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            Dear Colleague, W elcome to the University of Guelph. Whether you are new to the profession, new to the campus or just assuming new responsibilities, I am sure this New Faculty Survival Guide will be a helpful tool for you as you settle into the community and your new role. The University appreciates the challenges you face as a new member of our academic community. We want to assure you that we value and appreciate your contributions to the scholarly life of this campus. Through your efforts in teaching, research and service, you will be helping to further enhance the excellence for which Guelph is known. And I am confident that you will find the relationship mutually beneficial to your career. As you approach the upcoming academic year, I encourage you to take full advantage of the support services and resources available to you on campus, as outlined in this guide. Let me also point you to the Office of Faculty Recruitment and Support, which can assist you and your family with a range of transitional concerns and help connect you with local services and resources. As you start out, don’t forget that the department chair or director of the school serves as a key resource and guide to new faculty. I urge you to contact your chair or director with any questions or concerns you may have about your role and responsibilities, the University’s expectations, tenure and promotion, policies and procedures, and career development opportunities. All the very best to you as you launch this phase of your career at Guelph. I look forward to meeting you in the upcoming academic year. Yours sincerely, Maureen Mancuso Provost and Vice-President (Academic) 
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Dear Colleague,
 Welcome to the University of Guelph. Whether you are new to theprofession, new to the campus or just assuming new responsibilities, I
 am sure this New Faculty Survival Guide will be a helpful tool for you as yousettle into the community and your new role.
 The University appreciates the challenges you face as a new member of ouracademic community. We want to assure you that we value and appreciateyour contributions to the scholarly life of this campus. Through your effortsin teaching, research and service, you will be helping to further enhance theexcellence for which Guelph is known. And I am confident that you will findthe relationship mutually beneficial to your career.
 As you approach the upcoming academic year, I encourage you to take fulladvantage of the support services and resources available to you on campus,as outlined in this guide. Let me also point you to the Office of FacultyRecruitment and Support, which can assist you and your family with a rangeof transitional concerns and help connect you with local services andresources.
 As you start out, don’t forget that the department chair or director of theschool serves as a key resource and guide to new faculty. I urge you tocontact your chair or director with any questions or concerns you may haveabout your role and responsibilities, the University’s expectations, tenureand promotion, policies and procedures, and career developmentopportunities.
 All the very best to you as you launch this phase of your career at Guelph. Ilook forward to meeting you in the upcoming academic year.
 Yours sincerely,
 Maureen MancusoProvost and Vice-President (Academic)
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The OFRS is located in the presidential offices on Level 4 (south end)of the University Centre. We want to help you find everything you
 need to get started on campus and get settled in Guelph. We can assistyou in making the connections with services and facilities — on campusand in the community — that meet your individual needs and those ofyour family. Our website at http://www.uoguelph.ca/facultyjobs providesinformation and useful links to help you in relocating and settling intothe Guelph community. In addition, this guide provides key informationto assist with your transition and start-up.
 New faculty orientation is held in late August. More information isavailable at http://www.uoguelph.ca/facultyjobs/join_orientation.shtml.
 The OFRS can be reached at 519-824-4120, Ext. 53378, [email protected]. Please feel free to contact us to arrange a meeting.
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The University of Guelph is a research-intensive, learner-centreduniversity. Its core value is the pursuit of truth. Its aim is to serve
 society and to enhance the quality of life through scholarship. Both in itsresearch and in its teaching programs, the University is committed to aglobal perspective.
 Guelph offers a wide range of excellent programs, theoretical andapplied, disciplinary and interdisciplinary, undergraduate and graduate,in the arts, humanities, social sciences and natural sciences, as well asprofessional fields. Among these, the University recognizes agricultureand veterinary medicine as areas of special responsibility.
 U of G attracts students, faculty and staff of the highest quality. It isanimated by a spirit of free and open inquiry, collaboration and mutualrespect. It asserts the fundamental equality of all human beings and iscommitted to creating for all members of its community an environmentthat is hospitable, safe, supportive, equitable, pleasurable and, above all,intellectually challenging.
 The University of Guelph is determined to put the learner at the centre ofall it does, recognizing that research and teaching are intimately linkedand that learning is a lifelong commitment. The University eagerlypromotes collaboration among undergraduates, graduate students,faculty, staff and alumni, as well as with our local and internationalcommunity, other educational institutions, government and business.
 Guelph is committed to the highest standards of pedagogy; to theeducation and well-being of the whole person; to meeting the needs of alllearners in a purposefully diverse community; to the pursuit of itsarticulated learning objectives; to rigorous self-assessment; and to acurriculum that fosters creativity, skill development, critical inquiry and
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active learning. U of G educates students for life and work in a rapidlychanging world.
 The University of Guelph invites public scrutiny of the fulfilment of itsmission, especially by the people of Ontario, to whom it is accountable.
 Source: http://www.uoguelph.ca/Senate/mission.shtml
 Our vision is to be Canada’s leader in creating, transmitting and applyingknowledge to improve the social, cultural and economic quality of life ofpeople in Canada and around the world. We believe we achieve this everyday by educating and graduating first-class undergraduate and graduatestudents for life, careers and citizenship, and by generating world-classresearch, scholarship and creative work to serve society.
 The University of Guelph is one of Canada’s highest-rankedcomprehensive universities, according to the Maclean’s survey, andcontinues to be the educational destination of choice for both Canadianand international students. This ranking reflects Guelph’s distinctivenessas a high-quality, student-focused, residentially intensive university thatis committed to innovative programs, dynamic student-facultyinteraction and an integration of learning and research.
 In 2002 and 2003, the University of Guelph ranked first amongcomprehensive universities in Canada in four independent surveys thatevaluate academic quality, research intensity, community atmosphereand public accountability. Published in fall 2003:
 • the Maclean’s magazine annual ranking of universities (Nov. 10)
 • a report in the National Post on research funding at Canadianuniversities (Nov. 4)
 • an online survey of university students reported in the Globe and Mail(Oct. 15)
 • an independent review of university financial documents published inCanadian Accounting Perspectives (Vol. 2, No. 1).
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President and Vice-ChancellorProvost and Vice-President (Academic)Vice-President (Alumni Affairs and Development)Vice-President (Finance and Administration)Vice-President (Research)Associate Vice-President (Academic)Associate Vice-President (Alumni Affairs and Development)Associate Vice-President (Student Affairs)Associate Vice-Presidents (Research)College DeansDirectors of Schools and Department Chairs
 For further information about the administration, visithttp://www.uoguelph.ca/info/admin.
 The University of Guelph was established in 1964 when its foundingcolleges — the Ontario Agricultural College, the Ontario VeterinaryCollege and Macdonald Institute — joined with a new college of arts andscience. Today, the institution comprises six colleges whoseundergraduate and graduate programs span the natural and physicalsciences, social sciences, arts and humanities:
 • English and Theatre Studies• Fine Art and Music• History• Languages and Literatures• Philosophy
 • Human Biology and Nutritional Sciences• Molecular and Cellular Biology• Organismal Biology, Ecology and Evolution
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• Chemistry• Computing and Information Science• Engineering• Mathematics and Statistics• Physics
 • Economics• Family Relations and Applied Nutrition• Geography• Hospitality and Tourism Management• Marketing and Consumer Studies• Political Science• Psychology• Sociology and Anthropology
 • Agricultural Economics and Business• Animal and Poultry Science• Environmental Biology• Environmental Design and Rural Development• Food Science• Land Resource Science• Plant Agriculture
 • Biomedical Sciences• Clinical Studies• Pathobiology• Population Medicine
 For more information, see “Facts and Figures” athttp://www.uoguelph.ca/info/facts.
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The Faculty Policy Manual provides information on academicappointments, faculty responsibilities, tenure and promotion, salary,faculty leave and a number of other academic and administrative policies.
 The manual is available on the web athttp://www.uoguelph.ca/HR/facpol/toc.htm.
 Teaching Support Services (TSS) and the Office of Faculty Recruitmentand Support (OFRS) co-ordinate the University’s new faculty program aspart of its ongoing commitment to excellence in teaching and learning.In addition to receiving information on U of G and City of Guelphresources, new and recently new faculty and teaching staff are invited to:
 • attend a two-day event in late August(http://www.tss.uoguelph.ca/newfac/orientnewfac.html)
 • participate in a series of noon-hour luncheons throughout theacademic year
 • get together at monthly social events
 • receive an ongoing new faculty listserv bulletin.
