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Welcome To Academic Support-Instructional Facilities!

The InstructionalFacilities unit of AcademicSupportis a diversegroup of professionalsvhose
goalis to provide quality service,support,andtraining to University of Marylandfaculty , staff,

and studentswho useour TeachingTheatersand TechnologyClassroomsacrosscampus. We

hopethatyou enjoy working with us andbecomea valuedmemberof our team. This handbook
will help familiarize you with our generalproceduresguidelines,and expectationsPleasefeel

free to refer to this handbookduring your training sessionsand throughoutyour tenureas an

Academic Support Student Technician.

Technology Classroom Support Offices
i  We haveClassroomSupportOffices in 4 locationswherewe havelarge concentration®f

classrooms.
o0 Armory 0129  x5-5605 open Mon-Fri 7:30am - 5:00pm

o CSIC 1120 x5-3838 open Mon-Thurs7:30am - 7:00pm, Fri 7:30am-5:00pm
o PLS 1132 x5-2500 open Mon-Thurs 7:30am - 10:00pm, Fri 7:30pm-5:00pm
o HHP 1304 5-2447 open Mon-Thurs 7:30am - 10:00pm, Fri 7:30pm-5:00pm

i Becauseour supportoffices require continuouscoverageduring their open hours, it is
extremely important that yaeport to work on time each day you are scheduled.

Teaching Theaters

i Teaching Theatersare technology-richspecial classroomsthat include a full range of
presentatiorcapability for the instructor, individual computerdsor the studentsand special
collaborationtools for enhancingstudentiearning. Specialpermissionis given eachsemester
to faculty members to use a Teaching Theater.

i  We have 3 Teaching Theaters that we support.

i AT&T ENGR 3140 x5-7450
i OIT CSS 1410 x5-7451
i PLS PLS 1129 x5-3697

i Studenttechniciansscheduledn the TeachingTheatersmustreport to the classat least15
minutes in advance of the classO start time.

Student Technician Expectations, Duties, & Responsibilities

An Instructional Facilities Student Technician is expected to:

Arrive at work on time.

Be courteous and professional at all times to faculty, staff, students, and fellow technicians
Know the location of each classroom in the building.

Know how to operate the AV equipment in technology classrooms and teaching theaters.
Troubleshoot problems found in the AV systems and report them using ITSM.

Use ERP to reserve equipment.

Maintain a clean and neat work environment in the offices and teaching theaters.
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Reckord Armory Support Office (ARM)

All ARM classrooms have an overhead projector, projection screen, and active data jack. In addition, we
have carts with LCD projectors, computers, and VCR/DVD players as well as additional equipment such as
document cameras, slide projectors, etc. that can be checked out from the support office. We also have
wireless microphones for the three large lecture halls.

We encourage faculty to reserve equipment ahead of time to insure that it will be available when they need
it. This can be done by emailing the information to its-staff@umd.edu or by going by or calling the office
during office hours

We don't have enough people to deliver equipment to classrooms but we encourage faculty to designate a
TA or student to pick up the equipment for them if they don't want to pick it up them$eldesignate a

student or TA to check out equipment, faculty should come by the office or email its-staff@umd.edu with
the student names, email address, course/section, time/day of class, and room number.

1.  Print out reservation sheet for the day. (done at beginning of day)

2. Make reservations using ERP. Check equipment in/out from circulating pool to faculty or
designated students.

3.  Prepare equipment that is to be checked out.

4.  For new faculty and student users, show them how to use the equipment before they take it to
their classroom.

5. If you have to leave the office to assist with a problem in a classroom, close the office and

leave a note on the door saying where you are in case someone else needs your assistance.

Report problems you can't resolve by using ITSM.

Communicate with members of senior staff via electronic means (email and IM).

At the end of the day, check supplies (batteries, lamps, printer supplies, etc.), check loan

equipment, and perform routine room checks in each classroom. Report any maintenance

needs using ITSM. End of day room checks include making sure that:

I the overhead projector is in the room and operational

I the lights are off

© N

Computer Science Instructional Support Office (CSIC)
All 10 classrooms in the CSIC are fully equipped with technology. A few items of additional
equipment (such as document cameras) are available for checkout.

