	FAQs for New Faculty and Librarians

	

	What is a “Connect Card”?

This is your BSC identification card.  The Connect Card is not only used for identification purposes but also serves as a library card, key card access to your building, and as a vending card at the dining halls, vending machines, Dunkin Donuts, and the bookstore.  You can apply money to your card at the Student Accounts Office located in 109 Boyden Hall.


	508-531-2897

Connect Card Office

508-531-1225

Student Accounts



	How do I get my office voice mail from off campus?
The telephone system maintains a phone line for off-campus access to voice mail.  After you dial the number, you will be prompted to enter your phone extension and password.


	508-531-3737

Voice Mail System



	Whom do I call if there is an emergency problem with the technology in my classroom?

If you have a class that is about to begin or has begun and you have a technical problem that will not allow the class to continue as planned, call x2555 and a technician will be dispatched to your location immediately.

	508-531-2555

Help Desk



	Whom do I contact if I am having problems with any of the technology equipment or software in my office?


Two Support Services' sites are located on campus, in Maxwell Library basement level and the Moakley Technology Center, Room 130. The staff delivers 24/7 telephone support, e-mail at helpdesk@bridgew.edu, and walk-in support at both sites during regular business hours.


	508-531-2555

Help Desk



	If I need to cancel my class(es) for the day, whom do I contact?

You will need to call the faculty absence line to report your absence by 7 a.m. (you will need to provide the last 4 digits of your social security number). This information will be posted on the Web class cancellation list for students.  Also, please be sure to inform your department support person as well.


	508-531-1396

Faculty absence line



	How do I know if the College will be closed or delayed due to adverse weather conditions? 

Cancellations will be posted on the local television and radio stations.  The College also provides a weather call-in line.


	508-531-1777

Weather line



	If I cannot locate my keys and need to get into my office after hours, whom can I contact?

The building maintainers as well as the campus police will be able to assist in accessing your office.


	508-531-1380 

Campus Police

508-531-1296

Maintainers



	Where do I get business cards printed?

All office supplies including BSC imprinted items are provided by Staples.  Please ask your department support person to order them for you.


	

	Where can I have copies made?

Small printing needs can be made by your department copy machine.  For larger print jobs, please utilize the Copy Center located in Tillinghast Hall, room 030.  There is no charge for their service and they require a minimum of 20 copies.  The student copy center in the Campus Center can provide color copies and binding services; however, there is a charge for this service.


	508-531-2165

Copy Center

508-531-2267

Print Shop



	Whom do I notify if I have found (or lost) an item such as a wallet or cell phone, is there a ‘lost and found’ on campus?

The Campus Police should be notified.


	508-531-1380

Campus Police



	One of my students is having serious problems?  Where do I suggest the student go for help?

The Counseling Center offers services to students experiencing adjustment or psychological difficulties.  The Academic Achievement Center provides many learning assistance programs and advising to students on academic issues.
	508-531-1331

Counseling  Center

508-531-1214

Academic Achievement Center



	Where do I find out about summer funding or research support?
BSC supports faculty through a variety of internal and external sources.  Internal funds are competitively distributed through the Center for the Advancement of Research and Teaching (CART).  The Office of Grants and Sponsored Projects supports faculty in seeking external funding.  A summary of internal support is available at http://www.bridgew.edu/Depts/AcAffairs/professional_development.cfm.  

	508-531-1767

CART

508-531-1242

Grants and Sponsored Project
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