Frequently Asked Questions for New Faculty
Newcomers on any campus have basic questions about what to do and where to go.  Below are some of these questions with answers along with links to appropriate resources.  If you have questions that are not answered here, please send them to joylynn@utdallas.edu and we’ll do our best to help you.

General Questions:

1. What is the first thing I need to do after being hired at UTD? 
 Contact your department’s administrative associate to make sure you have signed all important employment documents.  You might need to show a copy of your social security card, a photo id (driver’s license), appropriate visa documentation, or maybe even a birth certificate.  Ask your AA what documentation you need to provide.

2. How do I get a faculty ID?  
ID cards at UTD are called Comet Cards.  You will need a Request for Faculty/Staff Card form that you can get from the AA in your department.  Make sure you have that form signed before going to the Student Union building to have your ID made.  Directions to the ID center and other instructions are found at: http://www.utdallas.edu/student/slife/cometcard.html
3. How do I get library privileges?
Your valid ID (Comet Card) allows you full library privileges after you activate it at the circulation or information desk in the library lobby. You can access the library and many of the electronic research databases from a remote computer with your ID number (located under your name on the front lower left side of your card).  To do this, go to the proxy server at: http://libproxy.utdallas.edu/login.  Note that there are some research databases that are not accessible from outside the campus network.
4. Where do I park on campus?
The parking situation here at UTD is better than at many campuses.  You might have a walk a bit but there is plenty of parking for everyone. Lecturers are eligible to purchase orange, gold, or green permits. The more expensive the permit, the closer you can park to campus buildings. To purchase a parking permit, go to the Parking and Traffic Office.  For maps and permit purchase information, go to http://www.utdallas.edu/parking/.
5. Where can I eat on campus?
The Student Union building houses a food court, called the Comet Café, and a Tavern.  During semester breaks and the summer, hours change so you will want to check them at this site: http://www.utdallas.edu/BusinessAffairs/FoodServices/DiningServHours.html.

6. When are campus holidays?
For every academic year, you will find campus holidays listed at : http://www.utdallas.edu/student/catalog/acadcal.htm.  Your students will appreciate your listing in your syllabus any holidays that fall on class days.

7. How do I get my paycheck?
Most departments pick up faculty paychecks from the Bursar’s Office and put them in faculty mailboxes.  You can pick up your own paycheck at the Bursar’s Office.  The easiest way to get your paycheck is to have it deposited directly into your account.  This is particularly convenient for lecturers who only teach at night after department offices are closed.  To have direct deposit, go to: http://www.utdallas.edu/ir/tcs/eforms/  and click on “Direct Deposit  Form.  You can send this form via campus mail to Payroll at AD 36.

8. My class is over late at night.  How can I be safe while walking to my car?  

According to the UT Police website, “A walking escort service is available 24 hours a day, 365 days a year. To request an escort call extension 2331. Give your name, social security number, and the nearest exit door to your location. A Police Officer, Police Guard, or student volunteer will meet you at that building door and walk with you to any area on campus.”
Questions About Teaching and Classes: 
9. What do I do if my classroom door is locked or I forgot my keys?
The UT Police can unlock it for you.  It’s best to arrive on campus early so you can make sure your classroom is open as it might take some time for UTPD to arrive to unlock it for you.  The UTPD number is: 972-883-2331.  You only need to dial 2331 from a campus phone.

10.   How do I get media equipment for my classroom?
If you will need certain equipment all semester, please talk to your department about scheduling your class in a room that has what you need.  Otherwise, you can request special equipment for specific class days from the media services department by calling 972-883-4900 (or just dialing 4900 from a campus phone).  The media services department is open from 7 a.m. until 11 p.m. so they can help you with media needs after business hours.  You will want to call and confirm your request close to the time you need the equipment.

11.   How do I handle cheating or plagiarism?

If you have a situation dealing with a student’s academic dishonesty, please refer to this website for help: http://www.utdallas.edu/student/slife/dishonesty.html
Dr. Rachavong in the Dean of Student’s Office can answer your questions.  Contact her at 972-883-6391 or e-mail her at dar@utdallas.edu.

12.  How do I order books for my classes?
Many times, lecturers are using books that have already been chosen.  If you need to order your own books, check with the AA in your department for the procedure.  If the AA in your department tells you to order your own books through the bookstore, you can do that online at: https://secure.bkstore.com/default.asp?m=0802.  Generally, books are ordered before the semester begins so that students may purchase the books before classes begin.

13.   A student was sick/injured during class.  What should I do?
There is a Student Health Center on campus.  It is open Mon-Thurs  9am-6pm and Friday 9am-5pm and available for all current students who paid their fees. The staff in the Health Center can help students who have acute illnesses and minor injuries but not chronic health problems.  If a student becomes ill or injured and your class is during the center’s open hours, call X2747 or send the student to SU 1.606 to be seen.  If a student is ill or injured in your class and the Student Health Center is open,  assess whether the student can get to the Health Center on his/her own or whether that person will need assistance.  If the student is not critically ill, you might phone a roommate or friend to help the student get to the Health Center.  If the Health Center is closed, notify the campus Police at either 911 (a true emergency) or 2331 (non emergency Police number) to help.  
14.  I talked to a student who is experiencing extreme emotional problems and may even be suicidal.  What should I do?

The Student Counseling Center has excellent advice for faculty at: http://www.utdallas.edu/student/slife/counseling/tstudent.html.  If it is after 7:30 at night on Tuesday –Thursday or after 5 p.m. on other days, the Student Counseling Center will be closed.  During these times please contact the Campus Police Department at 972-883-2331 (2331 from a campus phone) and they will be able to contact a counselor who is on call for the evening.
15.  I have a student who has problems learning and doing college-level work.  What should I do?
The Learning Resource Center is located on the second floor of the Library.  There, students can get help with writing, math, study skills, test-taking, and other things like graduate entrance exams.  The hours for the LRC are: Monday, Tuesday, Thursday from  9 a.m. – 8 p.m., Wednesday from  9 a.m. – 6 p.m., and Friday from 9 a.m. – 5 p.m.  You can find out more about the Learning Resource Center by going to: http://www.utdallas.edu/dept/ugraddean/lrc.shtml.

16.   A student wants to withdraw from or add my class.  What do I do?
First, check the current academic calendar to see whether it is before the last day to withdraw or the last day to add classes.  Each semester, that information will be at: http://www.utdallas.edu/student/catalog/acadcal.htm.  Next, ask your department’s AA for the procedure for adding or withdrawing from classes.  

17.  What grading scale should I use for final grades in my class?
You will find the grading scale with corresponding grade point averages at: http://www.utdallas.edu/student/catalog/undergrad96/u31-34.html.

18.  How do I make copies for my class?
Check with your department for a copy machine code and a key to the copy room (if needed).  
19.   A student in my class wants me to give an incomplete.  What is the procedure for this?  
Realize that if you give a student an incomplete, you will usually need to be around the next semester to accept the students’ make-up work.  To read the policy on incompletes for undergraduate students, see: http://www.utdallas.edu/student/catalog/undergrad96/u31-34.html
In addition, check for any department-specific instructions for handling incompletes.  Ask your AA before promising that you will allow a student to have an incomplete in your class.

20.   How do I assign grades?

Near the end of the semester, you will receive your grade sheets.  These are the official documents that will be returned to the registrar’s office.  After computing and assigning grades, you will fill in those grades on this grade sheet and return it to your department.  There are strict due dates for the grade sheets to be submitted to your departments.

	