1.  Print out reservation sheet for the day. (done at beginning of day)

2. Quickly check each AV system for any problems before classes begin.

3.  Report problems you can't resolve by using ITSM.

4.  Make reservations and check out/in equipment from circulating pool to faculty or designated
students.

5.  If you have to leave the office to assist with a problem in a classroom, close the office and
leave a note on the door saying where you are in case someone else needs your assistance.

6. Answer questions that come via the telephone and IM.

7. Communicate with members of senior staff via electronic means (email and IM).

8. Atthe end of the day, check supplies (batteries, lamps, printer supplies, etc.), check loan

equipment, and perform routine room checks in each technology classroom. Report any
maintenance needs using ITSM. End of day room checks include making sure that:

I AV systems are shut down,

I Furniture is neatly arranged,

I Lights are off.
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Health and Human Performance Support Office (HLHP)
All of the classrooms in HHP have installed AV systems. The college has two laptop carts that
can be checked out by faculty and used in their classrooms. These carts are to be delivered and
picked up by the student technician.
1. Print out reservation sheet for the day. (done at beginning of day)
2. Check that laptop carts are plugged and recharging when not in use.
3. Make reservations using ERP. Check equipment in/out from circulating pool to faculty or
designated students.
4. Report problems you can't resolve by using ITSM.
5. Communicate with members of senior staff via electronic means (email and IM).
6. If you have to leave the office to assist with a problem in a classroom, close the office and
leave a note on the door saying where you are in case someone else needs your assistance.
7. At the end of the day, check supplies (batteries, lamps, printer supplies, etc.), check loan
equipment, and perform routine room checks in each technology classroom. Report any
maintenance needs using ITSM. Checks include making sure that:
I AV systems are shut down
I Furniture is neatly arranged
I Lights are off and rooms are locked

Plant Science Support Office (PLS)
All 16 PLS classrooms have installed AV systems. A pool of checkout equipment is available
including document cameras, slide projectors, camcorders, tripods, etc. We do not have enough
staff to deliver equipment so faculty must pick up and return the equipment themselves or
designate a student or TA to do so.
At the beginning of the day, make sure classrooms are unlocked. Students should check
ideally 30 minutes before the start of 8:00 AM, 9:00 AM and 10:00 AM classes especially if
they are the first classes of the day.
Print out reservation sheet for the day. (done at beginning of day)
Prepare equipment that is to be checked out.
Make reservations using ERP. Check equipment in/out from circulating pool to faculty or
designated students.
Report problems you can't resolve by using ITSM.
Communicate with members of senior staff via electronic means (email and IM).
If you have to leave the office to assist with a problem in a classroom, close the office and
leave a note on the door saying where you are in case someone else needs your assistance.
At the end of the day, check supplies (batteries, lamps, printer supplies, etc.), check loan
equipment, and perform routine room checks in each technology classroom. Report any
maintenance needs using ITSM. Checks include making sure that:
! AV systems are shut down,
! Furniture is neatly arranged,
! Lights are off.

Teaching Theaters
Generally, you will be assigned to support specific classes, which means you will be scheduled to
work at the times the class regularly meets.
Arrive ar your scheduled theater at least 15 minutes before the class begins and make sure the
room is ready for use (prepare computers for log in, set up equipment for faculty member per
his/her instructions, etc.).
Open theater door for faculty member and students.
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Be courteous and act professionally to faculty member and students in class.

Exchange contact information with the faculty member so you can communicate directly if
there are issues such as cancelled classes, special preprations needed before the next class,
etc.

At the beginning of the semester, be prepared to show the class the Log In process and show
the instructor how to use SynchronEyes and other special tools.

As the primary technical expert, you need to be familiar with all equipment in the theater and
be ready to assist the faculty and students in using any of the rooms capabilities.