 Your contract is the letter of appointment you received and signed at thetime of appointment, setting out the terms and conditions of the offer ofemployment. Although all contracts at the University abide by certainnorms as set out in the Faculty Policy Manual, contracts will varyaccording to each individual’s negotiation process as well as norms at thedepartmental and college levels. Some colleges, for example, designate aset amount of start-up funds to new faculty to stimulate their researchactivity. Make sure you’re aware of how much you’ve been allocated andwhen this funding will expire.
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You should familiarize yourself with the Faculty Salary Policy, Section Gof the Faculty Policy Manual at http://www.uoguelph.ca/HR/facpol/sectg.htm and pay particular attention to Section G: Part 3, PerformanceEvaluation and Time and Performance Step Increases (TAPSI). TAPSI isthe biennual review process (in even-number years) for performancefeedback, consideration of merit and determination of step salaryincreases. Check the timing of your first TAPSI review with your chair ordirector.
 All faculty and professional librarians who are full-time probationary ortenured, or who are on full-time contractually limited termappointments of more than 12 months, are eligible to receiveprofessional development reimbursement (PDR) funds. Each eligiblefaculty member/librarian is allotted $1,400 (2004) for PDR per fiscal year(May 1 to April 30). For more information, including allowable expenses,see http://www.uoguelph.ca/HR/facpol/PDR.htm.
 You should inquire about any additional funds disbursed at the collegeand departmental levels, such as travel allowances, through yourdepartment chair or school director. The University also administerscompetitive internal travel and research grants through the Office ofResearch.
 Tenure and promotion (T & P) policies are found in Section E of theFaculty Policy Manual at http://www.uoguelph.ca/HR/facpol/sectd.htm.Teaching Support Services regularly hosts seminars on T & P proceduresand has a variety of resources available to faculty athttp://www.tss.uoguelph.ca.
 The following is a checklist to guide new faculty as they prepare fortenure and promotion.
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� Ask your chair or director for a copy of your department or school’sGuidelines and Procedures for Tenure and Promotion right away.This is a statement of relevant information for tenure, promotion,and time and performance step increases (TAPSI) elaborated by thedepartment or school. All academic units are required to develop andapprove this document, which essentially represents your unit’soperationalization of faculty policy, particularly the criteria used forT & P and the expectations in terms of teaching, research and service.
 � Consider requesting that your chair or director hold a T & Pworkshop for new faculty, with participation from your departmentor school’s college T & P representative.
 � Meet with your college T & P representative to clarify the process atthe college level, because not everyone put forward for tenure and/orpromotion is approved by the college committee.
 � Make sure you know the specific expectations under yourdistribution of teaching, research and service. The contracts of mostnew faculty have a 40-per-cent teaching, 40-per-cent research and20-per-cent service distribution, but some faculty have differentcontracts outlining alternative career streams. Note that theexpectations for your first year of teaching may be different thanthose in subsequent years (greater emphasis on teaching, reducedparticipation in committees, etc.). If you’d like to change theweighting of your distribution (say, for example, you receive a majorresearch grant), this must be negotiated in advance with your chairor director.
 � In terms of teaching, your chair or director should advise you of yourteaching load, including assigned courses and advising ofundergraduate and graduate students (supervision of researchprojects, reading courses, theses).

Page 12
						

� In terms of research, scholarly and other creative activities, yourchair or director should be able to tell you expectations for researchand publication; this information should also be listed in thedepartmental T & P document. Your chair or director may even beable to indicate how your academic unit ranks specific journals andother research contributions.
 � In terms of service, your chair or director should advise you on yourinvolvement in administrative and committee activities (e.g., howmany departmental committees and/or University-wide committeesyou should sit on). Your chair or director should also clarifyexpectations about your involvement in other activities that furtherthe University’s mission of service to society, including what types ofcommunity involvement are recognized as service.
 � Keep a dossier on your teaching, research and service activities andconstantly document your achievements.
 � Teaching: Keep your own copy of all teaching evaluations, lettersfrom students, teaching awards, etc. Make a list of guest speakerengagements, supervised reading courses and/or TSS workshops youattend. TSS hosts regular workshops on how to develop a teachingdossier and can provide individualized assistance in developing thisresource. For information, visithttp://www.tss.uoguelph.ca/resources/teachres/packagetd.html.
 � Research: Keep copies of all your published work, including articlesin newspapers or press releases.
 � Service: Document your service activities both within and outside theUniversity.
 � Academic units evaluate T & P every year, but TAPSI is a biennialreview. The deadline for submission of material is Aug. 31.
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The administrative assistant in your department or school willco-ordinate the set-up of your office and lab space, computer andcampus mail, and will arrange for keys.
 Ask your chair or director to explain the type of support you can expectfrom administrative staff in terms of photocopying, accounting, etc.Administrative staff can help with a variety of needs such as central loginaccounts, Corporate Time accounts and password problems. Technicalstaff can help you set up your PC and configure your mail settings. Theycan also provide assistance with software packages (Word, Excel) and areresponsible for your local Novell network connection.
 The department chair or director serves as a key resource and guide tonew faculty. You should feel free to approach your chair or director withany questions or concerns you may have about your role andresponsibilities, the University’s expectations, tenure and promotion,policies and procedures, and career development opportunities.
 Your chair or director may designate a senior faculty member to adviseyou, but this is not a formal process in most academic units. Some newfaculty have taken the initiative to seek out a senior colleague for advicewhen adjusting to the new environment. When setting your courseoutlines, you may also want to contact the instructors who havepreviously taught the course. In addition, your department or schoolshould have previous course outlines on file.
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The University of Guelph reimburses approved relocation expensesaccording to the relocation policy. Any special provisions related to yourrelocation will be set out in your letter of appointment. Theadministrative assistant in your department or school is your centralpoint of contact for all moving-related questions and any problems thatmay arise.
 The relocation policy is available at:http://www.fin.uoguelph.ca/policies/index.cfm?fuseAction=drilldown&itemid=17&categoryID=62.
 New faculty are strongly encouraged to engage the services of aprofessional moving company. The University requires two estimatesfrom professional movers. Moving costs can either be billed directly tothe University, the preferred approach, or paid by the new facultymember and reimbursed by the University.
 U of G has negotiated contracts with several major moving companiesfor both domestic and international moves (as listed in Appendix C —Moving and Storage Contracts in the relocation policy). The use of thesecontracts will assist in ensuring adequate insurance coverage, quality ofmove and control of costs. When the services of a University-approvedmoving company are used, the University will pay the company directly.In this case, a U of G purchase order will be issued.
 For more details, visithttp://www.uoguelph.ca/facultyjobs/set_guelph.shtml.
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For an online guide covering local services and areas of interest, see“Canada Relocation Systems: Guelph, Ontario” athttp://www.relocatecanada.com/guelph/index.html.
 Information about housing is provided on the faculty recruitmentwebsite: http://www.uoguelph.ca/facultyjobs/set_housing.shtml. As partof its benefit package, U of G offers a guaranteed housing loan to eligiblefaculty and staff. For more details, visit the Financial Services website athttp://www.fin.uoguelph.ca or send e-mail to [email protected].
 If you’re having difficulty finding appropriate housing, contact theOFRS.
 You and your accompanying family members must be covered by OHIPor UHIP on arrival in Ontario. For information, call Human Resourcesat 519-824-4120, Ext. 53374, or send e-mail to [email protected].
 Ontario residents are eligible for provincially funded health-carecoverage through the Ontario Health Insurance Plan (OHIP). If you’re anew resident in Ontario or a returning resident, you will need to applyfor OHIP. There is a three-month waiting period. In the meantime, youqualify for UHIP (see below). For instructions on how to register foryour photo health card, go tohttp://www.health.gov.on.ca/english/public/program/ohip/ohip_mn.html.
 Nearest office:1400 Weber St., B2, Kitchener519-893-3966http://www.health.gov.on.ca/english/public/program/ohip/ohip_mn.html
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To ensure medical coverage for you and your accompanying familymembers during the three-month waiting period for OHIP, you shouldenrol in the University Health Insurance Plan (UHIP), preferably beforeyou arrive. UHIP is available to candidates up to four months in advanceof their actual start date with the University.
