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SEMESTER TO-DO LIST 

 
TO-DO DUE DATE* 

1. Annual CV Update 
 

▪ Submit revised and dated CV to 
your Administrative Assistant (AA) 
and communications@uscb.edu 

August 20th 
 

2. Office Hours 
 

▪ Publish Office Hours on each 
Course Syllabus 

 
▪ Post Office Hours outside of your 

office 
 

▪ Provide your AA with a copy of 
your office hours 

August 20th  (Fall) 
& 

January 10th (Spring) 
 

3.  Course Syllabi 
 

▪ Upload Course Syllabus in each 
Blackboard Course  
 

▪ Provide your AA with an electronic 
copy of each course syllabus 

August 20th  (Fall) 
& 

January 10th (Spring) 
 

4. Book Adoptions 
 

▪ Submit textbook adoptions to the 
Shark’s Cove Bookstore 

March 15th (Summer & 
Fall) 

& 
September 15th (Spring) 

5. Annual Self-Evaluation 
 

▪ Submit self-evaluation to 
Department Chair 

January 31st 

 
* Due Dates are approximate. Please consult with your Department Chair to determine if the  
   department has established a modified calendar.  
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ACADEMIC HONOR CODE 
 

 

 
KEY TAKEAWAYS 
 

▪ The Academic Honor Code is an essential element in teaching and 
learning. Faculty guide students in the pursuit of academic 
excellence, and by extension, intellectual honesty. 
 

▪ Students have a right to due process: Faculty must notify the 
student of the alleged misconduct within five (5) days from date 
identified. 

 
▪ Academic misconduct includes actions such as: bribery, cheating, 

lying, plagiarism, unauthorized access to exams or university 
software systems. 
 

 

 
WHY IS THIS IMPORTANT FOR ME? 
 

▪ All faculty share responsibility to promote a learning environment 
that values intellectual honesty. 

 
 

 

 
HELPFUL RESOURCES 
 

▪ Academic Code of Conduct Policy #309 
▪ Academic Misconduct Reporting Form 

 

 

 
PEOPLE AND PLACES 
 

▪ Chair, Academic Integrity Committee  
              Dr. Lisa Ciresi  
              ciresi@uscb.edu 
              x8215 
 

▪ Ombudsman 
Dr. George Pate 
pategj@uscb.edu 
x8364 

 

https://www.uscb.edu/human-resources/policies-and-procedures/pdfs/309-AA-Rev-May-2023.pdf
https://cm.maxient.com/reportingform.php?UnivofSCBeaufort&layout_id=10
mailto:ciresi@uscb.edu
mailto:pategj@uscb.edu
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LIBRARIES 
 

 

 
KEY TAKEAWAYS 
 

▪ Departments have assigned Research and Instruction Librarians. 
 

▪ The Librarians are happy to embed themselves in your course, 
when requested. 
 

▪ The Libraries are a gathering place to connect, study, and create. 
 

 

 

 
WHY IS THIS IMPORTANT FOR ME? 
 

▪ The Libraries are an invaluable resource for students, faculty, and 
staff. 

 
 

 

 
HELPFUL RESOURCES 
 

▪ USCB Libraries 
 

▪ USCB Makerspace 
 
 

 

 
PEOPLE AND PLACES 
 
Director of Libraries 
Dr. Kim Kelley  
kk27@uscb.edu 
x8025 
 

 
  

http://library.uscb.edu/
https://academics.uscb.edu/academic-innovation/makerspace.html
mailto:kk27@uscb.edu
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WHO OUR STUDENTS ARE 
 

 

 
KEY TAKEAWAYS 
 

▪ USCB is home to a large number of students who come from 
educationally and environmentally disadvantaged backgrounds. 

 

▪ Primarily from the state of South Carolina. 
 

 

 
WHY IS THIS IMPORTANT FOR ME? 
 

▪ Student retention is multi-factorial, but a key strategy is creating 
faculty-student connections and meaningfully engaging them as 
partners in their educational journey.  

 

 

 
HELPFUL RESOURCES 
 

▪ Worried about a student? Complete a Student of Concern Report 
 

▪ 24/7 Live Student Support 
 

▪ Students Rights and Responsibilities 
 

 

 
PEOPLE AND PLACES 
 
Academic Advising 
advising@uscb.edu 
x8049 
 

Academic Support  
academicsupport@uscb.edu 
x8049 
 

Accessibility Services 
accessibility@uscb.edu 
x8375 
 

Campus Recreation 
llogue@uscb.edu 
X8360 

 
 
 
Career Services 
careerservices@uscb.edu 
x8263 
 

Counseling Services 
counseling@uscb.edu 
x8049 
 

Housing & Student Conduct 
housing@uscb.edu 
x8722 
 

New Student and Transition Programs 
lbessent@uscb.edu 
x8024 

 
  

https://cm.maxient.com/reportingform.php?UnivofSCBeaufort&layout_id=4
https://livewellatuscb.com/
https://campuslife.uscb.edu/student-rights-and-responsibilities/student-code-of-conduct-non-academic/index.html
mailto:advising@uscb.edu
mailto:academicsupport@uscb.edu
mailto:accessibility@uscb.edu
mailto:llogue@uscb.edu
mailto:teagano@uscb.edu
mailto:counseling@uscb.edu
mailto:housing@uscb.edu
mailto:lbessent@uscb.edu
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BLACKBOARD 
 

 

 
KEY TAKEAWAYS 
 

▪ Blackboard is the Learning Management System (LMS) for USC 
System. 
 

