Dear      ,
Welcome to Westmont College.  I look forward to working with you to fulfill Westmont’s mission to provide a high quality undergraduate liberal arts program in a residential campus community that assists college men and women toward a balance of rigorous intellectual competence, healthy personal development, and strong Christian commitments.
Of course, this goal cannot be accomplished without giving attention to a myriad of details.  The purpose of this letter is to attend to some of those details and to provide you with important information that you will need to successfully carry out your job.

Getting started:
By now you should know what course(s) you will be teaching.

 FORMCHECKBOX 
  
Make sure that you have a copy of the syllabus for the course(s).  Discuss with your chair which parts are flexible and which parts are not subject to change.
 FORMCHECKBOX 

In particular, if this course satisfies a General Education requirement, you should familiarize yourself with the relevant sections for the General Education document and supplemental document.  Discuss with your chair any special expectations that your course might have as a GE course at Westmont College.

 FORMCHECKBOX 

Your chair will also discuss any related assessment expectations.

 FORMCHECKBOX 

Determine from your chair whether this course plays any special role in the major.
 FORMCHECKBOX 

You will meet your class in      .  Your departmental secretary can show you where it is located.

 FORMCHECKBOX 

Your departmental secretary can also show you how to access printing and copying facilities.

 FORMCHECKBOX 

Your chair will discuss the expectations for office hours and will submit a key request for you at https:keyring.westmont.edu.  Your office is located at      .  
 FORMCHECKBOX 

Take your vehicle to the safety office at physical plant to get a free parking sticker.  Your departmental secretary can give you directions.

 FORMCHECKBOX 

Your Westmont College email address is      .  This is used for campus communication.  If you prefer to use an alternate email account, please set your Westmont email to forward to your preferred account.
Along the way:
Since you are involved in teaching our students, we invite you to be involved more broadly in the life of the community.  In particular, you are invited to participate in Faculty Forums which meet each Thursday from 12:00 – 1:00 with a subsidized lunch.  In addition, please feel free to attend the many lectures, competitions and performances here at Westmont.  You can find an up to date listing of coming events by clicking “Calendars & Events” on the Westmont home page.
 FORMCHECKBOX 

Your chair should supply you with a copy of the Academic Policies and Procedures.   The document also is available in electronic form at http://www.westmont.edu/_offices/registrar/academic_policies/
 FORMCHECKBOX 

Please review the attached definitions of grades at Westmont and assign grades in keeping with these definitions.
 FORMCHECKBOX 

In case of an emergency, Westmont has a shelter-in-place plan under which students and instructors report to the gymnasium.  Please review the full set of procedures so that you will be prepared in the case of an emergency.

Finishing the term:
 FORMCHECKBOX 

All faculty members who are not tenured full professors are required to administer course evaluations in every class.  Later in the term, you will receive additional information about how this is done from the provost’s office.
 FORMCHECKBOX 

Please review the attached examination policy.  Note that 

a. The final exam schedule is established by the registrar and faculty are not free to reschedule exams.

b. Some sort of required summative activity should take place during the scheduled period.

The final exam time for your course is      .

 FORMCHECKBOX 

Both midterm and final grades are submitted using Web Advisor.  Instructions for submitting grades are attached.  
It is critical that final grade be turned in by the posted deadline since the processing of grades cannot commence until all grades have been submitted.  Timely processing is needed in order to determine sports and financial aid eligibility.

Best wishes for the coming term,

 FORMTEXT 

     
Attachments:

 FORMCHECKBOX 

Syllabus

 FORMCHECKBOX 

Excerpts from the GE and supplementary documents
 FORMCHECKBOX 

Academic Policies and Procedures

 FORMCHECKBOX 

Latest departmental Program Review Report

 FORMCHECKBOX 

Grade definitions

 FORMCHECKBOX 

Final Exam Policies

 FORMCHECKBOX 

Web Advisor Instructions
 FORMCHECKBOX 

Emergency Procedures Documents






