Orientation – Library Faculty

Orientation Division of Responsibilities
	Admin role: payroll, library-wide records; Library Admin has new faculty checklist
Unit role:  Unit head orients to unit and introduces to faculty and staff
	Library staff (see org chart on web)
	
Groups (meetings, email lists)
	Library Executive Council
		composition 
meetings/ minutes
lec@lists.umbc.edu  (Admin. Asst, Lib. Administrative Office also on list) 	
	libfac@lists.umbc.edu  (All Library Faculty)
	Faculty Senate (Introduce Library Senator); campus governance
	Library Assembly [membership = All Library Faculty and Staff excluding Director]
		monthly – are announced.
	kuhn-staff@lists.umbc.edu – list for all staff; units also have listserves.

Governing Policies:
	USM Board of Regents see Web: http://www.usmh.usmd.edu/regents/bylaws/
	UMBC rather scattered; start with Provost and Human Resources web pages.
Library & Gallery Guidelines, Practices & Procedures Manual on wiki
	Units: see unit heads, unit manuals

Faculty requirements:
timesheets & leave (see policy manual #626) 
evaluation (yearly, with at least one mid-year progress review, including self-
	assessment & goals statement solicited by supervisor)
Rank, Permanent Status and Promotion (see Faculty Handbook)
	Faculty Activity Report (through MyUMBC login) 
consultancy, semi-annual reports
	Faculty Handbook on Web: linked from http://www.umbc.edu/provost/policies.html 

Additional HR requirements:
	supervision (supervisors’ PMP workshops are conducted periodically by HR)
	non-exempt pay program (FSLA, overtime, classification, etc.)
students (see student manual)
	timesheets for faculty, associate staff, classified, hourly and students
	sexual harassment training - required
	fiscal control seminar – required for those with responsibility for funds, purchasing, 
		financial records, ordering, etc.

Contacting People
individual  - Library & campus directories on Web
need phone and two email addresses for emergency contacts
	mail (internal library distribution to/from units)
	voicemail – check in your unit

Library Building:
	tour with introductions to staff members and units  (by supervisor or designee)
Slide Library FA 216
	allied units on campus: eg., RCLC
security; see emergency procedures on wiki. 
alarm systems & codes (Library Business Manager)
		keys (Library Administrative Offices Administrative Assistant)
		fire – know your exits
		safety – role of Library security x52331  vs. role of campus police x53133
maintenance  (Library Administrative Offices)
changes  (Business Manager in Library Administrative Offices)
	
Computing Support
	Library faculty may choose PC or laptop with docking station as work computer
	laptop available for sign-out (admin offices)
	desktop support x53040 (Library Computing Services)
			litshelp@lists.umbc.edu 
	backup, backup, backup!!!!   Use I: or H: for all significant documents
			do not save significant work to desktop or computer C: drive
network drives:personal  “H-drive”
	unit share on “I-drive”
	Libdocs on “I-drive” (read-only access by all staff)
			Allshare on “I-drive” (r/w privs by all staff)
	development: 	web apps existing for most see Digital Public Services Librarian
			new SW/Web apps consult as approp. or bring to LEC
			new SW packages, see Library IT Services (LITS)
HW – figure out in or across units, consult with LITS
Miscellaneous 
	fiscal control – signature authorizations needed for all financial transactions
travel –  form needed, registration paid direct by UMBC (Admin. Asst. Library                                        Administrative Offices) reimbursement rates, etc.; see Library Guidelines
	and campus policies.
	telecomm – FAC needed to place long distance calls (get from Business Manager)
	purchases & reimbursements – contact A&R or Purchasing Card holder in advance
	critical employee designations for weather-related emergency closings 
		(see Guideline #670); see campus HR policy on campus closing.  
	
Communication standards, aids
	Graphic Standards Manual: http://www.umbc.edu/umbcstyle/graphic_stand.pdf 	web design – standard Library page template - see Digital Public Services Librarian
	business cards ( Library Administrative Offices)
	badges (Library Administrative Offices)
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