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       2010-2011 NEW FACULTY ( DEPARTMENT/UNIT CHECKLIST 

	NEW FACULTY MEMBER: 
	
	DATE:
	

	DEPT/UNIT: 
	
	COLLEGE/SCHOOL:
	


	ITEMS/MATERIALS
	INFORMATION

	ORIENTATIONS

	
	1) Benefits Enrollment Session

	Faculty Member – If moving/visiting Las Vegas prior to start date, please call Human Resources to schedule a Benefits Enrollment appointment at (702) 895-3504. If not, schedule upon arrival.
If you will be arriving after August 20, please call UNLV Benefits Dept. at (702) 895-0924 in advance to request a benefits packet be mailed to you to ensure you have time to submit your choices before the August payroll.

See http://hr.unlv.edu/ and http://facultystaff.unlv.edu/.

	
	2) University Orientation
	Invitations will be sent to Faculty Member for the New Faculty/Professional Staff Orientation (NFPSO) sponsored by the President’s Office. This event is held in mid-August.

Faculty Member and Dept/Unit – PLEASE ensure that your new faculty/professional staff have submitted a response regarding attendance at this event through the Faculty/Staff Information website at http://facultystaff.unlv.edu/.

	
	3) College/School and/or Dept/Unit      Orientations
	Dept/Unit – Notify Faculty Member of any scheduled orientation programs sponsored by the Dept/Unit and/or College/School.

	ARCHIBUS WEB CENTRAL
	Dept/Unit –update employee UNLV contact information (UNLV building, room number, and mailstop; UNLV phone number; UNLV email) on:
http://provost.unlv.edu/ARS/archibus/

	Business Cards
	Faculty Member – Coordinate with Dept/Unit Administrative Assistant for printing guidelines for UNLV business cards; provide how you would like your name, title, etc., to appear using the UNLV template.  

Dept/Unit – See http://rebelcopy.unlv.edu/select_order_type.php.

	BYLAWS

	
	1) UNLV
	UNLV Bylaws are maintained on the Faculty Senate website at http://facultysenate.unlv.edu/common_files/T5-CH06---University-of-Nevada-Las-Vegas.pdf

	
	2) College/School and Dept/Unit
	Dept/Unit – Please notify the faculty member where they can obtain copies of the College/School and/or Dept/Unit bylaws. Generally copies are available in the Dept/Unit offices, and some may be available online.

	Campus Map
	Faculty Member – See http://maps.unlv.edu/ for a variety of maps, a virtual tour, etc.

	COMMENCEMENT http://commencement.unlv.edu/
	Dept/Unit – Notify new faculty members of winter commencement date for their expected attendance.

	COMPUTERS

	
	Computer Hardware and Software Requirements. This should include computer, monitor, keyboard, mouse, and mouse pad.
	Dept/Unit should coordinate with new faculty member. 

Faculty Member – Refer to the Office of Information Technology website http://oit.unlv.edu/and click on “Software & Computers” for computer configuration recommendations and links to discount computers.



	ContactS Person in the Dept/Unit 

	
	1) Dept/Unit Contact
	Dept/Unit – provide new faculty member with a contact person for issues related to office set-up and procedures.

	
	2) Faculty Member
	Provide Dept/Unit with current contact information, preferably e-mail address and cell telephone (especially when moving).

	
	3) Mentor
	Faculty Member – check with the Chair/Director of your new Dept/Unit to see if they have assigned you a mentor.

	Curriculum Vitae
	Faculty Member – update and send an electronic copy to your new Dept/Unit as soon as possible (including new local address and telephone number). NOTE: Some Colleges/Schools require a copy also be forwarded to the Dean.

	Disability Resource Center (DRC)
	Policy is located at http://studentlife.unlv.edu/disability/. 

Faculty Member – Watch for memorandum from the Executive Vice President and Provost at the beginning of each semester related to “Minimum Criteria for Syllabi.” This will include a statement related to DRC’s services to include in your syllabus.

	E-MAIL – General Questions?  IT HELP DESK at (702) 895-0777 (on-campus call 50777).

	
	1) Establish Lotus Notes Account
	Faculty Member – Check with your Dept/Unit Administrative Assistant to see if an account has been requested for you. If not, you may request the account at http://newuser.unlv.edu.

Lotus Notes account addresses are typically firstname.lastname@unlv.edu 

	
	2) Questions/Help Desk
	Contact the Office of Information Technology at http://oit.unlv.edu/ or call 

(702) 895-0777 (on-campus call 5-0777).

	EMERGENCIES ONLY – ON-CAMPUS ALWAYS Contact UNLV Police:

	
	1) Using On-campus Telephone
	911

	
	2) Using Cell Telephone
	(702) 895-3668 ext 2

	FACULTY SENATE
	Faculty Member – Please refer to the Faculty Senate website for information http://facultysenate.unlv.edu/.

