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Helpful Information for New Faculty Members

BEFORE YOU ARRIVE ON CAMPUS

Faculty Mentor

Mentor. A biology faculty mentor is assigned to each new faculty member for approximately a two year period.
The department chair selects the mentor after consultig with the mentor and incoming faculty member.The
mentor is your primary contact during the pre-arrival period. The department suggests that the mentor and
new faculty meet weekly during the first year.

What do Mentors andventees Do# A1 OE 1 &f GstréicBoA hnd the department chairwill provide some
suggestions for discussion topics and some goalBeel free to add your own agenda, questions, comments,
etc.

Early Course Planning

Your Teaching Schedulérhe department chair will distribute a semester teaching schedule to all department
faculty. Consult this schedule for your teaching assignments, timeggnd room locations.

Class PoliciesThe best source for class policies, which include faculty and student attendance, grading, exams,
scheduling, and more, is the Instructional and Related Policies section of thkiandbook for Teaching Faculty
AAAAOGOAA 171 OEA 001 01 0060 / £#FZEAA xAAOEOA O1 AAO (AT AATI
(http://www.calvin.ed u/admin/provost/fac_hb )

StudentAssistant or GraderThe departmentoffice managerwill make every effort to provide lab assistants and
graders to assist with your course(s).Check with theoffice managerto learn if you do and who has been
assigned toyou.

Final Exam ScheduleThis is available onKnightvision

Textbooks If you'll teach a section of a coursthat uses the same textbookor multiple sections,and the textbook
has already been identifiedask your mentor or the department chairto provide you with a textbook. If a
textbook is unavailable, note the title, edition, ISBN, and publishefhe office managercan then assist you by
contacting the publisher for a desk copy.

If you're responsible for a coursewith a single section, conact your predecessor or your faculty mentor to

determine if a textbook has been selectedf not, you 'll need to choose one. Ask thredecessor, mentoror

chair for assistance in identifying publishers and textbooksAfter selecting atextbookh U he@dbtd notify the

Campus Storeso it can order books for students.Completethe 04 A @O AT 1 &md faddAnGhe &

+1T ECEOEOQETT 2A01 OOAAO O Ailyoubivé dhénificdfedtiond abblt tExthdooréeAng AET C 8
or other Campus Store relted items, please contacKeith Johnson (616.526.6379 okjhnsn@calvin.edy).

ARRIVING ON CAMPUS

When to Arrive on Campus

Arrival. You should arrive at least two weeks before classes begineforethe date of newfaculty orientation
scheduled by the collegeThis will give you time to get settled in your office, complete final preparation for
your courses, check out the classrooms, and attend the new faculty orientation meetings schedulBtease
notify the department chairperson of your anticipated arrival date. Your appointment letter likely states your
contract begins in the third week of Augustor so. However, feel free to arrive at Calvin earlierMany new
faculty arrive in late July or early August so tby have sufficient time for checkin, course preparation and
orientation.
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YOUR FIRST FEW DAYS ON CAMPUS

Photo ID Card To obtain your Calvinidentification card, go to the Student Life Office (SC 364) in the Spoelhof
Center.

Your Office An officewill be assigned to you.Ask theoffice managerfor your office locationwho will also notify
you when to pick up your office key at Campus Safety. Please be prepared to show photo identification
(preferably your new Calvin identification) and a copy of/our appointment letter for verification purposes.

New Faculty Orientation New faculty orientation is athree day orientatonET OOAA AU OEA ThHswMllOT 606 O
introduce you to the people, offices, processes, and culture of Calvin College.

Fall ConferenceThe first scheduled event for ALL facultyand staffmembers is the Fall Conferencédyeld about a
week or so before classes begin. For the specific date (and all official academic dates), géateind libmepage
chooseCalendars and tlen choose Academic Calendars on the sidebar.

Convocation All faculty members are expected to attend opening convocation in full academic regalia on the first
day of classes. There is a revised class schedule for that day which can be found on therClabmepage under
Calendars and then choose Academic Calendars on the sidebar.

Academic RegaliaUnless you have your own academic regalia, you'll need a colleigsued cap, gown, and hood.
Go to the Campus Events Office (FAC 1B26-6280) in the Fine Ats Center for assistance.You'll wear such
attire three times annually: during opening convocation, honors convocation, and commencement. Keep the
regalia in your office.

Building and Room Access and Parking

Building Access. All academic buildings armlocked early in the morning and remain open throughout the day.
Faculty do not have keys to exterior doors.

After Hours Entry. To gain accessfter academic buildings ardocked (11:00 p.m.daily and all day on Sunday), use
your Calvin ID card to enér via doors equipped with card readers.You will need a PIN number from Campus
Safety (616.526.6009).

