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ADMINISTRATIVE AND INSTRUCTION INFORMATION:

Spring 2012 HOURS
*Irvine Campus Building (irvc) IS open for faculty office hours & classes:

7:30 AM – 10:00 PM       
Monday - Thursday

                                
7:30 AM –   1:00 PM         
Friday 

                               
 CLOSED        

Saturday & Sunday (Unless Scheduled)
IRVINE CAMPUS ADMINISTRATION OFFICE HOURS ARE:

                      8:30 AM  - 7:00 PM
  
Monday - Thursday

                                 9:00 AM  - 1:00 PM    
Friday 
                  


       CLOSED         
Saturday & Sunday

*Access to the building is only during the above building hours.

3 BANTING – IRVINE CAMPUS ENTRANCE

The Cal State Fullerton Irvine Campus is located at 3 Banting (between Barranca and Alton) in the Irvine Spectrum, Irvine, California (92618).
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PARKING:

CSUF Faculty/Staff parking decals are valid at the Irvine Campus. (Students’ Fullerton parking decals are valid also.)  Daily permits ($8.00) are available in the parking lot machine or online only.  If you have guest speakers, please go to the CSUF parking website to request guest passes. Passes must be requested at least 72 hours prior to the date needed.  Please emphasize to your students that they are only permitted to park in our parking lots.  If students or faculty park on streets or in non-CSUF parking lots, they will be cited and towed.   
COPYING SERVICES:

Faculty copiers are located in the first floor Mailroom (IRVC 130) and in the faculty/staff lounge (IRVC 202).  You will be provided an individual 4 digit copy code to be used at IRVC only.  Local vendors also provide services for course packets which can further reduce your copying needs.  As you remember from last semester, Interim VP Steve Murray has requested that course packs be offered locally and not ordered from Fullerton stores. We have compiled a list of local choices for your selection that all conduct copyright searches, which are required. 
1. University Custom Publishing, CSUF-TITAN Shops, 657-278-7594/657-626-8059 Fax, Caleb Park, Titan Publishing Manager

2. University Copy Systems, 16715 Von Karman Ave., Irvine, 949-752-3900, Bill Glennon, Sales Representative

3. Mozena Publishing, www.mozenapublishing.com, On-line vendor who began working with UC Berkeley faculty, electronic publishing and posting to BlackBoard options.  Are also able to provide hard copies for sale to students as well.  One of the best options for self-published reproductions.

Students may copy on coin-operated machines in the Library that also utilizes their Titan Cards and CS Print cards. 
A Par Score Scantron machine is located in the faculty/staff lounge (IRVC 202).  

EXAMINATIONS - Make up exams are the responsibility of the faculty member.  Student Affairs cannot proctor and/or provide testing space except for students registered with Disabled Student Services.
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COURIER SERVICE:
There is a direct courier between the Irvine Campus and the main campus in Fullerton.  Mail from Fullerton to Irvine Campus can be sent via inter-campus envelopes addressed to a specific faculty or staff person at the Irvine Campus.  Mail leaves the Fullerton campus by 2:00 PM and is picked up before noon.  
ADMISSIONS, REGISTRATION, CASHIERING

The function of this One-Stop Service Center in IRVC 127 at the CSUF Irvine Campus is to assist our students, staff, faculty and visitors with information and service in the areas of Admissions, Registration and Cashiering. These services include information on policy and procedures for admission and registration, adding/dropping of classes, change of major/minor, dropping off sealed transcripts or grade cards, proof in immunization, verifications, name and address changes, testing, Change of Objectives, grades, and faculty office hours. Also available are various University cashiering functions which include Tuition fees, deferred payments, graduation checks, EWP, request for transcripts, TitanCard, and numerous miscellaneous fees.
STUDENT AFFAIRS:

The Student Affairs complex is located on the first floor in IRVC 115.  Student Affairs at the Irvine Campus includes traditional student and academic affairs services: Academic Advisement, Financial Aid, Career Counseling, Personal Counseling, Disabled Student Services (We encourage you to include a paragraph in your syllabus about Services to Students with Disability as well as your policies on attendance.), Tutoring and Study Skills.  Services and programs offered by the Titan Student Union or the CSUF Associated Students, Inc. are also coordinated out of the Student Affairs Office.

