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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 consulting 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 and Mentees Do?  #ÁÌÖÉÎȭÓ $ÅÁÎ Ïf Instruction and the department chair will provide some 

suggestions for discussion topics and some goals.  Feel free to add your own agenda, questions, comments, 
etc. 

  
Early Course Planning  
 

Your Teaching Schedule.  The department chair will distribute a semester teaching schedule to all department 
faculty.  Consult this schedule for your teaching assignments, times, and room locations.   

 
Class Policies.  The best source for class policies, which include faculty and student attendance, grading, exams, 

scheduling, and more, is the Instructional and Related Policies section of the Handbook for Teaching Faculty 
ÁÃÃÅÓÓÅÄ ÏÎ ÔÈÅ 0ÒÏÖÏÓÔȭÓ /ÆÆÉÃÅ ×ÅÂÓÉÔÅ ÕÎÄÅÒ (ÁÎÄÂÏÏË ÏÎ ÔÈÅ ÓÉÄÅÂÁÒȢ 
(http://www.calvin.ed u/admin/provost/fac_hb ) 

 
Student Assistant or Grader.  The department office manager will make every effort to provide lab assistants and 

graders to assist with your course(s).  Check with the office manager to learn if you do and who has been 
assigned to you.   

 
Final Exam Schedule.  This is available on Knightvision.   
 
Textbooks.  If you'll teach a section of a course that uses the same textbook for multiple  sections, and the textbook 

has already been identified, ask your mentor or the department chair to provide you with a textbook.  If a 
textbook is unavailable, note the title, edition, ISBN, and publisher.  The office manager can then assist you by 
contacting the publisher for a desk copy. 

 
If you're responsible for a course with a single section, contact your predecessor or your faculty mentor to 
determine if a textbook has been selected.  If not, you 'II need to choose one. Ask the predecessor, mentor, or 
chair for assistance in identifying publishers and textbooks.  After selecting a textbookȟ ÙÏÕȭÌl need to notify the 
Campus Store so it can order books for students.  Complete the Ȱ4ÅØÔÂÏÏË /ÒÄÅÒ &ormȱ, found in the 
+ÎÉÇÈÖÉÓÉÏÎ 2ÅÓÏÕÒÃÅÓ ÔÁÂ ÕÎÄÅÒ ÔÈÅ Ȱ"ÏÏËÓȱ ÈÅÁÄÉÎÇȢ  If you have specific questions about textbook ordering, 
or other Campus Store related items, please contact Keith Johnson (616.526.6379 or kjhnsn@calvin.edu). 
 

 

ARRIVING ON CAMPUS 
 

When to Arrive on Campus  
 

Arrival .  You should arrive at least two weeks before classes begin, before the date of new faculty orientation 
scheduled by the college.  This 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 scheduled.  Please 
notify the department chairperson of your anticipated arrival date.  Your appointment letter likely states your 
contract begins in the third week of August, or so.  However, feel free to arrive at Calvin earlier.  Many new 
faculty arrive in late July or early August so they have sufficient time for check-in, course preparation and 
orientation. 

    

http://www.calvin.edu/admin/provost/fac_hb
mailto:kjhnsn@calvin.edu
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YOUR FIRST FEW DAYS ON CAMPUS 

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

Center.  
 
Your Office.  An office will be assigned to you.  Ask the office manager for your office location who 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 your appointment letter for verification purposes.  

  
New Faculty Orientation.  New faculty orientation is a three day orientation ÈÏÓÔÅÄ ÂÙ ÔÈÅ 0ÒÏÖÏÓÔȭÓ ÏÆÆÉÃÅȢ  This will 

introduce you to the people, offices, processes, and culture of Calvin College.   
 
 Fall Conference.  The first scheduled event for ALL faculty and staff members is the Fall Conference, held about a 

week or so before classes begin. For the specific date (and all official academic dates), go to CalvinȭÓ homepage; 
choose Calendars and then 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 the Calvin homepage under 
Calendars and then choose Academic Calendars on the sidebar. 