 A UHIP pamphlet at http://www.uhip.mercer.ca/English/download/pamp02e.pdf provides details about services and coverage. Rates areprovided at http://www.uhip.mercer.ca/English/Common/NEW-PRMTBL_1.HTM. Your HR service assistant will guide youthrough the application process.
 For more details, visithttp://www.uhip.mercer.ca/English/Student_Explorer/info_intro.htm.
 If you’re a new resident in Ontario and have a valid driver’s licence fromanother province, state or country, you can use it for up to 60 days afteryou move. If you want to keep driving in Ontario, you must get aprovincial driver’s licence. Note that written and road tests may berequired. New residents have 30 days to register their vehicle and getOntario licence plates and a vehicle permit.
 http://www.mto.gov.on.ca/english/dandv/driver/index.html
 http://www.mto.gov.on.ca/english/dandv/vehicle/index.html
 255 Woodlawn Rd. W., Unit 106, Guelph, 519-824-2790
 485 Silvercreek Pky., Unit 16, Guelph, 519-822-555135 Harvard Rd., Unit 22, Guelph, 519-836-1636
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For information about Guelph, visit http://www.city.guelph.on.ca/,where you can subscribe to the free weekly eNews bulletin, providingtimely updates on programs and services. The site also has links to keyinformation such as accessibility, bus routes, visitor guide, recreation andthe wet/dry waste recycling program, as well as fact sheets on a variety ofcurrent topics of interest.
 Some newcomers choose to live outside the city. Here is someinformation on the region:
 http://www.city.cambridge.on.ca/http://www.gri.ca/fergus/http://www.ferguselora.com/http://www.eic.elora.on.ca/http://www.city.kitchener.on.ca/http://www.city.waterloo.on.ca/http://www.region.waterloo.on.ca/web/region.nsf/fmFrontPage?OpenFormhttp://www.ruralroutes.com/orr_about.cfm
 Settlement.Org at http://www.settlement.org/index.html providesnewcomers with a wealth of information about settling in Ontario. Fromthis site, you can print a handy reference guide to services and resourcesin the Guelph area:http://www.settlement.org/sys/regions_detail.asp?doc_id=1002863.
 See OHIP and UHIP information above.
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As a non-Canadian academic, you will receive a letter from HumanResources and Skills Development Canada (HRSDC) validating youremployment and instructing you to apply for a Canadian work permit atthe Visa Post most convenient to you that processes applications. Youshould consult that Visa Post’s website for details on how to apply for awork permit. When you receive your permit, you can enter Canada on atemporary basis to work at U of G.
 Your offer of employment is conditional on meeting immigrationrequirements. You must apply for permanent residence throughCitizenship and Immigration Canada (CIC). Please note that costs canrange from $1,500 to $4,000 Canadian depending on your family size.Application fees are listed athttp://www.cic.gc.ca/english/skilled/before-2.html.
 Although the University doesn’t cover immigration fees, we help byproviding an initial consultation with an immigration lawyer to guideyou in the process. For a referral to the lawyer, contact Nancy Robinsonin the OFRS at [email protected] or 519-824-4120, Ext.53098.
 For more information on immigration, visithttp://www.uoguelph.ca/facultyjobs/set_canada.shtml.
 Citizenship and Immigration Canada (CIC)http://www.cic.gc.ca/english/index.html.
 CIC Call Centre: Provides 24-hour automated responses to generalquestions. Operators respond to specific inquiries during business hours.Call 1-888-242-2100.
 As soon as you arrive in Canada, you need to apply for a SIN for payrollpurposes. Application forms are available at the local HRSDC office or athttp://www.sdc.gc.ca/en/gateways/topics/sxn-gxr.shtml. You can take thecompleted application, along with your work permit, passport andUniversity of Guelph appointment letter, to the HRSDC office. If you run

Page 19
						

into any problems, your HR service assistant can guide you. As soon asyou receive your SIN, please notify HR and provide the number.
 147 Wyndham St. N., [email protected]
 Your HR service assistant can advise you about payroll deductions.Information about the Canadian tax system is available athttp://www.ccra-adrc.gc.ca/menu-e.html. The OFRS organizes a taxinformation session for new international faculty each spring in advanceof the April 30 filing deadline.
 Banks and credit unions are listed in the Yellow Pages. Automatedbanking through CIBC is available in the University Centre.
 There are two child-care centres on campus:
 •
 http://www2.uoguelph.ca/studentaffairs/childcare
 •
 http://www.sentex.net/~kidsrfun
 For other child-care services in Guelph-Wellington, visit the OntarioEarly Years Centres website at http://www.gwchildcare.ca. For servicesoutside Guelph, visit http://www.ontarioearlyyears.ca.

Page 20
						

Most local dentist offices accept new patients. For listings, check theYellow Pages at http://www.yellowpages.ca.
 For information about city resource services for persons with disabilities,visit http://www.city.guelph.on.ca/document.cfm?category=167.
 Guelph Hydro is the local provider. To set up an account, call 822-3010to speak to a service adviser. You will need identification (driver’s licence,SIN, passport). You can also apply online athttp://www.guelphhydro.com by clicking on “Contact Us.” Newcustomers pay a $200 to $400 deposit, which is refunded with interestafter one year. Allow at least two days for the service to be set up.
 From time to time, employees may find themselves in need ofconfidential professional counselling for personal, family, relationshipand wellness issues adversely affecting work performance or threateningto do so. The University’s Employee Assistance Program can help. Fordetails, see http://www.uoguelph.ca/HR/ehs/EAPbroch.htm.
 For those who wish to express their spirituality through participation infaith communities, Guelph offers a range of religious options. To find afaith community, consult the Yellow Pages under “Churches.” If yourfaith is not represented there, consult the University’s Multi-FaithResource Team at Ext. 52392 or 52391.
 When you sign up with Human Resources, your service assistant canadvise you on salary, payroll deductions and pension.
 Each semester, HR offers workshops on a variety of financial matters,including financial planning, your pension and benefits, money
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management, retirement planning and estate planning. The schedule isavailable at http://www.uoguelph.ca/HR/training/index.htm.
 Individual financial planning services from a qualified professional areavailable through the group benefits provider, Sun Life of Canada. CallOFRS, Ext. 53378, for referral.
 Call 911.
 24-hour emergency services are available atGuelph General Hospital, 115 Delhi St., 519-822-5350
 The OFRS can direct you to a family physician and can assist if you arehaving difficulties finding other medical services.
 If you need medical care before you have a family doctor, visit thewalk-in clinics listed in the Yellow Pages under “Clinics-Medical.”
 For more information about community health services and alternativemedical care, visit http://www.uoguelph.ca/facultyjobs/set_health.shtml.
 U of G employees receive group rates on auto and home insurance withtwo companies:
 • H.L. Staebler — Contact Judy Westman at 1-800-321-9187, Ext. 214,or [email protected]
 • Meloche Monnex, 1-800-339-1847
 http://www.staebler.comhttp://www.melochemonnex.com/en/uoguelph
 Other companies may offer competitive rates. Check the Yellow Pages fora full list of local insurance agents.
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Check the Yellow Pages for home Internet services.
 City of Guelph library cards are free to Guelph residents. Check out thelibrary’s programs and services at http://www.library.guelph.on.ca.
 At Guelph — University of Guelph newspaper:http://www.uoguelph.ca/atguelph
 Guelph Mercury — Local daily newspaper:http://www.guelphmercury.com
 Guelph Tribune — Local weekly newspaper:http://www.guelphtribune.ca
 The Record — Kitchener-Waterloo daily newspaper:http://www.therecord.com
 CBC Canada — national news, sports, business, arts, weather:89.1 or 99.1 FM
 Magic 106.1 FM — http://www.magic106.com
 1460 CJOY — http://www.cjoy.com
 570 AM, Kitchener — http://www.570news.com
 CFRU 93.3 FM — http://www.uoguelph.ca/cfru
 Ontarion — U of G student newspaper
 Sign up for the city’s free e-mail news bulletin, providing weekly updateson public events, recreation programs, public meetings, road closures,employment opportunities, wet/dry recycling and more:http://www.city.guelph.on.ca/subscription.cfm.
 Union Gas is the local provider. To set up service, call 1-888-774-3111(press “2” for other inquiries and “2” for moving and new accounts).Allow 48 hours for set-up.
 You will need to have identification ready — your SIN (see above),passport or driver’s licence.