The Titan Student Union, also located on the first floor, is a multi-purpose facility that includes a large screen TV, comfortable seating and study areas, microwave, coffee machine and reading materials.  For information about Student Affairs, Titan Student Union/CSUF Associated Students, Inc. at the Irvine Campus or the Fitness Center, please contact Student Affairs (x1650), or drop by Student Affairs at IRVC 115. You can also find information on current or upcoming events on the web at www.fullerton.edu/irvinecampus or on Facebook at Cal State Fullerton – Irvine Campus.
FITNESS CENTER:
A new Fitness Center, IRVC-132, has been established at the 3 Banting facility.  The fall semester hours of operation are M-TH, 12 PM-10 PM.
The fitness center is free for all enrolled CSUF students. Faculty and staff may purchase a membership ($60/semester) and can set up auto withdrawal from their paycheck if they desire. The fitness center includes the following amenities:

Treadmills, Ellipticals, Kettlebells, Bikes, Fixed and Free Weights, Abs/Stretching area, Lockers & Showers, Workout Towels, Shower Towel Service (additional cost), Personal Training (Coming soon), and Group Fitness classes (Coming soon).
Sign up for your membership during fitness center hours or contact (657) 278-3648 or awiller@fullerton.edu for additional details.

TEXTBOOKS – TITAN BOOKSTORE 

Textbooks for your Irvine Campus class(es) have been ordered by you or your Department from the Titan Bookstore in IRVC 104.  Your students may purchase books at the Irvine Campus Titan Bookstore or order them over the web at http://bookstore.fullerton.edu/
HOURS: 
Monday – Thursday 8:30 AM – 8:30 PM




Friday 

         8:30 AM – 12:30 PM 
Sat./Sun. 

CLOSED - except by prior arrangement  
MEDIA TECHNOLOGY EQUIPMENT & SMART  CLASSROOMS:
All classrooms on the Irvine Campus are “smart.” Each classroom is equipped with a document camera and data projector(s).

Please reserve any special campus equipment for class use in IRVC from Irvine Campus Reception Desk Room 100 (x1601) or email irvinecampus@fullerton.edu a minimum of 24 hours in advance.  
For all technical assistance or problems with equipment, please email 

irvinehelpdesk@fullerton.edu or call x1610.
See COMPUTER CLASSROOMS AND OPEN COMPUTER LABORATORY about software installation.

MAILBOXES –IRVC 130
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Faculty mailboxes are in alphabetical order.  Your name appears on the base of your box.  Mail is received and distributed each day.  Please check your mailbox. 

STUDENT CLASS EVALUATIONS:

The Irvine Campus student class evaluations will be scheduled about the third week prior to the end of the semester.  Your department will be notified as to the date and time.  Information regarding the evaluation will be distributed to you two weeks prior to the evaluation period.  Some departments are administering the evaluations on line.  Please check with your department.
KEYS:
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CSUF Irvine Campus classrooms are opened daily by Security, while the Library, Computer Laboratory and Administrative offices are opened by the Administrative staff at 8:30 AM.  

Please see the Facility Coordinator, IRVC 100, x1601 for all key requests.  Unfortunately, keys for after-hours entry to the buildings and faculty offices will not be available, due to security concerns unless previously arranged.