 
Academic Regalia.  Unless you have your own academic regalia, you'll need a college-issued cap, gown, and hood. 

Go to the Campus Events Office (FAC 114, 526-6280) in the Fine Arts 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 are unlocked early in the morning and remain open throughout the day.  

Faculty do not have keys to exterior doors. 
 
After Hours Entry.  To gain access after academic buildings are locked (11:00 p.m. daily and all day on Sunday), use 

your Calvin ID card to enter via doors equipped with card readers.  You will need a PIN number from Campus 
Safety (616.526.6009).  

 
Room Access.  Your key will get you into nearly all rooms in DeVries Hall, the Science Building, and North Hall.   
 
Parking Permit.  To obtain a staff permit, you need to complete an online request form found in the Campus Safety 

section of Ȱ-Ù 2ÅÓÏÕÒÃÅÓȱ ÏÎ +ÎÉÇÈÔÖÉÓÉÏÎȢ  Parking is free, and there are many available lots on campus. 
 

Information Technology  (IT)  
 

Office Computer and Printers.  A computer and telephone will be located in your office.  Unless other arrangements 
have been made, the computer will be a standard-issue desktop (you need to specifically request and justify a 
laptop).  Calvin uses the Microsoft Office suite of programs: Word, Excel, PowerPoint, Access, Publisher, etc. 
Visit the IT department website via the Calvin A-Z Index, for more information.  Personal printers are not 
provided by the college, although you are welcome to purchase or bring your own.  Network printer s, 
including color printers, are located in various locations in the Science Building complex.  Ask Scott Prentice 
(6-8849 or sap5@calvin.edu) for details. 

 
TakeɀItɀHome Program.  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 obtain a request formȟ ÇÏ ÔÏ ÔÈÅ )ÎÆÏÒÍÁÔÉÏÎ 4ÅÃÈÎÏÌÏÇÙ ÓÅÃÔÉÏÎ ÏÆ #ÁÌÖÉÎȭÓ !-Z Index, and 
click on Services Provided on the left ÓÉÄÅȢ  3ÃÒÏÌÌ ÄÏ×Î ÔÏ Ȱ4ÁËÅ )Ô (ÏÍÅȡ  3ÏÆÔ×ÁÒÅ ÆÏÒ ÆÁÃÕÌÔÙ ÁÎÄ ÓÔÁÆÆȟȱ ÁÎÄ 
follow the directions for the request.    
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Office Telephone.  Your office phone is equipped with voicemail.  To learn how to set-up your message and how    
message retrieval works, utilize the written directions provided by the department office manager.  You may 
also wish to check 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 of several hours).  The department will pay your phone bill.  Personal long 
distance calls are your responsibility ɀ simply write a check to Calvin College and give it to the office manager 
×ÈÏ ×ÉÌÌ ÃÒÅÄÉÔ ÔÈÅ ÄÅÐÁÒÔÍÅÎÔȭÓ ÔÅÌÅÐÈÏÎÅ ÁÃÃÏÕÎÔȢ   

 
Department Email and Website.  The department's electronic portal for the general public is 

http://www.calvin.edu/academic/Biology  (go to www.calvin.edu and choose the A-Z Index to find the Biology 
$ÅÐÁÒÔÍÅÎÔ ×ÅÂÓÉÔÅɊȢ  4ÈÅ ÄÅÐÁÒÔÍÅÎÔȭÓ ÇÅÎÅÒÁÌ ÅÍÁÉÌ ÁÄÄÒÅÓÓ ÉÓ biology@calvin.edu.  

 
Network Access.  Biology faculty and staff are connected to a network identified as Legacy.  9ÏÕȭÌÌ ÈÁÖÅ a personal 

area accessible only by you (the F drive), a common area for the Biology department (the Biology Common 
folder, or G drive), and a common area for college faculty (the Common folder, or M drive).  IT backs up these 
drives every 24 hours.  If you use the desktop on your computer, periodically transfer files to your folder in 
Legacy for backup.  Note that the desktop on your computer is accessible to anyone who turns on the machine. 
Only your Legacy folder (on the F drive) is personally secure. 