Straighten up room after class has ended, shut down the equipment, turn out the lights, and
lock the room.

Forward phone messages to the appropriate person.

Be prepared to cover final exam

Access To Facilities

i All of our supportoffices and TeachingTheatershave card readerson the doors. Your
studentiD hasbeenprogrammednto the cardreadersandwill provideyou with accesgo the
facilities. If your ID cardis not working, pleasesendan email to its-staff@umd.edso we
can resolve the problem.

i ThePLS TeachingTheateralsohasan alarmsystem. Onceyou usethe cardreaderto enter
the control room, you havearound30 secondgo disarmthe systemusingthe 4 digit code.
The keypadfor the alarmis locatednextto the doorinto the TeachingTheater. You will be
given the codewhenyou aretrained. If you do not disarmthe systemwithin the allotted
time, the University Police will be notified and will come to the room.

i You mustrearmthe alarm systemwhenyou leave. You haveapproximately30 second€o
leave the room and close the door. The instructions are provided next to the alarm keypad.

Work Schedules

i Report to work eachday you are scheduled. Although emergencieandillnessdo come
up, pleasetry to keepabsenceso a minimum. They cancauseseveredisruptionto the faculty
and students who depend on our services.

i You are responsiblefor providing your own coverageif you are unable to report to
work, will report late, or need to leave early. In advance, you must:

" Use the studentmail reflector (oit-tls-students@umd.edldo contactyour student
colleaguedo arrangefor coverageduring your requestedime off. CopytheITS staff
mail reflector {ts-staff@umd.edpon all communications.

" Contact its-staff (via email: its-staff@umd.edujo let us know who will be covering
for you. If you arenot ableto securecoverageyou may be askedto work, depending
on the severity of the emergency or illness.

" Early morning coverageis especiallycritical. If you are scheduledto openup the
office in the morning, but will be late or unable to come in, you must call x5-2482
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i You must stay in your assignedsupport location until your duty hours have officially
ended Do not leaveuntil your replacementasarrived. Rememberthe centermust have
continuouscoveragghroughoutthe day. (If your replacementabitually arrives late, please
inform the senior staff.)

i Spacein our centersandclassroomss very limited. Therefore we ask that you not linger
either before or after your scheduledduty hours unlessyou havebeenaskedby a member
of seniorstaff to work extrahours,or are coveringfor a studentcolleague. And do not have
friends visit you during your shift.

Using the PHR (Payroll) System

1. From your internet browser, go wovw.timesheets.umd.edu

Click on OComplete Your Time Record.O

Log in with your Directory ID andDirectory Passwordr your UMID andPIN to accesshe
timesheetscreen. The unit is OIT-AS-InstructionalFacilities andthe Work Groupis Class
Tech Support.

4. Fill in the appropriatetimesfor the daysyou workedin fifteen minuteincrementsand click
on OSaveTime Entered/Notes@hen finished. Pleaseindicatein the Notessectionif the
actualhoursyou worked are different than your schedulechours(coveredadditionalhours,
were out sick, etc).

5. Reviewyour scheduleand hoursto ensurethat you have enteredeverythingcorrectly,and
then pressOSavedime Enteredand Final EmployeeSignoff.O Your time record cannotbe
approved and you cannot be paid unless you press the final signoff button.

6. Timesheetsaredue everyotherFriday. A reminderwill be sentout via e-mail. It is your
responsibility to keep timesheets updated on a weekly basis.

7. Your paycheckswill cometo this departmentunlessyou work elsewhereon campus,in
which caseit may go to thatdepartment.If you havea directdepositsetup, the pay stubwill
still be sent to the designated department.