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There is a $35 charge for opening an account, and you will have twopayment options:
 • payment of a security deposit (calculated on the basis of past usage atyour residence), refunded with interest after two years
 • equal billing plan with preauthorized direct monthly withdrawals (nodeposit).
 http://www.uniongas.com
 Veterinarians and kennels are listed in the Yellow Pages. For moreinformation, visit “Pet Care” on the recruitment website:http://www.uoguelph.ca/facultyjobs/set_pet.shtml.
 Remember to notify your current postal service of your move and tochange your address with Canada Post:http://www.canadapost.ca/personal/offerings/change_of_address/can/default-e.asp. (A fee applies for the change-of-address form.)
 Local bus service is available seven days a week, with guaranteedaccessible service on several routes. For schedules and routes, seehttp://www.city.guelph.on.ca/document.cfm?category=444.
 The City of Guelph’s Community Leisure Guide provides informationeach season on sports activities and interest programs. The guide isavailable via a link from the city’s home page athttp://www.city.guelph.on.ca/main.cfm.
 Visit “Education” on the recruitment website athttp://www.uoguelph.ca/facultyjobs/set_edu.shtml.
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Bell Canada provides local home telephone services. To set up residentialservice, call 1-800-668-6878 or visit http://www.bell.ca. Check the YellowPages for a list of alternative long-distance service providers.
 Rogers is the local cable provider. To arrange for service, call519-823-4570 or visit http://www.rogers.com/index.html. Check theYellow Pages for satellite TV companies.
 Information on the city’s wet/dry recycling and waste-managementprogram is provided in your welcome package. A detailed sorting guide isavailable on their website at http://www.city.guelph.on.ca.
 When your appointment is confirmed, an employee ID number, a centrallogin account and an e-mail address will be automatically generatedbefore your arrival to give you access to a range of campus computingservices. You will receive an e-mail notice (at your current e-mailaddress) with this information.
 As soon as you arrive, contact your Human Resources service assistant tosign forms to activate your salary and benefits. To find out who yourservice assistant is, visit http://www.uoguelph.ca/HR/hrteams.htm.
 Information on faculty benefits, including parental leave, is available athttp://www.uoguelph.ca/HR/facpol/index.htm.
 Further information is available at http://www.uoguelph.ca/HR.For HR inquiries, call 519-824-4120, Ext. 53374.
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After you’ve arrived on campus and met with HR, visit theUndergraduate Program Services office on Level 3 of the UniversityCentre to obtain a photo ID card, which is required for use of the U of GLibrary and the athletic facilities.
 The University of Guelph Faculty Association (UGFA) is an associationof faculty and librarians that represents their interests in dealings with theUniversity administration. UGFA negotiates salary and benefits forfaculty and librarians and negotiates the Special Plan Agreement, whichforms the basis of terms and conditions of employment at U of G. Theassociation has representation on University committees such as the JointFaculty Policies Committee and the Grievance Board.
 Although UGFA is not a union, payment of membership dues is acondition of employment for new faculty and librarians. Members areeligible to receive the CAUT Bulletin, OCUFA Forum and UGFA Newsand Views. Other benefits of membership include eligibility for the UGFAand OCUFA teaching awards and assistance with grievances, appeals andhuman rights issues.
 The UGFA office is located in Room 535 of the University Centre. Youcan contact the association by calling Ext. 52126 or sending e-mail [email protected]. For more information, visit the websitehttp://www.uoguelph.ca/~facassoc.
 Parking permits are available from Parking Services in the SecurityServices building on Trent Lane. Annual or semester permits can bearranged through payroll deduction. Parking regulations, permit typesand lot maps can be found at http://www.uoguelph.ca/security/Parking.
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http://www.guelphcampus.coopJohnston Hall basementExt. 52235 or 821-2050
 The Guelph Campus Co-operative is owned and controlled by students,for students.
 • full-service textbook store
 • new and used books
 • textbook buy-back program
 • title searches
 • special orders
 • custom courseware publication.
 Textbook department: Ext. 58642Custom courseware: Ext. 53584Bookstore information counter: Ext. 53715 or
 The University Bookstore is the official bookstore for the University ofGuelph. We carry all required and recommended textbooks foron-campus and distance education courses. We have a full-servicecustom courseware department that can be used as a reference whencopyright questions arise. If you have any questions, we will be more thanhappy to help.
 • comprehensive textbook service
 • large selection of used books and textbook buy-back program
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• custom courseware department
 • special orders for books, software and clothing
 • campus authors section
 • specialized items (e.g., lab equipment)
 • full line of stationery products, U of G clothing and gifts
 • 10-per-cent discount when you buy items with the Express Plus Card
 C&PA is responsible for the University’s external and internalcommunications. Our news service team handles external relations withthe media, including writing news releases and producing the MediaGuide (http://www.uoguelph.ca/cpa/mediaguide), which lists more than350 Guelph faculty and their areas of expertise (to be added to the guide,call Ext. 53982). We promote faculty research that is of interest to thegeneral media and supply faculty “experts” to the media as sources fornews and feature stories. We also hold on-campus media trainingseminars for groups of faculty and staff.
 Our website management team is responsible for several key websites,including the U of G home page, graphics and content standards for theUniversity, domain name approval and clarification of web-relatedpolicy.
 Support and Services Available• the campus newspaper At Guelph, published twice a month:
 http://www.uoguelph.ca/atguelph
 • U of G’s alumni magazine (circulation 70,000), sent to alumni, faculty,professional staff and friends: http://www.uoguelph.ca/news/alumnus
 • news releases: http://www.uoguelph.ca/mediarel/
 • bulletins and upcoming events posted to the University home page
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At Guelph
 A: If you’re interested in having an article in At Guelph, contact editorBarbara Chance. If you’re interested in having your research featured in anews release, contact Lori Bona Hunt, associate director, news service.
 At Guelph
 A: We look for stories that are timely (major research announcements,publications in scholarly journals, etc.), interesting, innovative and new.We write news releases and At Guelph articles on subjects that we thinkwill be of interest to the media and a general audience. We also strive toprovide balanced coverage of all the colleges.
 A: If you receive a call from the media, tell us, especially if you’re unsureor uncomfortable about the purpose of the call. We want you to talk tothe media, but not under circumstances that make you feeluncomfortable, even when their questions are logical and justified. Weact as the spokesperson when required or appropriate. We can also helpyou get ready to talk to the media when they come calling. We can adviseyou on the nature of the organization and help you anticipate questionsand prepare for an interview. You can also attend one of our on-campusmedia training seminars for faculty and staff.
 A: All of our news releases and articles for At Guelph and the alumnimagazine are approved by the source (e.g., the researcher) beforepublication. As a rule, however, local and national media will not allowyou to review stories before they are printed or broadcast. Nor shouldyou ask them to.
 A: Depending on the event, we can issue a news release that is sent to themedia and posted on the U of G website. We can also list the event in ourweb calendar and in the events column in At Guelph.
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http://www.uoguelph.ca/ccsComputing support: CCS Help Centre, Ext. 58888 (business hours) ore-mail [email protected] assistance: CCS Help Centre, Ext. 58888, Option 4.
 Computing and Communications Services (CCS) provides high-qualityinformation technology infrastructure and service in support of thelearning, teaching, research and administrative goals of the University ofGuelph. CCS provides a variety of computer, network andcommunications services to the University community.
 Your U of G central login account will be set up before you arrive, so youcan start using your U of G e-mail/WEBmail account and WebAdvisor(provided by the Office of Registrarial Services, see below). Your centrallogin account also allows you to access a number of software downloads.Check out our list of supported products and services to find helpfulinformation on products supported by CCS.
 Changes to the campus directory, including phone number/e-mailchanges, can be sent to [email protected].
 • central login account
 • WEBmail
 • software licensing and distribution
 • virus protection
 • spam filtering
 • connectivity from off campus
 • test scoring
 • training for both you and your students.
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http://www.uoguelph.ca/HR/ehs126 Christie Lane, Ext. 53282
 Environmental Health and Safety works to achieve continualimprovement in health and safety at the University.
 • policy development and due diligence
 • safety policy manual, programs, bulletins and training
 • hazardous chemical inventory and user instructions
 • Occupational Health Services pamphlets.
 http://www.uoguelph.ca/HRUniversity Centre, Level 5, Ext. 53374
 We recognize that the University’s main investment is in its people, andwe are committed to adding value by facilitating the development andrenewal of job-related knowledge and skills. We are also committed toattaining excellence in human resource practice, leading organizationalimprovement and supporting client needs.