LOST AND FOUND

Students and faculty can turn in found articles to University Police in IRVC 129 (x1626) near the front entrance.  Please refer students and faculty to IRVC 129 if trying to locate a lost article.  Thank you.
ABSENCES
In the event that an emergency prevents a faculty member from meeting a class, the department chair shall be notified as soon as possible.  The faculty member who knows in advance of his/her absence shall either work with the department chair to arrange for a qualified colleague to meet the class or the faculty member shall give special class assignments to the students consistent with the subject matter of the course. (UPS 230.010) At Irvine please contact Arleene Parsons 657-278-1601 or Kellie Padilla at 657-278-1604 and a note will be posted on the classroom door. 
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OFFICE HOURS:
Your office hours form should be turned in to the Administration Office during the first week for your students’ information. Faculty who are teaching at the Irvine Campus have been assigned an office, which they share with other faculty members.  You should anticipate scheduling 1 hour weekly for each CSUF course at your office location.  There is a telephone and a computer station in each office for your use.  The staff does not answer these telephones.  If students wish to leave a message for you, they may do so using your voice mail.  New voice over IP telephones have recently been installed.  You will receive instructions on how to use the telephones and voice mail.
EMERGENCY/FIRE ALARM

In case of emergency, please lead your class directly out of the front entrance of the building to the corner of Banting and Barranca.  Please make sure that all students in your class follow you to the main parking lot and have the students take all of their personal belongings with them.  I encourage you to take attendance on a daily basis by passing an attendance sheet.  This will enable you to determine in an emergency, who is present and who is not.  It will also establish attendance records for those students who are receiving VA or other financial aid.  
Please note your responsibilities regarding classroom safety, risk management, building and campus evacuation and shelter in place at this site:  

http://ehis.fullerton.edu/AcademicSafety/facultyresponsibilitiesforstudenthealthandsafety.aspx.  
COMPUTER CLASSROOMS AND OPEN COMPUTER LABORATORY:
The Irvine Campus is small enough to provide centralized computer facilities.  The IRVC building has four computer classrooms: three PC workstation classrooms and one MAC workstation classroom. The open Computer Lab is located in IRVC 211.
The software loaded on the PC workstations in the classrooms and lab will vary according to the class needs assigned to that classroom. The software loaded on every classroom and lab PC workstation (excluding the library) includes:

· Windows 7

· Internet Explorer, Mozilla Firefox 

· Adobe CS5.5 Design Premium

· Adobe Acrobat X Professional

· Microsoft Office 2010 (Access, Excel, PowerPoint, Publisher, Word)
· SAS 9.2
· SPSS 19

· Amos 19

· RGui

· Microsoft Visual Studio .NET 2010

· Write N Cite

· Artstor Public OIV 

· Google Earth

· MAC Software Includes:

· Mac OS Lion 10.7.2
· McAfee Virus Scan

· Safari

· Mozilla Firefox

· Adobe CS5.5 Design Premium

· Adobe Acrobat X Professional

· Microsoft Office 2011 (Word, PowerPoint, Excel)
· SPSS 19

· iLife 2010

· iWork 2009

· VLC Media Player

· Flip 4 Mac

· Google Earth
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If an instructor would like to have a program installed on the computers, please contact Mo Hani in IRVC 258 (x1612).  For proper testing and troubleshooting, software and license(s) must be provided the previous semester or during our upgrade period, at least 1-2 months before the semester begins. Not all requests can be met due to system and software requirements, so allow the timeframe provided above to ensure everything is done to accommodate your needs.

All files that are created on campus computers should be stored on the individual’s flash drive.  The campus is not responsible for work that is lost due to a failure of saving to a personal storage device regularly.

Instructors must reserve a computer classroom for a class.  (email Kellie Padilla at kpadilla@fullerton.edu to reserve classrooms)  Regularly scheduled classes have precedence on a first come first served basis, according to room availability. 

Student Open Lab Hours:
8:30 AM to 9:00 PM
Monday-Thursday



IRVC 211

9:00 AM to 1:00 PM
Friday





CLOSED

Saturday & Sunday
These hours are tentative based on the classroom use of the lab.  Several computers around campus are available for faculty use.  Assistance in the lab may be limited, so please be patient.  For all technical assistance or problems with equipment, please email irvinehelpdesk@fullerton.edu.
WIRELESS 802.1x

IRVC has wireless computer capability for Faculty/ Staff and students. Instructional handouts are available.
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ELECTRONIC LIBRARY SERVICES
As you prepare your course content and schedule, please take a few minutes to review the resources and services available through the Irvine Campus Library.  
IRVINE CAMPUS Library
We are located in IRVC 100 near the Titan Bookstore and TSU.  The Library offers:

· Networked computers with access to the CSUF Library website, online catalog, 200+ subscription databases and e-resources, more than 4000 e-books, and the Internet.  
· Printing is available at 10¢ per page with a TitanCard

· A Service Desk (Reserves—with a Titan card, reference assistance, trouble-shooting)

· Study carrels, tables, and chairs for individual and group study
· Three group study rooms with a TV and VCR that can be reserved in two-hour time slots  
· A small Reference collection and a small circulating collection—both continually growing

· An individual A/V station for viewing or listening to VHS videotapes, DVDs, and CDs
· A copier (10¢ per page with a coin changer)

Library Hours:
Mondays – Thursdays: 9:00 a.m. – 10:00 p.m. 

Fridays: 9:00 a.m. – 1:00 p.m.
Saturdays and Sundays: Closed  
· REMOTE Access to Electronic LIBRARY Subscription Resources 

In the Library or at home, faculty, staff, and students may access our full array of online subscription resources from the Library website – including searchable article databases (Academic Search Elite, ERIC, JSTOR, PsycInfo, Sociological Abstracts, etc.), online reference material (Encyclopedia Britannica), and E-Books (full-text electronic books).  Faculty, staff, and students must use their portal login username/password to access the Library’s electronic resources from off-campus.  
· Remote Access to Full-Text Journal Articles

The Library’s ever-expanding collection of full-text databases continues to be hailed by off-campus patrons since these resources allow users to review, print, and save complete journal articles without ever having to visit the Library.  Databases such as those listed below allow students to search for relevant articles and have immediate electronic access to desired material.  When using a bibliographic database to identify particular articles, our SFX software, which is integrated with our online and print collections and Interlibrary Loan, searches across all of the Library’s full-text resources to determine whether or not a specific article is available online—and helps the patron retrieve it if it isn’t.
· ABI/Inform (American Business Index)

· Academic Search Premier
· Education Journals Online (Sage)
· ERIC FirstSearch (OCLC)
· JSTOR

· PsycINFO (EBSCO)
· Science Direct
·  . . . and dozens more!
· COURSE Reserves

If you would like to place items on reserve for your students to use throughout the semester, please fill out the form available at the Reference Desk or at the Borrowing and Reserves / Information for Faculty link from the Library website, and leave the material with us.  Please note: Please allow two to three business days for processing! Options for checkout periods are two hours, overnight, and two days.  At the end of the semester, your material can be picked up at the Library, or will be placed in your faculty mailbox on the Irvine campus.  

· E-Reserves:  We have an exciting program through which we digitize the articles / book chapters you would like placed on reserve and then host them through our online catalog and Blackboard.  This allows you and your students to access your Reserve material from home. Documents can be saved or printed for easy use at any time.  Just bring us a clean copy of your material and we’ll make it available!   

· Document Delivery

As we cannot duplicate the Main Campus Library holdings, we have several systems in place through which students can obtain almost any resource they might need:
1. Many resources are available online through our Library website – i.e., thousands of electronic book titles, many full-text databases, and a large number of subscriptions to journals online.

2. Items that the Library owns at the Main Campus can be “paged” to Irvine by filling out one of the request forms available at the Reference Desk.  This service is available to students taking classes solely at Irvine.  The book or journal article will be available for the student to pick up generally within three to four business days.  Please note that Reference Books are *not* part of this service as they must be used in Pollak Library, and not all Audio-Visual material is available for use at the Irvine Campus. 
3. Items that the Library does not own may be requested through our online interlibrary loan system called ILLiad.  Users must first create an account online, and then will be able to submit their requests for desired items, which will be obtained from another library.  Article requests are filled electronically, while books are delivered to Irvine for pick-up.  Delivery times vary depending upon the availability of the item, but often arrive within four to 10 business days.  
· Reference Assistance

Librarians and trained Library staff are available for reference assistance at Irvine from Monday through Thursday.  However, we also offer reference assistance through other avenues, such as telephone reference (657) 278-3284, email reference, and even live chat reference (see Ask a Librarian / 24/7 Chat Reference from the Library website).  