Office Procedures And Standards Of Conduct

Our missionis to providethe bestpossibleserviceto the faculty, staff , andstudentsvho useour

facilities. As astudenttechnicianin oneof our supportoffices or TeachingTheatersyou arethe

public faceof our group. That'swhy it's importantthat you actin a responsibleand professional
manner at all times.

i Greet peopleas soonasthey comeinto the office andaskthemwhatyou cando to help
them. Faculty and staff shouldbe addressedy academictitle (when applicable)and last
name, for example, Dr. Smith or Ms. Jones.

i Answerthe phoneby clearly identifying the office you arein, giving your name,andoffering
your assistance. (EX: Armory Support Office, Sue Clabaugh speaking, how may | help you?)

i The office telephoneis for official useonly. If you mustmakea personakall duringwork
hours, please use your cell phone.
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i The useof computersto play gamesor loud music while on duty will not be tolerated.
This kind of activity distractsattentionfrom your dutiesand createsan unprofessionaand
unwelcomingatmospherdor thosecomingto the office to seekassistanceCompletingclass
assignmentss acceptabléf it doesn'tinterferewith work-relateddutiesassignedo you by a
member of senior staff.

i  The installation of personal software on any Academic Support computer (centersand
theaters) is not permitted

i  The office printer is for official use only and should not be usedto print out personal
documents or homework.

Personnel Issues
Performance Appraisals

You will receivefeedbackaboutyour work on a regular basis. Performanceappraisalsare
conductedat the closeof eachacademicsemesteandareintendedto identify studentsstrengths
as well as areas that need improvement.

Resignation/Termination

Studentsvho resignshoulddo soin writing or via email to their supervisorandgive at leasttwo
weeks notice.

OIT may terminatethe employmentof any of its paid studentstaff whosejob performance,
conduct,and/ordependabilityare unacceptableStudentsare also terminated(removedfrom the
payroll) whenthey are not availableto work during hoursOIT needsstudentworkerson duty. If,
at a later date, a student becomes available, he/she may be reinstated at OIT"s discretion.

Disciplinary Action

Failure to adhere to acceptable standards of conduct and job performance could result in your
termination. The generplocedure for this is as follows:

First Infraction - Friendly Reminder by E-mail

Second Infraction - Warning Letter/Probation
After you receive a formal warning letter or e-mail, you will be placed on probation for a
period of 3 months. During this period, any unapproved absences, late arrivals, or
inappropriate conduct may constitute a third infraction and may be cause for termination. At
the end of the probationary period, you will meet with a supervisor to discuss progress and to
determine the next course of action, which will be one of three possibilities:

a) Re-instatement of non-probationary status,
b) Continuation of probationary status or
C) Termination of employment.

Third Infraction - Termination from position.
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Inclement Weather And Other Emergency Conditions

i Due to inclementweatheror other emergency,the campusmay be closed for normal
operations. If classesarecancelledthenyou shouldnot reportto work. Suchemergencies
aregenerallyannouncedhroughthe newsmediaandon the main UM websitesoif you think
a cancellation may occur, please check before you come to work.

i You will NOT be paid for hoursyou cannotwork becausehe University is closed,evenif
you were scheduled to work on that day.

i TORNADO SAFETY: Tornadoesanoccurwith little advancewarningandtherefore little
time to make preparations. When a tornadowarning is in effect (tornadoeshave been
sightedor detectedby weathemradar),the University'ssirenswill go off. Do not go outside!
Seekshelterin aninterior hallway or basement. Take cover under sturdy furniture. Stay
away from windows and close window blinds to deflect broken glass.

i FIRE EMERGENCY: The University of Maryland policy on fire emergenciess total
building evacuation.If thefire alarmsoundsyou shouldimmediatelyleavethe building. Do
Not Use the Elevator. Everyoneshouldfamiliarize themselveswith the neareststairwells,
exits, and alternative exits.

i EMERGENCY PHONE NUMBERS:

o0 Fire 911

0 Police 911 or x5-3333
0 Non-emergency police x5-3333

0 Ambulance 911

Resources For Student Technicians

i  We haveaweb pagethathavea variety of resourcesvailableto assistyou in doingyour job.
Go to http://www.oit.umd.edu/tand click on TechnicianResources.Scheduledor eachof
thefacilities aswell asinformationaboutspecifictools andsystemsareincluded. Pleaseake
some time to familiarize yourself with the information contained there.

