia.edu/content/sexual-violence-response
https://ombuds.columbia.edu/
https://ombuds.columbia.edu/
https://www.health.columbia.edu/content/medical-services
https://www.health.columbia.edu/content/medical-services
https://www.health.columbia.edu/content/counseling-and-psychological-services
https://www.health.columbia.edu/content/counseling-and-psychological-services
https://ouc.columbia.edu/content/counseling-and-pastoral-care
https://ouc.columbia.edu/content/counseling-and-pastoral-care
https://www.health.columbia.edu/content/disability-services
https://www.health.columbia.edu/content/disability-services


Reporting: 
Columbia University 
Resources

Columbia University has extensive resources, programming, 
and research dedicated to responding to sexual 
harassment and other gender-based misconduct.

• Office of Institutional Equity (OIE)

• Center for Student Services and Intervention (SCCI)

• University Life

• Sexual Respect / Title IX
• Pronouns and Inclusive Language

Process Overview

1. Use CU resources: Sexual Respect / Title IX.

2. Duty to report Center for Student Services and 
Intervention (SCCI)

3. A SCCI member will reach out to you.

Important Things to Remember 

• Speaking with a member of either SCCI or OIE, 
and whether you participate in the reporting is 
completely optional. 

• The details of a case do not need to be 
disclosed to report. We can provide students 
with resources. 
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https://institutionalequity.columbia.edu/
https://institutionalequity.columbia.edu/
https://cssi.columbia.edu/
https://cssi.columbia.edu/
https://universitylife.columbia.edu/
https://universitylife.columbia.edu/
https://sexualrespect.columbia.edu/
https://sexualrespect.columbia.edu/
https://universitylife.columbia.edu/pronouns
https://universitylife.columbia.edu/pronouns
https://sexualrespect.columbia.edu/
https://cssi.columbia.edu/
https://cssi.columbia.edu/


Thank You 
and Good Luck!