 • salary, benefits and payroll administration
 • advice concerning group benefit plan coverage
 • staff recruitment, selection and promotion
 • HRSDC approvals for employment offers
 • social/health problems (Employee Assistance Program)
 • faculty and staff development and training
 • interpretation of HR policies, collective agreements and relatedlegislation.
 Group benefit plan coverage:http://www.uoguelph.ca/HR/hrmanual/601.htmService contacts (by employing department):http://www.uoguelph.ca/HR/hrteams.htm
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The Human Rights and Equity Office (HREO) is dedicated to theremoval of systemic barriers, discrimination and harassment, and willengage in advocacy within the University community toward this end.U of G prohibits harassment or discrimination based on disability,gender (described as “sex” in the Ontario Human Rights Code andincluding pregnancy and gender identity), sexual orientation, race,colour, ancestry, place of origin, ethnic origin, citizenship, creed (faith),age (18 to 64 for the purposes of employment only), marital status,family status, receipt of public assistance (in accommodation only) andsame-sex partnership status, in work, study and residential life. TheUniversity’s human rights policy and procedures are available on theHREO web page at http://www.uoguelph.ca/hre/HRP&P.pdf.
 • assists those with supervisory responsibilities in the resolution ofhuman rights concerns
 • helps those who are involved in dispute or complaint resolutionprocedures to acquire the assistance and support of trained personnel
 • manages the fact-finding process in a consistent, timely and fairmanner
 • acts on any equity-related matters that may be referred to the office bythe president of the University of Guelph
 • brings to the attention of those in positions of responsibility anyUniversity policy, procedures and practices that appear to discriminateagainst individuals or groups on prohibited grounds.
 A: As a faculty member, a person with supervisory authority, you areobligated to attempt to resolve the human rights concern in accordance
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with Section 1.5 of the Human Rights Policy and Procedures. You mayseek the assistance of staff from the Human Rights and Equity Office ifneeded.
 A: You would accommodate the student’s need to meet his or herreligious obligation. The HREO is available as a resource to you. Pleasealso refer to the policy on academic consideration for religiousobligations, which is available athttp://www.uoguelph.ca/hre/academic_consideration_religious.html.
 A: The University has a duty to accommodate a staff person’s request toobserve a religious obligation. Various provisions may be used toaccommodate such a request, depending on the nature of the employee’semployment contract. Staff in the HREO and the Employee Relationsunit of Human Resources can assist you when you are dealing with thistype of request.
 A: Yes, you are required to submit an employment equity survey form,but filling out the form is voluntary. An employment equity form isavailable at http://www.webapps.ccs.uoguelph.ca/hreo/authenticate.cfm.You need your central login ID and password to access the form. Moreinformation about the survey is also available at this site.
 Q: If I have a disability, can I ask for it to be accommodated?A: Yes, all qualified job applicants and University of Guelph employeesare eligible for employment accommodation of their disability if theyrequire it. It is the individual’s responsibility to inform the University ofhis/her specific needs. This will ensure that accommodation is providedto enable full participation in employment. The HREO administers anaccommodation fund to support the needs of employees with disabilities.For details, visit http://www.uoguelph.ca/hre/eaf.htm or call Ext. 53000.
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The University of Guelph Library is a resource- and service-intensiveplace (both in person and virtually). Features such as extensive access toelectronic materials (journals, books, data, multimedia), theTriUniversity Group of Libraries (which provides access to more thanseven million volumes) and the Learning Commons (for support inlearning, writing, research, technology and numeracy) are all designed tohelp you in your teaching and research and to help your students in theirlearning.
 At the Ontario Veterinary College, the OVC Learning Commons is acollaboration between the college and the library and provides resources,support and services to OVC faculty, students and veterinarypractitioners. For information about the OVC Learning Commons, callExt. 54207 or visit http://www.lib.uoguelph.ca/groups/ovc/index.htm.
 Librarians provide a range of services to faculty, including the develop-ment of collections of information resources for subject disciplines,courses, classes, reserve materials or individual research interests.
 • requests regarding the location, acquisition or assessment ofinformation resources
 • consultation with faculty and graduate students on their informationneeds, as well as the development of information services to supportcourse or individual requirements
 • development and provision of instruction to support the developmentof information literacy skills.
 Check here for contact information for the librarian associated with yourdepartment: http://www.lib.uoguelph.ca/altsite/deptlibs.html.
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http://www.uoguelph.ca/GraduateStudiesUniversity Centre, Level 3Ext. 56833
 Graduate Program Services (GPS) strives to serve the Universitycommunity and the public fairly, promptly, accurately and efficiently inthe development and delivery of academic policies and administrativeprocedures related to graduate studies at the University of Guelph. GPSprovides quality control for the admissions process according to the rulesand regulations created by the Board of Graduate Studies.
 • co-ordinates internal and external award processes
 • manages registration and record keeping for graduate students
 • maintains graduate calendar
 • mediates for students and faculty members where conflicts arise
 • issues transcripts of academic records for graduate students at theirrequest
 • assures graduation procedures are followed and all requirements aremet.
 http://www.uoguelph.ca/regweb/upsUniversity Centre, Level 3Ext. 58732Undergraduate calendar: http://www.uoguelph.ca/academics
 Undergraduate Program Services is dedicated to the principle of publicservice and fairness in the development and delivery of academic policiesand administrative procedures. In providing service, we strive to be
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attentive to the needs of our clients (students, faculty, parents, staff andothers), treating them with respect and courtesy.
 • course information, including restrictions and/or prerequisites setagainst courses and lists of students registered in your courses.
 • course selection, including responsibilities surrounding instructorconsent/prerequisite/restriction/room capacity waiver forms.
 • grades, including the use of WinMarks, due dates for submission,completion of instructor recommendation forms, requests fromstudents for grade reassessments, submission of grade reassessmentand deferred privilege results, and academic misconduct situations.
 • issues ID cards.
 Q: What is WebAdvisor and how do I locate it?A: WebAdvisor is a computer application designed to give faculty accessto current class lists and other academic information. It can be accessedfrom the University of Guelph home page (http://www.uoguelph.ca),where you select the “WebAdvisor” link.
 Q: Why can’t I get access to my class roster on WebAdvisor?A: If you can log on to “WebAdvisor for Faculty” but cannot access yourclass roster, this means your department has not advised the schedulingsection of the Office of Registrarial Services (ORS) that you are teachingthis course. Have your departmental scheduling co-ordinator contact theORS scheduling co-ordinator (Ext. 58726) about your teachingassignments for the term.
 Q: Where can I find a list of important dates for the start of thesemester, when grades are due, etc.?A: See Section III of the undergraduate calendar for the schedule of dates.
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[email protected]. 53496Fax: 519-837-3722U of G operates a full-service, one-stop printing and graphics business oncampus. We are the University of Guelph/M&T Printing Group. We areconveniently located at the heart of campus in the University Centre,next to Peter Clark Hall. All departmental orders save 15-per-cent taxwith internal GL coding.
 Special Offer: Your first order of 250 U of G business cards is free.
 • black and white copying/printing
 • colour copying/printing
 • specialty printing
 • U of G stationery
 • bindery services
 • graphic design and prepress proofing
 • letterpress services
 • free pickup and delivery.
 http://www.uoguelph.ca/SenateUniversity Centre, Level 4Ext. 56758This office provides administrative support to Senate, its boards andcommittees. It offers advice and assistance with respect to policydevelopment and policy interpretation and application, and providesadministrative support to the quasi-judicial hearing bodies of theUniversity.
 • advice on how to get matters dealt with at Senate and committees
 • advice on and assistance with the application of various calendar andacademic policies in specific situations.
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The University offers a number of provisions to support faculty withfamily responsibilities.
 http://www.uoguelph.ca/HR/hrmanual/501.htm#Bereavement
 :http://www.uoguelph.ca/HR/hrmanual/501.htm#Emergency
 :http://www.uoguelph.ca/HR/hrmanual/501.htm#Family
 http://www.uoguelph.ca/HR/hrmanual/501.htm#LTD
 http://www.uoguelph.ca/HR/hrmanual/501.htm#PaidPersonal
 http://www.uoguelph.ca/HR/hrmanual/501.htm#TemporaryReduction
 http://www2.uoguelph.ca/studentaffairs/childcare
 http://www.uoguelph.ca/athletics/Camps/camps.shtml
 http://www.uoguelph.ca/HR/training/index.htm
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http://www.uoguelph.ca/HR/facpol/secth.htm
 http://www.uoguelph.ca/HR/facpol/sectb.htm
 Financial planning services from a qualified professional through thegroup benefits provider, Sun Life of Canada (contact the OFRS, Ext.53378, for referral).