Room Accessyour key will get you into nearly all rooms in DeVries Hall, the Science Building, and North Hall.

Parking Permit To obtain a staffpermit, you need to complete an online request form found in the Campus Safety
sectionofO- U 2 AO0T OOAAO6 Pharking is free, @il Ghér& adeEniaihy @vailablets on campus.

Information Technology (IT)

Office Computeand Printers. A computer and telephonewill be located in your office. Unless other arrangements
have been made, the computer will be a standardsue desktop (you need to specifically request and justify a
laptop). Calvin uses the Microsoft Office suite of programs: Word, EkcPowerPoint, Access, Publisher, etc.
Visit the IT department website via the Calvin AZ Index, for more information. Personal printers are not
provided by the college although you are welcome to purchase or bring your ownNetwork printer s,
including color printers, are locatedin various locations in the Science Building complexAsk Scott Prentice
(6-8849 or sap5@calvin.ed) for detalils.

TakezltzHomeProgram. To permit faculty to use the same Microsoft Office software when working on Calvin
related projects at home, Calvin generously allows faculty to purchase the Microsoft Office suite of programs
for a modest fee.To obtainarequestformh C1  O1 OEA )1 &£ Oi AGET T -ZI1Ad&Ednd 1 1T CU ¢
click on Services Provided onthe lefOb E A A 8 3AOT 11 Al xT O O4AEA YO (11 Aq
follow the directions for the request.
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OfficeTelephone.Your office phone is equipped with voicemail. To learn how to seitp your message and how
message retrieval worksutilize the written directions provided by the department office manager You may

also wish tocheck out this link: http://www.calvin.edu/it/services/telecom/tc_adix1.htm , for additional
information.

Telephone bills for your office number will be sent to you electronically each month so that you

can peruse the bill for reasonable accuracy (a call to Europe, in one instance, did not hang up properly,

resulting in charges for a call ofseveral hours). The department will pay your phone bill. Personal long

distance calls are your responsibilityz simply write a check to Calvin College and give it to the office manager
xET xEIl AOAAEO OEA AAPAOOI A1 6606 OAI ApEITA AAAT O1 08

Department Enail and Website The department's electronic portal for the general public is
http://www.calvin.edu/academic/Biology (go to www.calvin.eduand choose the AZ Index to find the Biology

$ADAOOI ATO xAAOEOAQS 4EA ARbpid@icadvinédd O CAT AOAT Al AET £

Network AccessBiology faculty and staff are connected to a network identified as Legac9.T O 6 | & pefSoha A
area accessible only by yo(the F drive), a common area for the Biology departmentlie Biology Common
folder, or G drivg, and a common area for college faculty (the Common foldesr M drive). IT backs up these
drives every 24 hours. If you use the desktop on your computer, periodically transfer files to ya folder in
Legacy for backip. Note that the desktop on your computer is accessible to anyone who turns on the machine.
Only your Legacy folderon the F drive)is personally secure.

You will need a Novell login ID and password; your department chair or th&ffice managerwill pass this
information on to you from IT. You can reset the password online if you go to the IT website uadthe
Accounts/Access sidebar.You can access Legacy from most computers on campus and also via the internet.

Personal WebsiteTo create a personaWebsite, ask IT to install Dreamweaver MX on your computer, and ask for
them to activate your server spacelnstructions and templatesfor posting to the server are online on the IT
site. Contact theoffice managerso your link can be addedto the Biology Department website.

KnightVision Thisis# A1 OET 8 O Bladkbiodd syEieusedl =
to postonline course information, course documents, grades, |©:
messages, PowerPoint presentations, and for sending eiha
to all students in a course.You can save cose documents
for reuse to a "permanent”space at the end of each term.
Otherwise the documents disappear two weeks or so after
the end of the term. If you have questions about
KnightVision, contact Rob Bobeldyk in IT§.6837 or
rbobeldy@calvin.edy. Be aware that some students don't
use KnightVision

Email and Electronic CalendarCalvin uses GroupWise for email.

= 2

GroupWise also provides a calendar functionsed by the (G Ow e soe o [on [ FTTIEON wizvese sinp io-

department.

Help with IT Matters Need hdp with your computer or phone? Havea problem with your Calvin ID card or PIN
number? Call the Help Desk (6.8555) or sendraemail to HelpDesk@calvin.edu You may also wish to visit
www.calvin.edu and select AZ Index, from there select Information Technology, Accounts and AcceB&Q for
new Faculty and Staff.This provides a nice overview of CIT services and provides links to more-ttepth
information regarding software and programs.
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OK, | 8VE SBNOWWHAT? N

Daily Schedule Details

Chapel Chapel services ardeld Monday through Friday from 10:00-10:20 a.m. A schedule is posted on the
Chapel website. Chapel attendance is encouraged, but optional.