i Somelinks on the TechnicianResourcepage(suchas StudentTechnicianScheduleshre
password protected. You will be provided with the login and password during training.

i Below are some additional items that may be of use.
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Easy Resource Planner (ERP) Instructions

Accessing ERP:
1. Double click on OMy ComputerO on the Desktop
2. Navigate to the O drive: Oshared on TTclass\SupportO
3. Enter the OResource PlannerO folder
4. Open the appropriate resource file for the facility

NOTE: ERP allows only one instance of a given file to be writable. Therefore, make sure you open only
the facility document for the facility you are at currently. Do not open other facilityOs schedules as it will
not allow the other facility to make reservations.

Viewing/Printing Schedules:

1. Go into OBooking ListO mode (Ctrl + B)

2. Click on OOptionsO on the menu bar

3. Under ODate RangeO
a. choose OFixed Date RangeO
b. enter todayOs date for both start date and end date
c. confirm the changes with OOKO

4. Print the schedule via the print button on the menu bar

Reserving Equipment:
1. Find the equipment on the left hand side and go to the reservation date
2. Right click and OAdd BookingsO
3. Under the OTaskO menu, choose the room where the equipment will be used
4. If multiple items are being reserved, check the corresponding boxes under OResourcesO
5. Fill out the date and times
6. Under ONotes,O the following information should be listed:

a. instructorOs name

b. room number

c. equipment reserved

d. date(s) and time(s)
7. Save the file

NOTE: ERP cannot fill in reservations for multiple dates at a time. The best way around this is to create
one booking, select and copy the entry, and paste it for any other dates that it needs to occur.

WARNING: ERP will not correct you if multiple reservations on the same equipment are made
at the same time. The easiest workaround is to go into OPreferencesO (F7) and check OConfirm
Double BookingO before reservations are made.

SynchronEyes Instructions
http://www.smarttech.com/support/product/synchroneyes/guides.asp
ITSM Instructions

http://www.oit.umd.edu/tt/ITSMinst.pdf
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Technology Classroom List