· Faculty Requested Library Instruction

If your course has a literature research component, consider scheduling a librarian instruction session with us at Irvine, a component of the Information Competence Initiative at CSUF offered by the Main Campus’ Pollak Library.  These sessions are tailored to your specific class, assignment, and students.  To find out more or to request a Library instruction session, please see the Instruction Request link from the Library website, and please be sure to specify that your class meets at the Irvine Campus.  

Should you have any questions, requests, or concerns, please contact Clayton Gediman. We are here to support you and your students—just let us know what we can do for you!  


Irvine Campus Librarian: Ext. 1665 (Irvine) 
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TELEPHONES:

University Campus directories are in all faculty offices.



Dial the last four digits (extension) from Fullerton or to the Fullerton campus.  The systems are seamless (4 digit extension).  
New instructions for setting up your voicemail will be distributed.

Security Telephone contacts at IRVC
Emergency - when college is in session
911


Emergency - 10:30 PM to 7:00 AM

911


Weekdays/Holidays





University Police



x2515
PLEASE DO NOT USE CELL PHONES TO DIAL 911.
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CSUF is a non-smoking campus, and as of October 1, 1989         
all areas of CSUF “whether owned or leased” are

also non-smoking including the IRVC patio areas.  Smoking is permitted at the rear parking area at the end of the shared patio between Banting buildings.  
WHOM TO CONTACT FOR INFORMATION REGARDING:

From off campus dial: (657)278-****  

From Fullerton campus dial extension only to IRVC
1. Admissions/Registration/Cashiering

Nadine Dillon



1685


2. Media Equipment



Mo Hani/Johnnie Perale
z

1610
3. Textbook Orders



Titan Bookstore/Your Department
1635

4. Budget




Kellie Padilla



1604

5. Information Technology 


Mo Hani/Johnnie Perale
z

1610
6. Computer Laboratory


Mo Hani/Johnnie Perale
z

1610
7. Keys




Arleene Parsons



1601

8. Library




Clay Gediman



1665
9. Library Assistants



Eric Karkhoff//Dan Phillips

1664

10. Lost & Found



University Police


1626
11. Parking




Fullerton Campus


3082
12. Classroom/Faculty Office Schedule

Kellie Padilla



1604

13. Student Evaluations



Arleene Parsons



1601
14. Center for Careers in Teaching

Barbara Saur



1780

15. Academic Advising



Student Affairs



1650
16. University Police



University Police


2515

17. Emergency


University Police

      
911

911(from Univ. phones only – NO cell phones)
18. Comm. Learn. & Literacy Center

Julie Chan



1638
19. Reading Center



Ula Manzo



1637
20. IRVC Web Designer


Raven Mansen



1696
21. Dean




Susan M. Cooper


1605

22. Fitness Center



Ryan, Ana, Alyssa


1630

23. Personal Counseling



Michelle Lucio/Amy Manfrini

1628
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Dean





Susan M. Cooper
Irvine Campus Librarian


Clay Gediman
Library Assistants


             Dan Phillips/Eric Karkhoff
Asst. Dean Students Affairs


Marsha Daughetee

Assistant to the Dean


Kellie Padilla
Admissions/Registration /Cashiering
Nadine Dillon/Fran Petrella
Information Technology


Mo Hani/Johnnie Peralez
CBE Academic Advisor


Michelle Lucio

Financial Aid Counselor


Jill Brower

Coordinator for Student Programs

Robert Flores

Center for Careers in Teaching

Barbara Saur
Facility Coordinator/Receptionist

Arleene Parsons
Student Affairs Office Coordinator

Kellie Padilla
Comm. Learn. & Literacy Cntr.
Julie Chan/Beth Schipper

  Reading Center



Ula Manzo

  IRVC Web Designer



Raven Mansen


  Personal Counseling



Michelle Lucio/Amy Manfrini


  Fitness Center



Bex Conran - Dunham[image: image10.png]