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

Personal Website.  To create a personal website, ask IT to install Dreamweaver MX on your computer, and ask for 
them to activate your server space.  Instructions and templates for posting to the server are online on the IT 
site.  Contact the office manager so your link can be added to the Biology Department website. 

 
KnightVision.  This is #ÁÌÖÉÎȭÓ ÎÁÍÅ ÆÏÒ Á Blackboard system used 

to post online course information, course documents, grades, 
messages, PowerPoint presentations, and for sending email 
to all students in a course.  You can save course 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 (6.6837 or 
rbobeldy@calvin.edu).  Be aware that some students don't 
use KnightVision.    

 
Email and Electronic Calendar.  Calvin uses GroupWise for email.  

GroupWise also provides a calendar function used by the 
department.  

 
Help with IT Matters.  Need help with your computer or phone?  Have a problem with your Calvin ID card or PIN 

number?  Call the Help Desk (6.8555) or send an email to HelpDesk@calvin.edu.  You may also wish to visit 
www.calvin.edu and select A-Z Index, from there select Information Technology, Accounts and Access, FAQ for 
new Faculty and Staff.  This provides a nice overview of CIT services and provides links to more in-depth 
information regarding software and programs. 

 
 
 
 
 
 

http://www.calvin.edu/it/services/telecom/tc_adix1.htm
mailto:biology@calvin.edu
mailto:rbobeldy@calvin.edu
mailto:HelpDesk@calvin.edu
http://www.calvin.edu/
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OK, IõVE SETTLED IN ð NOW WHAT? 
 

Daily Schedule Details 
 

Chapel.  Chapel services are held 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 scheduled weekly on Friday from 1:45-2:45 PM and are 

usually located in NH 160.  The office manager will notify you if the weekly meeting time or location changes.  
Agendas are distributed before the meetings and meetings sometimes actually follow the agenda.   

 
Need to be Away from Campus?  If 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 department chair and the office 
manager.  This is a requirement stated in the Faculty Handbook. 

 

Classrooms  
 

Room Locations.  Most biology department classes are held in the Science Building and DeVries Hall.  To learn the 
location of your classes and lab sections go to KnightVision and choose the appropriate course.  You can also 
go to My Resources and choose Course Enrollment. 

 
Smart Classrooms.  Classrooms in the Science Bldg and DeVries Hall are "smart" classrooms, meaning that they're 

equipped with a ceiling-mounted projector, computer, CD player, DVD player, and VCR. 
 
Laboratory Set ɀ Up and Supplies.  Lori Keen (x-6080 or keel@calvin.edu) is our Laboratory Manager.  See Lori for 

details regarding lab set up, ordering supplies, or other questions related to laboratory or core areas. 
 

Students and Course Rosters 
 

Photo Roster of Your Students.  You can print photos of students in your classes.  This is a great way to get to know 
your students by name. Log onto KnightVision; then go to My Resources. Select Class Pictures.  You may print 
them to the Science Division color printer. 

 
Room Reservations.  Need to reserve a room for a special purpose, e.g., an afternoon review session or a 

conference?  Go online to check room availability and make reservation requests. You can do this from the 
Office of Conferences and Campus Events website (http://www.calvin.edu/admin/occe/ ).  Be sure to alert the 
office manager if you have reserved a room for an event. 

 
Students Who Need Assistance.  Student Academic Services (SAS) arranges assistance, such as "quiet rooms" for 

tests, a test reader, class note-takers, tutors, etc.  Student with special needs will bring a form indicating the 
assistance required.  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 to reveal that information to you.  Always 
ÒÅÓÐÅÃÔ Á ÓÔÕÄÅÎÔȭÓ ÐÒÉÖÁÃÙȢ 

 
Other students may request a tutor as your course progresses.  These students will need to secure a ȰTutor 
Requestȱ form from the SAS office.  The form needs your signature ɀ before signing, be sure be sure that the 
student understands that he/she must prepare for tutor sessions 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 (DH100) and its telephone number is 
616.526.7700.  Your office key will unlock the door of this office. 