 Group RRSP with the Royal Bank through payroll deduction arranged byHR (contact your HR service assistant).
 http://www.fin.uoguelph.ca/policies/index.cfm?fuseAction=drilldown&itemid=15&categoryID=62
 http://www.uoguelph.ca/HR/facpol/TuitionWaiver.htm
 Athletics fee subsidy:http://www.uoguelph.ca/HR/hrmanual/518.htm
 http://www.uoguelph.ca/FAMILY/CFTC/cftcmain.html
 http://www.uoguelph.ca/HR/hrmanual/515.htm
 http://www.uoguelph.ca/HR/ehs
 http://www.uoguelph.ca/hapc
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http://www.uoguelph.ca/~ksomers
 Professional development allowance: Up to $100 may be used as aflexible allowance for out-of-pocket expenses associated with Universityrecreational facilities. (If used, this reimbursement is considered a taxablebenefit by Revenue Canada). For more information, visithttp://www.uoguelph.ca/HR/facpol/PDR.htm.
 http://www.uoguelph.ca/arboretum
 http://www.msac.uoguelph.ca/index.html
 http://www.worklifecanada.ca
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http://www.uoguelph.ca/researchExt. 53081
 The Office of Research is dedicated to supporting faculty throughout theresearch process, and its services help maximize the University’s researchactivity. Here’s a brief overview of the services provided for help with anyapplication, accounting, business development and marketing needs.Your welcome package will include a complete Office of Researchhandbook providing detailed information and contacts for theseservices. Research support may also be available through your College.Check with the Dean’s Office.
 Animal Care Services provides leadership in quality animal care. Thisunit facilitates the needs of researchers and assists them in theirendeavours. It teaches the principles of animal use, management andregulation.
 The Business Development Office identifies and protects intellectualproperty for commercialization. This unit develops businessopportunities through research contracts, patenting and licensing, andtransfers research results from U of G to industry.
 The contracts and grants officers provide support for researchersthroughout the application process. The Office of Research oversees allresearch contract and grant applications. For detailed information aboutpolicies, guidelines, funding opportunities and funding notices, visit:www.uoguelph.ca/research/funds/contracts_grants/index.shtml.
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The Office of Research maintains and updates funding opportunity filesfor many external sponsors, including the Natural Sciences andEngineering Research Council, the Social Sciences and HumanitiesResearch Council and the Canadian Institutes of Health Research(www.uoguelph.ca/research/funds/opportunities/agencies_deadlines.shtml), producer groups, societies, institutes and more(www.uoguelph.ca/research/funds/opportunities/notices/index.shtml).These sites provide information about funding opportunities andapplication deadlines, as well as links to application forms.
 Funding opportunities are also announced in a publication calledResearch News, which is distributed to department chairs and schooldirectors, deans, administrative assistants and At Guelph.
 Internationalism is one of the four pillars of U of G’s strategic directions.The Office of Research supports international scholarship and research.The international research co-ordinator is a liaison and resource forfaculty, researchers and off-campus partners — such as government,funding agencies and other academic institutions — interested ininternational research and development opportunities at Guelph andabroad.
 Laboratory Services is a multi-faceted analytical and diagnosticlaboratory that serves a broad range of agri-food and veterinary clientswithin commercial, academic and government sectors on afee-for-service basis.
 Research Communications promotes research activity at the Universityto a wide variety of stakeholders through the production of publicationssuch as the Research magazine.
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This unit administers the financial aspects of research accounts,intellectual property accounts and infrastructure accounts.
 Q: Where can I find out about funding opportunities?A: Funding opportunities are announced on the Office of Researchwebsite: www.uoguelph.ca/research/funds/opportunities/index/shtml.
 Q: How much time is needed to obtain necessary Universitysignatures for contract and grant applications?A: At least 48 hours is needed for the Office of Research to reviewapplications and obtain necessary signatures. All research proposals mustalso be accompanied by a signed OR-5 form, which can be found atwww.uoguelph.ca/research/forms/index.shtml, under “SignatureApproval Forms.”
 Q: I’ve heard a lot about the Canada Foundation for Innovation NewOpportunities Fund. Who is eligible to apply and where can I findmore information?A: The CFI New Opportunities Fund is available to all full-time faculty intheir first university appointment, within 18 months of their start date.The application process is very comprehensive, and interested facultyshould contact Dave Reinhart at the Office of Research([email protected], Ext. 54635) before starting. More informationcan be found at www.innovation.ca/programs/index.cfm?websiteid=57.
 Q: I think I have an idea/invention that should be patented. Whom doI contact?A: The Business Development Office (BDO) helps identify, evaluate andprotect intellectual property for commercialization. Researchers arestrongly recommended to contact BDO staff before publishing papers,making presentations or making any formal or informal disclosure if theresearch involves any potentially commercially viable idea or technology.Call technology transfer officers Steve De Brabandere at Ext. 54916 orJane Hegney at Ext. 58859.
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Helping students learn is a primary focus of the University of Guelph. Tothis end, much time and effort have been put into the evolution of aculture that promotes and supports effective teaching.
 The following learning objectives, approved by the University Senate in1987, describe the desired characteristics of educated graduates. Theseobjectives are used to guide educators in the development and delivery ofcourses and programs.
 1. Literacy2. Numeracy3. Sense of historical development4. Global understanding5. Moral maturity6. Esthetic maturity7. Understanding of forms of inquiry8. Depth and breadth of understanding9. Independence of thought
 10. Love of learning
 For complete details, go tohttp://www.uoguelph.ca/GraduateStudies/calendar/general/learning.html.
 Within the last number of years, it has become recognized that the role ofthe professoriate is evolving. For a vision of the professoriate in the nearfuture, check out The Professoriate for the 21st Century athttp://www.uoguelph.ca/info/professoriate.shtml.
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Most University-wide teaching-related policies and procedures areavailable in the current undergraduate calendar, found online athttp://www.uoguelph.ca/academics/calendars.shtml.
 Here are some highlights:
 • Important dates to remember can be found in Section III — Scheduleof Dates.
 • The grading system and grading procedures are explained in SectionVIII — Undergraduate Degree Regulations and Procedures. Theprocedures provide guidelines for evaluation and feedback.
 • The final examination schedule process is co-ordinated by the Officeof Registrarial Services through your chair or director’s office. Prior tothe creation and release of a final schedule, you will be asked for yourintent to hold a final examination, as well as your date and timepreferences.
 • Deadline dates for the submission of final grades are establishedaccording to the grades policy in Section VIII. This process will beco-ordinated by your chair or director’s office. Check with youradministrative assistant about how to record grades.
 • Where there is evidence of suspected academic misconductassociated with a specific course, the instructor should consult withher/his chair or director to help determine whether the offence and theassociated evidence/documentation merit a formal complaint. Theacademic misconduct policy can be found in Section VIII.
 • All semester work should be completed by the last day of classes. TheUniversity allows the granting of consideration to a student who sayss/he cannot complete semester work due to an illness if there aresufficient extenuating medical, psychological or compassionatecircumstances. Instructors are responsible for granting academicconsideration, if applicable, for coursework up to the grade
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submission deadline for the course. The complete policy for academicconsideration can be found in Section VIII.
 • If a student does not complete a final exam or final assignment, youmust enter INC (incomplete) on the Grade Report and complete anInstructor’s Recommendation for consideration by the AcademicReview Committee. See Section VIII — Submission of Final Grades.
 • You should not allow any student to attend class who is not registeredaccording to your class list. If you encounter this situation, you maywish to verify that your class list is current because students can addclasses beyond the start of the class schedule (start and end dates of theadd period are in Section III of the undergraduate calendar). Once youhave verified this, you should tell the student that s/he does not appearas registered and that s/he needs to determine why and confirmregistration with Undergraduate Program Services in the Office ofRegistrarial Services (University Centre, Level 3).
 http://www.uoguelph.ca/uaicUniversity Centre, Level 3 (south end)Ext. 56613
 Academic advising is co-ordinated by the Council on UndergraduateAcademic Advising delivered by a team that includes the UndergraduateAcademic Information Centre (UAIC), faculty advisers, programcounsellors and the associate vice-president (academic).