Department Meetings Biology Department meetings are scheduledeekly on Friday from 1:45-2:45 PM andare
usually located in NH 160.The office manager will notify you if the weekly meeting time or location changes.
Agendas are distributed before the meetingand meetings sometimes actually follow the agenda.

Need to be Away from Campslf your work takes you from campus, e.g., to attend a meeting, personal emergency,
trip on behalf of the college, or if you cancel class for any reason, notify the depagnt chair and theoffice
manager. This is a requirement stated in the Faculty Handbook.

Cassrooms

Room LocationsMost biology department classes ardheld in the Science Bilding and DeVries Hall.To learn the
location of your classes andiab sections go to KnightVision andchoose the appropriate course.You can also
go to My Resources and choose Course Enrollment.

Smart ClassroomsClassrooms in the Science Bldg and DeVries Hall are "smart" classrooms, meaning that they're
equipped with a ceilingmounted projector, computer, CD player, DVD player, and VCR.

Laboratory Setz Upand SuppliesLori Keen (x6080 or keel@calvin.edy is our Laboratory Manager. See Lori for
details regarding lab set up, ordering suplies, orother questions related to laboratory or core areas.

Students and Course Rosters

Photo Roster of Your Student¥ou can print photosof studentsin your classes.This is a great way to get to know
your students by name. Log onto KnightVisiorthen go to My Reources. Select Class Picture¥.ou may print
them to the Science Division color printer.

Room Reservationd\eed to reserve a room for a special purpose, e.g., an afternoon review session or a
conference? Goonline to check room avaitbility and make reservation requests. You can do this from the
Office of Conferences and Campus Events websitgtp://www.calvin.edu/admin/occe/ ). Be sire to alert the
office managerif you have reserved aoom for an event.

Students Who Need Assistancgtudent Academic Services (SAS) arranges assistansech as'quiet rooms" for
tests, a test reader, class nottakers, tutors, etc. Sudent with special needswill bring a form indicating the
assistancerequired. Feel free to discuss the requested assistance with the student, but remember that the
nature of the disability is confidential and the student does not need tceereal that information to you. Always

Other studentsmay request a titor as your course progressesThese students will need to secure &rutor
Requesbform from the SASoffice. The form needs your signatureg before signing, be surde sure that the
student understands that he/she must prepare for tutorsessions and that you will receive a progress report
from the tutor.

Department Office and Supplies

Department Office The Biology Department office is located in DeVries Hall (DH@Pand its telephone number is
616.526.7700. Your office key will unlock the door ofthis office.

Office Supplies
PersonalOffice: For your personal office, asmall inventory of basicoffice suppliesis located in the cabinet
below the mail boxes in DH 100Please help yourself, but extend the courtesy of letting thaffice manager
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knowE £ Ul O OAEA DédarBnerd ieterbead andceOvklbp8s aréocated above the printer in the far
right cabinet. Ifyou needother supplies, askthe office managerto order them for you.

Classrooni Course Supplies: Classroomsupplies are located in the Seince Division Office (NH 156).They
include envelopes, tape, paper clips, chalk, file folders, paper, notepads, highlighters, dry erase markers, etc.

CampusStore Need @methingjrom the campus storef it is course- orAdeApartmentN- related, charge i}to the A |
Biology department. 91 0811 1T AAA O DOAOGAT O Uil 6O #Al OET )ig j OEA A}
encoded). For personal items, your Calvin ID card gets you a 15% discoontmost items

Business Card<fficial Calvin College business cardsan be ordered from Publishing Services. To place your
order, provide the necessary information to the departmenbffice managerwho will place the order for you.

Mail, Email, and Faxes

Mailing AddressCalvin Colege == O
Department of Biologyz DH 100
1726 Knollcrest Circle SE
Grand Rapids, Ml 495464403

Personal Mailbox.Each department member has a personal mailbox located in the department office.

Mail Delivery. All mail and packages ar@elivered to the department office. Your mail will be placed in your
mailbox, and @mckages will be placed on the countdseside the mailboxes

OutgoingCollegeMail. Placeoutgoing mail and packagesn the wire basket locatednear the mailboxesin the
department office. If the mail is college business, Mail Services will add postag&ovided you show your
name inthe return address) £ OEA AAPAOOI AT O EOI 60 ET AEAAOAA 11 OEA .
Mail Services can charge the postage to thercect account. Mail Services casenditems via UPS, FedEx, and

DHL, butDHL is often leastcostly.