▪ Get to know Ultra! The USC system is making the transition to the 
Blackboard Ultra version.  

 
▪ The LMS is FERPA protected and requires Network ID for log-in of 

students and faculty.  
 

 

 
WHY IS THIS IMPORTANT FOR ME? 
 

▪ Blackboard is the primary means to connect with students in your 
courses, whether you are teaching online or in-person.  
 

▪ Blackboard is an official part of the academic record. 
 

 

 
HELPFUL RESOURCES 
  

▪ Blackboard for Faculty 
 

▪ Link to Blackboard 
 

▪ Download the Blackboard Instructor app to 
access courses on the go 
 

 

 

 
PEOPLE AND PLACES 
 
Director of E-Learning 
Lori Vargo 
vargolj@uscb.edu 
x8272 
 

 
 

https://www.uscb.edu/itss/blackboard/blackboard-for-faculty.html
https://blackboard.uscb.edu/
mailto:vargolj@uscb.edu
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FACULTY TRAVEL 
 

 

 
KEY TAKEAWAYS 
 

▪ Faculty travel must go through an approval process to be eligible 
for reimbursement. 
 

▪ Faculty who are required to travel between campuses in a single 
work day may be eligible for mileage reimbursement.  
 

 

 
WHY IS THIS IMPORTANT FOR ME? 
 

▪ All travel must go through an approval process before travel 
occurs. Failure to do so could result in denial or delay of 
reimbursement. 
 

 

 
HELPFUL RESOURCES 
 

▪ USCB Travel 
 

▪ Your Administrative Assistant is a great resource to help you 
navigate the travel approval process. 

 

 

 
PEOPLE AND PLACES 
 
Assistant to the Provost & EVCAA  
Twyla Reynolds  
twyla@uscb.edu 
x8203 

 
 

 
  

https://www.uscb.edu/controller/travel/index.html
mailto:twyla@uscb.edu
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CAMPUS SAFETY 
 

 

 
KEY TAKEAWAYS 
 

▪ Public Safety covers all three campuses to safeguard students, 
faculty, and staff. The team is composed of sworn and certified 
officers with comprehensive arrest powers in SC as well as public 
safety personnel.  

 
▪ Each classroom podium is equipped with an emergency call 

button.  
 

▪ Buildings are equipped with AED and Trauma Kits. Know where 
they are located in your building.  
 

 

 
WHY IS THIS IMPORTANT FOR ME? 
 

▪  Know what to do in the event of a campus lockdown or 
emergency situation.  
 

▪ Know who to report safety concerns and review safety data.  
 

 

 
HELPFUL RESOURCES 
 

▪ Public Safety 
 

▪ Campus Lockdown Protocol 
 

 
 
 
▪ Title IX & Sexual Assault 

 
▪ Clery Report 

 
▪ Parking Decal Request 

 

 

 
PEOPLE AND PLACES 
 
Public Safety 
Chief of Police 
Erik Salus 
publicsafety@uscb.edu 
x8911 (Bluffton) 
843-812-8186 (Beaufort) 
X4911 (Hilton Head Island) 

 
 
 
Title IX Coordinator 
Deonne Yeager 
deonne@uscb.edu 
x8280 

 

https://campuslife.uscb.edu/public-safety/index.html
https://campuslife.uscb.edu/public-safety/campus-safety/lockdown-protocol.html
https://campuslife.uscb.edu/student-rights-and-responsibilities/title-ix-and-sexual-assault/index.html
https://campuslife.uscb.edu/public-safety/clery-report/index.html
https://campuslife.uscb.edu/public-safety/parking-decals/index.html
mailto:publicsafety@uscb.edu
mailto:deonne@uscb.edu
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FACULTY SENATE 
 

 

 
KEY TAKEAWAYS 
 

▪ All FT faculty are members of Faculty Senate from Day 1 of 
appointment. 
 

▪ Meets one Friday a month @ 3:00pm (Bluffton Campus) 
 

 

 
WHY IS THIS IMPORTANT FOR ME? 
 

▪ Share your voice on issues related to faculty governance. 
  

▪ Faculty Service  
 

 

 
HELPFUL RESOURCES 
 

▪ Faculty Senate Webpage 
 
 
 

 

 
PEOPLE AND PLACES 
 

▪ Chair (2023-2025) 
              Dr. Murray Skees  
              mskees@uscb.edu 
              x3148 
 

 

https://www.uscb.edu/academic-affairs/faculty-senate.html
mailto:mskees@uscb.edu