 The roles and responsibilities of faculty advisers and program counsellorscan be found in Section VII — Academic Advising of the currentundergraduate calendar: http://www.uoguelph.ca/academics.
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Provides general academic advising information, including referrals asappropriate, to undergraduate students and professional developmentopportunities and resources for academic advisers.
 • general academic advising information to undergraduate students
 • professional development opportunities and resources for academicadvisers
 • faculty adviser handbook
 • maintains list of faculty advisers on the UAIC website
 • maintains list of program counsellors on the UAIC website.
 If you have a problem with your classroom, you will need to contact oneof the following departments:
 • Physical Resources (Ext. 53854) looks after the room, temperature,lighting and furniture.
 • Teaching Support Services (Ext. 52778) is responsible for theaudiovisual equipment.
 • Security Services (Ext. 52245) deals with fire and safety concerns.
 These departments can offer assistance or refer you to the appropriateparty.
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http://www.tss.uoguelph.caDay HallClassroom Technical Support Ext. 52778Instructional Development Ext. 52468Learning Technology/Courseware Innovation Ext. 52936WebCT support Ext. 52530
 We support faculty, teaching assistants and anyone else in a teaching roleby providing and maintaining materials, learning spaces, equipment andpedagogical resources and by offering development opportunities.
 •
 Classroom Technical Support installs and and services presentationtechnologies in 100+ centrally serviced classrooms. Register forclassroom orientation workshops on the TSS website. Portableequipment is available from the Day Hall Loan Counter andMacKinnon/CTS Depot located on the second floor. Contact yourdepartmental secretary for details. An electronic demo classroom isavailable for faculty to familiarize themselves with newtechnologies.
 •
 ID provides individual consultations, workshops, conferences andresources on teaching effectiveness, pedagogical research, andcourse or curriculum design. We maintain the Teaching ResourceCentre in Room 125 of Day Hall.
 •
 LTCI assists faculty, through workshops and consultations, in thedevelopment of multimedia and web-based solutions for learningchallenges. We support Web Course Tools (WebCT) as a coursedelivery platform and will help design the most effective means ofachieving your course goals.
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When you’re planning the content and format of your course, it’s helpfulto know who your students are, how your course fits into the programcurriculum and what expectations exist for your course. There are manysources of support and information:
 • University-wide teaching-related policies, key dates and procedurescan be found in the undergraduate calendar
 • A good source of information is the administrative contact in youracademic unit
 • Review past syllabi, old exams and assignments and previous courseresources (e.g., lecture notes)
 • Speak with previous course instructors as well as those who teach priorand subsequent courses
 • Contact Teaching Support Services for any teaching-related support.
 � Where does this course fit into the curriculum of the program it’sintended for? What is the content knowledge of entering students?
 � What will be expected of students coming out of this course?
 � Is the course an elective, restricted elective or program requirement?
 � From which academic programs will students be entering yourcourse(s)? At what level/year will they be?
 � What is the expected course enrolment?
 � Have you checked the Final Edition of the Undergraduate andGraduate Schedule and Exam Timetable published by the Office ofRegistrarial Services for meeting times, dates, room location of thecourse(s) you’re teaching and exam slots?
 � Have you considered, in advance, the type of classroom spaceneeded?
 � Have you visited the room you’ll be teaching in?
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� How will you adapt the course to the assigned classroom? (Considerclass size, physical arrangement and AV equipment.)
 � Have you familiarized yourself with the technology in the classroom?(For assistance, contact Teaching Support Services.)
 � How do you report problems in classrooms? (See ClassroomProblems.)
 � Will you be charged for borrowed equipment?
 � Where are the emergency exits, telephones and washrooms?
 � What if you need technology that’s not in the classroom? (Forassistance, contact Teaching Support Services.)
 � Have arrangements been made to put course materials (e.g.,textbook, overheads, lecture notes, assignments) on reserve forshort-term loan? (Reserve materials should be co-ordinated as soon aspossible. Contact the library’s reserve desk for reserve forms andinformation.)
 � Do you or your students need training/orientation to access libraryservices and resources (e.g., TRELLIS system, online searching,library research)? (When you’re designing course/library assignments,co-ordination with your academic library liaison is an asset. Check withyour departmental library representative or visithttp://www.lib.uoguelph.ca/altsite/alt.htm for your designated liaisoncontact. Library liaisons are available to help select course textbooks,co-ordinate library resources and course assignments, arrange libraryorientation sessions and much more.)
 � Do you know how to access TRELLIS for a list of media titles andwhere you can book videos for classroom use? (The library houses anaudiovisual collection of some 12,000 films, videos, compact discs,records and audiotapes, as well as some slides. They are located on thefirst floor in the reserve and media services area.)
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� Have arrangements been made to order textbooks and course-packsfrom the University and Co-op bookstores for your course? (Bookscan take eight to 12 weeks to arrive. Check with your department orschool for ordering guidelines or contact the University and Co-opbookstores directly. Note that the University Bookstore regularly stockslab coats and other supplies students commonly need.)
 � Have arrangements been made to order additional course materialsand supplies (e.g., learning materials, protective lab wear) for yourcourse?
 � Have you developed a course outline with a detailed description ofcourse requirements, methods and timing of evaluation? Check thegrading scheme on the course outline. Note that once distributed,grading cannot be changed without consent of the class.
 � Have you considered how to handle late assignments? This should beincluded in the course outline.
 � Have you made enough copies of the course outline for yourstudents?
 � Have you prepared what you’re going to do and say at the first classmeeting?
 � Have you considered how you’re going to handle students who wishto drop or add your course? Prerequisite and co-requisite waivers?(The University of Guelph has a number of policies and proceduresgoverning undergraduate courses. Refer to the undergraduate calendarand check with your department or school for any additionalguidelines.)
 � Have you considered how you will deal with disruptive behaviour inthe classroom? (Counselling Services at Ext. 53244 has a helpful guidefor faculty and staff.)
 � Have you considered how you will collect feedback from yourstudents about your teaching, their learning and the course ingeneral?
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� Have you considered how you will document teaching practices andselect materials for your teaching dossier. This information is handyfor updating your course syllabus as well. (Resources and support forpreparing for your first class meetings, collecting mid-semester feedback,and gathering other teaching and learning materials are available in theTeaching Resource Centre, Day Hall, Room 125 or by visitinghttp://www/tss/uoguelph.ca.)
 � Are you familiar with Student Rights and Responsibilities (Check thedocument http://www.studentaffairs.uoguelph.ca/doc/ student_rights_responsibilities.pdf).
 �� Do you know the where to refer students for academic advising?(Check the UAIC website at http://www.uoguelph.ca/uaic for lists offaculty and advisers and program counsellors.)
 � What can you do when a student is in personal difficulty?(Counselling Services at Ext. 53244 has a guide to help you when astudent comes to you with personal problems.)
 � What will you do if a student is in crisis? (Counselling Services at Ext.53244 has a guide for crisis management with contact names andnumbers.)
 � What do you need to know about harassment and discriminationbefore you enter the classroom? (Check the Human Rights and EquityOffice website at http://www.uoguelph.ca/hre/index-1.htm for theUniversity’s Human Rights Policy and Procedures, Educational EquityStatement and accommodations for disability and religion).
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http://www.learningcommons.uoguelph.caMcLaughlin Library, Main FloorExt. 53632
 The Learning Commons provides a range of learning, writing, researchand technology support to undergraduate and graduate students whowant to excel in the University learning environment. This is providedthrough individual assistance, workshops, and web-based and printresources. Faculty and GTAs may request individually adaptedworkshops for their undergraduate or graduate classes on such topics asacademic writing, proposal and thesis writing, assessing student papers,avoiding plagiarism, effective presentations, and discipline-specificlibrary research skills. These can be provided at introductory,intermediate and advanced levels.
 Support and Services Available• Computing Help Desk
 • Learning Services
 • Library Education Services
 • Supported Learning Groups Program
 • Writing and ESL Services.
 http://www.counselling.uoguelph.ca/counsellingUniversity Centre, Level 3Ext. 53244
 When a student has self-identified as having a physical/learning/intellectual/emotional disability and is asking for support and/oraccommodations in learning, resources and assessment, s/he can seek outthe Counselling and Student Development Centre, which offers thefollowing:
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Provides counselling and support to students who are experiencingpersonal psychological difficulties. Provides pamphlets for faculty andstaff on dealing with disruptive behaviour, students in personal difficultyand crisis management.