	Graduate Faculty Status 
	Dept/Unit – If applicable, see the Graduate College website to obtain the form http://graduatecollege.unlv.edu/facstaff/status.html, or contact Graduate College at (702) 895-3320 (on-campus call 5-3320).

	I-9 Form –Employment Eligibility Verification
	Faculty Member – return the I-9 Employment Eligibility Verification form with your signed Letter of Offer. The I-9 form is unofficial until, within three days of arrival on campus, you provide the original documents shown on your I-9 for Dept/Unit review. 
This form is located on Human Resources’ website http://hr.unlv.edu/ under Table of Contents, F (for Forms) or at http://www.uscis.gov/files/form/i-9.pdf.

	Identification Card – The official UNLV identification card is the “RebelCard”
	See http://rebelcash.unlv.edu/
RebelCard Service Center - UNLV Student Union Room 118,  (702) 895-2351
E-mail:   idcard@unlv.nevada.edu
Hours:   8 a.m. - 7 p.m. Monday – Wednesday
              8 a.m. - 5 p.m. Thursday & Fridays

The On-Line Card Office is now able to accept credit cards for depositing funds into RebelCash.  By using the “RebelCash” function, you will not have to pay taxes for many foods and services sold on campus. See https://services.jsatech.com/index.php?cid=114.
Faculty Member - If you have not obtained your RebelCard prior, you can obtain one at the New Faculty/ Professional Staff Orientation in August.

	Keys and Marlok Cards (AKA “General Access Cards”)
	Dept/Unit – See http://www.unlv.edu/facilities/workcontrol/keyform.html 

Send Key Request to Facilities Customer Service – Mail Stop 1048.

	
	Order all applicable keys/Marlok cards for offices, building, and classrooms.

	Laboratory and/OR Equipment
	Faculty Member – Coordinate with Dept/Unit contact. 

	
	Dept/Unit – Coordinate ordering/installation of lab equipment, renovations, etc.

	LIBRARY – UNIVERSITY LIBRARIES
	http://www.library.unlv.edu/ Your RebelCard is your Library Card.

	Mail Services and TELEPHONE Switchboard 
	Dept/Unit – Send an e-mail to Mail Services and Telecommunications notifying them of new employee name, office number, telephone number, and mail code. See http://www.unlv.edu/depts/delivery/mailroom.html & http://telecom.unlv.edu/.

	MEETING SCHEDULES 
	Dept/Unit – Notify new faculty member of Dept/Unit meetings and/or College/School meetings.

	MOVING EXPENSES (if applicable)
	Dept/Unit and Faculty Member – Coordinate payment with College/School Office. For requirements see UNLV’s Moving Policy at http://accountspayable.unlv.edu/Topics/moving.htm
NOTE: There may be tax implications related to moving expense reimbursement. 

	OFFICE SET-UP

	
	1) Discern Faculty Member’s Furniture Needs, if applicable

Ensure office is furnished: desk, chair, file cabinet, bookcase, trash can, office supplies, etc.
	Dept/Unit – Send request to College/School Office. See the following website for policies http://iservicedesk.unlv.edu:81/.


	
	2)
If applicable, Surplus Old Furniture
	Dept/Unit – Complete Property Movement Request located at http://www.unlv.edu/depts/delivery/inventory.html.

	
	3)
Arrange for Painting or Carpet Cleaning if needed
	Dept/Unit – Use the online service request at http://iservicedesk.unlv.edu:81/.

	PROVIDE COPIES OF THE FOLLOWING

	
	1)
Campus Mail Code Listing
	See Campus Directory or online:  http://www.unlv.edu/depts/delivery/mailcodes.html#S

	
	2)
Campus Telephone Directory
	Dept/Unit – Request from Reprographics/Design Services at ext 5-3213
 or Print from this link: http://www.unlv.edu/main/pdf/2010directory.pdf. 

or use Online Employee Locator:  https://sysapps.unlv.edu/eel/

	
	3)
Class Schedule
	Faculty Member – See http://registrar.unlv.edu/calendars/.

	
	4)
Undergraduate Catalog
	Faculty Member – Available online at http://catalog.unlv.edu/index.php?catoid=4.

	
	5)
Graduate Catalog
	Faculty Member – Available online at http://catalog.unlv.edu/index.php?catoid=3.

	
	6)
Las Vegas Telephone Book
	Dept/Unit – Call Telecommunication Services at ext 5-4146.

	PARKING PERMITS
	See http://parking.unlv.edu/.
To purchase a permit: http://parking.unlv.edu/permits.html.