 
Office Supplies.   

Personal Office:  For your personal office, a small inventory of basic office supplies is located in the cabinet 
below the mail boxes in DH 100.  Please help yourself, but extend the courtesy of letting the office manager 

mailto:keel@calvin.edu
http://www.calvin.edu/admin/occe/
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know ÉÆ ÙÏÕ ÔÁËÅ ÔÈÅ ȰÌÁÓÔȱ ÉÔÅÍȢ  Department letterhead and envelopes are located above the printer in the far 
right cabinet. If you need other supplies, ask the office manager to order them for you. 
 
Classroom/ Course Supplies:  Classroom supplies are located in the Science Division Office (NH 156).  They 
include envelopes, tape, paper clips, chalk, file folders, paper, notepads, highlighters, dry erase markers, etc.  
 

Campus Store.  Need something from the campus store?  If it  is course- or department- related, charge it to the 
Biology department.  9ÏÕȭÌÌ ÎÅÅÄ ÔÏ ÐÒÅÓÅÎÔ ÙÏÕÒ #ÁÌÖÉÎ )$ ɉÔÈÅ ÁÃÃÏÕÎÔ ÎÕÍÂÅÒ ÙÏÕ ÁÒÅ ÁÂÌÅ ÔÏ ÃÈÁÒÇÅ ÔÏ is 
encoded). For personal items, your Calvin ID card gets you a 15% discount on most items. 

 
Business Cards.  Official Calvin College business cards can be ordered from Publishing Services.  To place your 

order, provide the necessary information to the department office manager who will place the order for you. 
 

Mail,  Email, and Faxes 
 

Mailing Address. Calvin College 
   Department of Biology ɀ DH 100 
   1726 Knollcrest Circle SE 
   Grand Rapids, MI 49546-4403 
 
Personal Mailbox.  Each department member has a personal mailbox located in the department office.  
 
Mail Delivery.   All mail and packages are delivered to the department office.  Your mail will be placed in your 

mailbox, and packages will be placed on the counter beside the mailboxes.     
 
Outgoing College Mail.  Place outgoing mail and packages in the wire basket located near the mailboxes in the 

department office.  If the mail is college business, Mail Services will add postage, provided you show your 
name in the return address.  )Æ ÔÈÅ ÄÅÐÁÒÔÍÅÎÔ ÉÓÎȭÔ ÉÎÄÉÃÁÔÅÄ ÏÎ ÔÈÅ ÅÎÖÅÌÏÐÅȟ ÐÌÅÁÓÅ ×ÒÉÔÅ Ȱ"ÉÏÌÏÇÙ $ÅÐÔȢȱ ÓÏ 
Mail Services can charge the postage to the correct account. Mail Services can send items via UPS, FedEx, and 
DHL, but DHL is often least costly.     

 
Outgoing Personal Mail.  Personal mail with postage can be placed in the outgoing basket on the counter in the 

department Office. You may purchase stamps or pay for package mailing at either the Lake Drive or Campus 
Store mail services location.    

 
Intercampus Mail.  To send items to another campus location, including residence halls, use intercampus mail 

(ICM) and the ICM envelopes Calvin provides.  . 
 
Email Lists.  Contact your mentor regarding which listserv email lists, if any, you should join. 
 
Fax Machine.  A fax machine (616.526.6501) is located in the Science Division Office.  Faxes that arrive for you will 

be placed in your mailbox.  You may send outgoing faxes from the same machine.  Instructions are posted 
above the machine. 

 

Photocopying, Scanning , and Printing  
 

Photocopy Machine.  A photocopy machine, for faculty and staff use, is located in the biology department office.  
Students must have permission from the administrative office manager to use the machine.  Two copy 
machines also are located in the Science Division workroom. 