OutgoingPersonal Mail Personal mail with postage can be placed in the outgoing basket on the counter in the
department Office. You may purchase staps or pay for package mailing a¢ither the Lake Drive or Campus
Store mail services location.

Intercampus Mail To send itemsto another campus location, including residence hallsiseintercampus mail
(ICM) and thelCM envelopes Calvin provides.

Email Lists Contact your mentor regarding which listserv email listsif any,you should join.

Fax Machine A fax machine (616.526.6501) is located in the Scien&svision Office. Faxes that arrive for you will
be placed in your mailbox.You may s&d outgoing faxes from the same machinelnstructions are posted
above the machine.

Photocopying, Scanning, and Printing

Photocopy MachineA photocopy machine for faculty and staff useis located in thebiology department office.
Studentsmust havepermission from the administrative office managerto use the machine.Two copy
machinesalsoare locatedin the Science Division workroom.

Scanners A Scanner for general use is located in the division offic#.you need a document or images scannddr

your class, ask theffice managerto scan it for you. Please keep in mindhat both Macintosh and the new
Office 2007programs havean] DOET 1T O OOAOA AO 8DPA &G
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Printing Services Locatedon Lake Drive on the far north side of campysPrinting Sevices provides high speed,
high volume copying as well avinding and collating services.Documents printed at Printing Services are less
costly to the department than documentgeproduced on photocopy machine. For more information, or to
place an onlhe order, please visitwww.calvin.edu, AZ Index, where you will find a link to the Printing
Services website. Remember tcequest that your order be delivered to BiologyPH 100,and include the

Biology account numberwith your order. Youalsomay fill out aPrinting Services Job Ticket Forriocated on
the counter near the copy machine in DH100, and send your request \@2M.

Transparencies The photocopier in the Biology Department Office is equipped to make traparencies.
Transparengy stock islocated on the shelf above the photocopier.

Posters All posters displayed on campus must bapproved andstamped at the Student ActivitieOffice
(Commons annex).Please allowa minimum twenty-four-hour turnaround for suchauthorization.

Faculty/Staff Lounge, Coffee Shops, Faculty/Staff Dining Room

Biology Faculty/Staff Lounge A faculty/staff lounge is located in North Hall 252 where offee, tea and occasional
treats are available Coffee costs$0.25 a cuppr you can pay $7.00 a monthPlease plae your fee in the
OA AEAdnAhe EoAnten Feel free to join othersat 8 am, 10 am, noontimgand 3 pm in the lounge.Each
month, on a date announced via email, the Division celebrates birthdays with donuts and e

Refrigerator/Microwave for Your Lunch Need a refrigeratoror microwave for your lunch? Eachis located in the
Science Division Lounge, NH252. No biohazardgy be stored in this refrigerator. Pleaséo your part to
keep the lounge, including lhe microwave, clean.

Debit Card You can use your Calvin ID as a debiai] at most eateries on campusGo to the Creative Dining office
on the second floor of the Commons annex to set up your account.

Johnny's Coffee Shopocated on the main floor éthe Commons, Johnny's is a coffee shop with an array of hot
foods, prepared salads, chips, ice cream, beverages, étés frequented by students and is open much of the
day and into the evening.

The Fish HouseAdjacent to Johnny's Caféhe Fish Haise has a nice selection of specialty coffees, faiade coffee,
lattes, cappuccinos, and other items. It offers daily specials and you can get a punch ¢arc freebie after
you buy 8 or 10. You can get a bonus for correctly answering the daily t@vguestion.

Spoelhof CaféThe Spoelhof Café (Spoelhof Center first floor) has aAsaIad bar (you pay by the ouqce) aljd also hasAaA
hot lunch special every day and an assortment of sdwiches.) 0 EO Oi A1 1 AO OEAT *TETT UGB0O
selections.

Faculty/Staff Dining Room A faculty/staff dining room with a flat-rate salad bar and selection of entrees is located
on the second floor of the Commonannex. It is open Monday through Friday from 11:30 a.m.1:30 p.m.
during the fall and spring semesters. Pricesare inexpensivez this facility is a real perk. Meal tickets for lunch
meetings with students and/or visiting guests are available from the&lepartment chair, by request.

“4AEA A 001 £ OKWEAOBABAADOI CAREOEOEAG A& A%E A ACTOIEWIICAE AJ GC OMA |«
students can get a free lunch for themselves and for yorhe student picks up the tickets in the Student
Activities Office (available until the program money runs out).

Other Things

Emergency Helpln an emergency, callhie Campus Safety emergency extension (38833); Campus Safety will call
for the appropriate assistance.You can also call 911, and Campus Safety will be notifiadtomatically.
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