Permits for July - August will be mailed with New Faculty/Professional Staff Orientation invitations. New faculty who need permits before July 1 should coordinate with UNLV Parking Services at (702) 895-1300/on-campus call 5-1300. Permits for future academic years are available in August each year.

	POST MATERIALS ONLINE
	Teaching faculty have two options:

· WebCampus: WebCampus is WebCT Vista 4, a course management tool. It requires students to log in to access your syllabus, notes, and other materials you choose to post online.  You can host discussions and post grades inside WebCampus as well. To request a WebCampus course, go to http://webcampus.nevada.edu, select UNLV, then click on “Faculty Section Requests” then “Create New Account.” The next step is to request the course sections you want posted in WebCampus. Please note that WebCampus will not be available August 13-18th.

· Faculty webpage: This requires knowledge of HTML. You can request a faculty web page at http://faculty.unlv.edu/facultyWeb/apply.html.

	RebelCash Program
	See Identification Card above.

	Relocating in Las Vegas 
	This is a publication that contains information about Las Vegas. See www.lvrelocationguide.org.

	Research Grant information
	Call the Office of Sponsored Programs, in the Division of Research and Graduate Studies, at ext 5-1357 or visit their website at http://research.unlv.edu/.

	STRATEGIC PLANS

	
	1)
University
	See http://planning.unlv.edu/

	
	2)
College/School
	Dean’s Office or website.

	
	3)
Department/School/Program
	Dept/Unit or website.

	Syllabus INFORMATION
	Dept/Unit – See Memo under “S – Semester Memo” -  “Minimum Criteria for Syllabi” at http://provost.unlv.edu/policies.html#list_s.

	Teaching FACULTY POLICIES
	Faculty Member – See Memo under “S - Semester Memo” – “UNLV Policies” at http://provost.unlv.edu/policies.html#list_s.

	Teaching Schedule, Office Hours, and/or Advising Requirements
	Dept/Unit – Send schedule, advising requirements, and Dept/Unit office hours requirements to Faculty Member.

Faculty Member – The general requirements related to office hours are located in the Board of Regents’ Handbook, Tit. 5, Ch. 6, Ch. III, Sec. 5.1, page 22, at http://system.nevada.edu/Board-of-R/Handbook.

	Technology enhanced classroom (TEC)
	If you're teaching in a Technology-Enhanced Classroom (TEC), check out photos and support materials available online and then be sure you have a Marlok keycard to get inside.

If you’re not teaching in a TEC, but need technology, call in your reservation with Classroom Technology Services at 895-0701.

If you're teaching in a Computer Teaching Facility, please note that students will need to pay for printing in those locations.

	TELEPHONE/E-MAIL INFORMATION

	
	1)
Telephone extensions on campus – use last 5 digits. To call off-campus telephone numbers, dial “8” first.
	EXAMPLES: 

895-xxxx would be 5-xxxx

774-xxxx would be 4-xxxx

	
	2)
Telephone Numbers and E-mail addresses for Dept/Unit Faculty and Staff 
	Dept/Unit – Send list to new Faculty Member.

	
	3)
Telephone installation and voice mail hook-up, if needed. Update telephone screen display/ identifier. Delete old voice mail recordings. 
	Dept/Unit – Telephone requests are completed through Telecommunications at:  http://iservicedesk.unlv.edu:81/Request.aspx?ISD=TS . Include changes to telephone screen display. Ensure password, personal verification identification, and voice mail message are updated.

Provide faculty member with informational materials for voice mail – see http://telecom.unlv.edu/telecom.html for instructions.

	Travel
	Faculty Member – work with your department / unit for travel protocols. 

Travel information can be found at:  http://accountspayable.unlv.edu/Trvlman/travel.htm.

	Voter Registration
	See http://sos.state.nv.us/elections/voter/.

	webgrading
	Log in to WebGrading to access your class roster and e-mail address prefixes for students.

	WEBSITE
	Dept/Unit – Ensure new faculty member is added to Dept/Unit and/or College/School websites. Faculty members may host their own professional, UNLV website as well. To get started, go to http://faculty.unlv.edu to choose between the Ready-Made or Do-It-Yourself  website options.

	Website List
	The Website List provides links to Las Vegas relocation-related sites. See http://provost.unlv.edu/policies.html under “Las Vegas-Related Websites” or “Website List for New Faculty/Staff”.

	WORKLOAD POLICIES
	Faculty Member:

· Nevada System of Higher Education (NSHE) – see Board of Regents’ Handbook, Title 4, Ch. 3, Sec. 3, page 4, located at http://system.nevada.edu/Board-of-R/Handbook/index.htm.

· UNLV – http://provost.unlv.edu/policies.html under “Faculty Workload Assignment Policy and Guidelines”.
· College/Division/School and Dept/Unit - check with the Dept/Unit office.
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