 
Scanners.   A Scanner for general use is located in the division office.  If you need a document or images scanned for 

your class, ask the office manager to scan it for you.  Please keep in mind that both Macintosh and the new 
Office 2007 programs have an ÏÐÔÉÏÎ ÔÏ ȰÓÁÖÅ ÁÓ ȢÐÄÆȱ  
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Printing Services.  Located on Lake Drive on the far north side of campus, Printing Services provides high speed, 
high volume copying as well as binding and collating services.  Documents printed at Printing Services are less 
costly to the department than documents reproduced on photocopy machines.  For more information, or to 
place an online order, please visit www.calvin.edu, A-Z Index, where you will find a link to the Printing 
Services website.  Remember to request that your order be delivered to Biology, DH 100, and include the 
Biology account number with your order.    You also may fill out a Printing Services Job Ticket Form, located on 
the counter near the copy machine in DH100, and send your request via ICM. 

 
Transparencies.  The photocopier in the Biology Department Office is equipped to make transparencies. 

Transparency stock is located on the shelf above the photocopier. 
 
Posters.   All posters displayed on campus must be approved and stamped at the Student Activities Office 

(Commons annex).  Please allow a minimum twenty-four-hour turnaround for such authorization. 
 

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

Biology Faculty/Staff Lounge.  A faculty/staff lounge is located in North Hall 252, where coffee, tea and occasional 
treats are available.  Coffee costs $0.25 a cup, or you can pay $7.00 a month.  Please place your fee in the 
ȰÃÏÆÆÅÅ ÊÁÒȱ on the counter.  Feel free to join others at 8 am, 10 am, noontime, and 3 pm in the lounge.  Each 
month, on a date announced via email, the Division celebrates birthdays with donuts and bagels.   

 
Refrigerator/Microwave for Your Lunch.  Need a refrigerator or microwave for your lunch?  Each is located in the 

Science Division Lounge, NH252.  No biohazards may be stored in this refrigerator.  Please do your part to 
keep the lounge, including the microwave, clean. 

 
Debit Card.  You can use your Calvin ID as a debit card at most eateries on campus.  Go to the Creative Dining office 

on the second floor of the Commons annex to set up your account. 
 
Johnny's Coffee Shop.  Located on the main floor of the Commons, Johnny's is a coffee shop with an array of hot 

foods, prepared salads, chips, ice cream, beverages, etc.  It is frequented by students and is open much of the 
day and into the evening. 

 
The Fish House.  Adjacent to Johnny's Café, the Fish House has a nice selection of specialty coffees, fair-trade coffee, 

lattes, cappuccinos, and other items.  It offers daily specials and you can get a punch card for a freebie after 
you buy 8 or 10.  You can get a bonus for correctly answering the daily trivia question. 

 
Spoelhof Café.  The Spoelhof Café (Spoelhof Center first floor) has a salad bar (you pay by the ounce) and also has a 

hot lunch special every day and an assortment of sandwiches.  )Ô ÉÓ ÓÍÁÌÌÅÒ ÔÈÁÎ *ÏÈÎÎÙȭÓ ×ÉÔÈ ÆÅ×ÅÒ 
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 Commons Annex. It is open Monday through Friday from 11:30 a.m. - 1:30 p.m. 
during the fall and spring semesters.  Prices are inexpensive ɀ this facility is a real perk. Meal tickets for lunch 
meetings with students and/or visiting guests are available from the department chair, by request. 

 
΅4ÁËÅ Á 0ÒÏÆ ÔÏ ,ÕÎÃÈȱ 0ÒÏÇÒÁÍ.  4ÈÅ 3ÔÕÄÅÎÔ !ÃÔÉÖÉÔÉÅÓ /ÆÆÉÃÅ ÓÐÏÎÓÏÒÓ Á Ȱ4ÁËÅ Á 0ÒÏÆ ÔÏ ,ÕÎÃÈȱ ÐÒÏÇÒÁÍ in which 

students can get a free lunch for themselves and for you.  The student picks up the tickets in the Student 
Activities Office (available until the program money runs out). 

 

Other Things  
 

Emergency Help.  In an emergency, call the Campus Safety emergency extension (x3-3333); Campus Safety will call 
for the appropriate assistance.  You can also call 911, and Campus Safety will be notified automatically. 

 

http://www.calvin.edu/