 • one-to-one counselling
 • therapy groups
 • psycho-educational groups
 • crisis intervention
 • training.
 http://www.counselling.uoguelph.ca/csdUniversity Centre, Level 3Ext. 56208
 Offers students with disabilities support and accommodations tofacilitate their academic performance.
 • advising
 • exam accommodations
 • classroom accommodations
 • learning strategies
 • awareness programs for faculty
 • Library Centre for Students With Disabilities.
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Promotes friendliness, understanding and growth in spirituality oncampus.
 • exploring faith
 • interacting with others who are seeking God
 • discussing the role of spirituality in our lives
 • asking questions about religious and spiritual issues
 • maturing in spiritual life
 • list of major holy days.
 http://www.open.uoguelph.caJohnston Hall, Room 160Ext. 55000E-mail: [email protected]
 The Office of Open Learning partners with academic departments todevelop their courses into the distance mode by providing fullysupported faculty and learner services in the development and delivery ofdistance education. Support includes the expertise of a distance learningspecialist and an e-learning technology manager, technology design andproduction, infrastructure support, copyright clearances, production ofall media (including print-based materials) in support of courses,distribution of materials to learners, examination site co-ordination, ahelp line for learners, and continual support and advice to faculty.
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http://www.uoguelph.ca/CIPDay Hall, Level 2Ext. 56915
 Supports internationalization in all its forms as a strategic direction ofthe University.
 • international student advising
 • study-abroad program advising and application forms
 • assistance in developing overseas partnerships and programs
 • pre-departure orientation for students and faculty going abroad.
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http://www.studenthealth.uoguelph.caJ.T. Powell Building, First FloorExt. 52131
 Provides a comprehensive range of health and medical services,functioning as the personal or family physician to students, theirimmediate families and campus visitors. Physicians (female and male),psychiatrists, nurses, a dietitian and a wellness educator are available tohelp students and their families maintain and enhance their personalwell-being as they live and study at the University.
 • primary-care medical services similar to those provided by a familyphysician’s office
 • walk-in clinic for emergencies or sudden onset of illness or injury
 • nurse-in-residence
 • laboratory services
 • immediate pregnancy testing and emergency contraceptive pillsavailable at on-site dispensary
 • allergy shots and immunization clinic
 • biomedical waste disposal
 • nutrition counselling
 • stress management clinic
 • Wellness Centre (see below)
 • Wellness Education Training Troupe, a social action theatre group
 • medical notes for academic consideration.

Page 57
						

http://www.slcs.uoguelph.caUniversity Centre, Level 3 (south end)Ext. 52214Supports the mission and strategic directions of the University of Guelphby facilitating successful student transitions to, through and fromuniversity life and study. The department consists of two units: StudentLife, which includes the Centre for New Students, citizenship andleadership education, service and involvement programs, studentactivities and graduating student support; and Career Services, whichprovides career development and student employment services. Inaddition to our staff complement, we have more than 50 student peerhelpers and a number of student staff.
 Student Life and Career Services also operates the Information Desk atthe south entrance to the University Centre and the Connection Centreon UC Level 3, both of which are staffed by friendly and knowledgeablepeer helpers. The Information Desk is a critical source of information forstudents and other members of the University community, as well asvisitors. The Connection Centre is an integrated resource centre housingmaterials on a wide range of student transition topics.
 • general information, advising and support provided by professionalstaff and peer helpers
 • ST@RT Online — Canada’s only interactive online summerorientation program
 • co-ordination of New Student Orientation, including academicorientation programs
 • programs and support for international, off-campus, mature andtransfer students
 • support for at-risk students
 • Centre for New Students newsletter
 • print resources housed in the Connection Centre collection
 • Aboriginal Resource Centrea full range of career counselling services and job search resources.
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http://www.uoguelph.ca/~wellnessJ.T. Powell Building, Second FloorExt. 53327
 Promotes the well-being of all students at U of G, with an emphasis onprevention. A program of Student Health Services, the Wellness Centre isa resource for students to find information on a full range of wellnessissues from stress management and respectful relationships to alcoholand other drugs.
 The centre is staffed by peer educators, who also do information displaysin the University Centre and residences and present awarenessworkshops. All of our services are free, except for the Drinkwise program,which is provided to students on a one-to-one basis. The charge coversthe expense of the workbook provided through the program.
 • Drinkwise program
 • Guide to Living Happy and Healthy at Guelph(www.livingatguelph.com)
 • practicum placements
 • information source for other resources on campus and off
 • one-to-one stress management and counselling.
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The University’s Arboretum spans 164 hectares (408 acres) with 8.2 kmof nature trails for walking and jogging and benches for enjoying thegardens and diversity of plant and animal life. Guided tours are availableand a wide range of adult and children’s education programs are offeredin art, gardening, botany and wildlife. The Arboretum Centre is a venuefor dinner theatre and other events.http://www.uoguelph.ca/aboretum/, Ext. 52331
 The Department of Athletics provides a wide range of fitness, recreationaland lifestyle and interest activities to the campus community and theirfamilies. Faculty membership fees are subsidized. Gryphon summercamps are available for children.http://www.uoguelph.ca/athletics, Ext. 52216
 Campus Safe Walk is a student-run volunteer organization dedicated toproviding people on campus with a safe and reliable escort after dark,and helping to maintain the safety of the University community. Theservice is available seven days a week from 7:30 p.m. to 2:30 a.m.http://www.uoguelph.ca/~safewalk, Ext. 53200
 A student-run, non-profit team of volunteers, the First Response Team isa division of St. John Ambulance that provides on-call emergency firstaid on campus.http://www.uoguelph.ca/frt, Ext. 58488
 This unique centre offers a wide range of diagnostic, rehabilitation andhealth promotion services to the campus and Guelph community,
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including sports medicine, massage and physiotherapy, fitness andnutrition programs, chiropractic and pedorthics.http://www.uoguelph.ca/hapc, Ext. 55011
 Guelph’s public art gallery and sculpture park is located on campus,hosting exhibits and events for the community.http://www.msac.uoguelph.ca, Ext. 54850
 Part of the Counselling and Student Resource Centre, this team isdevoted to promoting friendliness, understanding and growth inspirituality on campus. A list of major holy days is provided on thewebsite.http://www.counselling.uoguelph.ca/spirituality, Ext. 58909
 This department co-ordinates all security operations on campus andincludes:
 • University Police Ext. 52245• Fire Prevention Ext. 52071• Parking Administration Ext. 52118
 http://www.uoguelph.ca/security
 Campus emergency line: Ext. 52000
 The University Club is a private, not-for-profit corporation that providesits members with an attractive on-campus venue for lunch andentertaining. Individual dues are $25 a month by payroll deduction.There are no initiation fees and no minimums. Departmentalmemberships are also available. For information and an application, callExt. 58578 or inquire at the club on Level 4 of the University Centre(south end).
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Emergency – University Police Ext. 52000
 Athletics Ext. 52216
 Bookstore, University Ext. 53715
 Bookstore, Co-op Ext. 52235
 Campus Safe Walk Ext. 53200
 Centre for Students with Disabilities Ext. 56208
 Classroom Technical Support Ext. 52778
 Communications and Public Affairs Ext. 56582
 Computing and Communications Services Ext. 58888
 Environmental Health & Safety Ext. 53282
 Faculty Association Ext. 52126
 Graduate Program Services Ext. 56833
 Human Resources Ext. 53374
 Human Rights and Equity Office Ext. 53000
 Library Ext. 52091
 Office of Faculty Recruitment & Support Ext. 53378
 Office of Research Ext. 53082
 Parking Administration Ext. 52118
 Physical Resources Ext. 53854
 Security Services Ext. 56482
 Student Counselling Services Ext. 53244
 Student Health Services Ext. 52131
 Teaching Support Services Ext. 52973
 Undergraduate Program Services Ext. 58732
 Web CT Support Ext. 52530
 Women’s Resource Centre Ext. 58559
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New Faculty Survival GuidePublished August 2004by the Office of Faculty Recruitmentand Support, 519-824-4120, Ext. 53378
 Working Group: Contributors:Kerry Preibisch Barbara ChanceNancy Robinson Mary DickiesonPeter Wolf Linda Graham
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