# |Bldg Name Rm# Seat # |Bldg Name Rm# Seat
142 |Animal Science 0408 88 090 |Chem Engineering 2116 20
145 |Architecture 0204 304 090 |Chem Engineering 2118 23
145 |Architecture 1103 38 090 |Chem Engineering 2136 43
145 |Architecture 1105 60 090 |Chem Engineering 2145 28
146 |Art/Soc 1213 100 091 |Chemistry 1224 45
146 |Art/Soc 2209 192 091 |Chemistry 1224 45
146 |Art/Soc 2309 99 091 |Chemistry 1402 132
146 |Art/Soc 3203 77 091 |Chemistry 1407 350
146 |Art/Soc 3207 77 224 |Comp&Space Sci 2324 140
146 |Art/Soc 3211 46 224 |Compé&Space Sci 2400 100
146 |Art/Soc 3215 30 224 |Comp&Space Sci 2428 53
146 |Art/Soc 3217 20 406 |CSIC 1115 144
146 |Art/Soc 3219 40 406 |CSIC 1121 50
146 |Art/Soc 3221 40 406 |CSIC 1127 50
143 |Benjamin (Educ) 0114 30 406 |CSIC 2107 40
143 |Benjamin (Educ) 0207 25 406 |CSIC 2117 88
143 |Benjamin (Educ) 020¢ 27 406 |CSIC 211§ 32
143 |Benjamin (Educ) 0217 58 406 |CSIC 212(¢ 40
143 |Benjamin (Educ) 1107 49 406 |CSIC 3117 88
143 |Benjamin (Educ) 1123 49 406 |CSIC 311§ 32
143 |Benjamin (Educ) 1315 41 406 |CSIC 312(¢ 40
143 |Benjamin (Educ) 2101 29 088 |Engineering 0108 35
143 |Benjamin (Educ) 2107 29 088 |Engineering 011 45
143 |Benjamin (Educ) 2119 50 088 |Engineering 0135 45
143 |Benjamin (Educ) 2121 50 088 |Engineering 1107 25
143 |Benjamin (Educ) 3233 40 088 |Engineering 1104 45
143 |Benjamin (Educ) 3236 33 088 |Engineering 1108 45
143 |Benjamin (Educ) 3315 50 088 |Engineering 1110 20
144 |Bio-Psych 0283 48 088 |Engineering 1202 160
144 |Bio-Psych 123§ 49 088 |Engineering 2117 30
144 |Bio-Psych 1243 117 088 |Engineering 2154 35
144 |Bio-Psych 1250 154 088 |Engineering 3107 25
413 |Bio-Sci Research 1107 483 088 |Engineering 3106€ 45
097 |Cambridge CC 1100 100 088 |Engineering 3111 18
097 |Cambridge CC 1111 50 088 |Engineering 3114 25
097 |Cambridge CC 1205 100 147 |Hornbake 0109 49
090 |Chem Engineering 210§ 100 147 |Hornbake 010§ 37
090 |Chem Engineering 2110 120 147 |Hornbake 0109 68
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# |Bldg Name Rm# Seat # |Bldg Name Rm# Seat
147 |Hornbake 0113/5 50 036 |Plant Sciences 1111 36
147 |Hornbake 0123 30 036 |Plant Sciences 1119 36
255 |[HHP 0301 20 036 |Plant Sciences 1115 27
255 [HHP 0302/4 50 036 |Plant Sciences 1117 36
255 |[HHP 0304 30 036 |Plant Sciences 1119 42
255 |[HHP 0305 32 036 |Plant Sciences 1130 75
255 |[HHP 03071 35 036 |Plant Sciences 1140 100
255 [HHP 0306/4 50 036 |Plant Sciences 1146 25
255 |[HHP 1301 74 036 |Plant Sciences 1158 23
255 |[HHP 1302 60 036 |Plant Sciences 1162 23
255 |[HHP 1309 70 036 |Plant Sciences 1164 23
255 |[HHP 1312 200 036 |Plant Sciences 1168 23
073 |HJ Patterson 0226 286 036 |Plant Sciences 1172 23
034 [Jimenez 0205 20 036 |Plant Sciences 1176 23
034 [Jimenez 022( 180 036 |Plant Sciences 1180 24
034 |Jimenez 1117 32 036 |Plant Sciences 1184 24
034 [Jimenez 2206 49 037 |Shoemaker 2107 227
034 |Jimenez 312(Q 29 044 |Skinner 0104 63
034 [Jimenez 3205 30 044 |Skinner 0200 300
083 |IM Patterson 1109 36 044 |Skinner 1115 37
083 |JM Patterson 1202 36 233 |Susguehannah 112¢ 109
083 |IM Patterson 2202 39 076 |Symons 0209 28
083 |IM Patterson 3201 122 076 |Symons 0215 35
083 |IM Patterson 321§ 43 042 |Tydings 0111 49
059 |Journalism 1105 56 042 |Tydings 0130 500
048 |Key 0104 105 042 [Tydings 1101 87
048 |Key 0103 52 042 |Tydings 1102 88
048 |KEY 1117 60 042 |Tydings 2106 80
048 |Key 010¢ 240 039 |Van Munching 1107 24
225 |Kim Engineering 1110 100 039 |Van Munching 1207 55
038 |Lefrak 2205 240 039 |Van Munching 1203 66
038 |Lefrak 2108 35 039 |Van Munching 1206 52
046 |Marie Mount 1400 193 039 |Van Munching 1207 50
084 |Math 1308 30 039 |Van Munching 1217 250
084 |Math 1311 30 039 |Van Munching 1303 60
231 |Microbiology 1207 96 039 |Van Munching 1307 45
388 |Perf. Arts Ctr 1801 36 039 |Van Munching 13117 54
388 |Perf. Arts Ctr 1807 20 039 |Van Munching 1314 35
388 |Perf. Arts Ctr 1809 36 039 |Van Munching 1411 35
388 |Perf. Arts Ctr 1815 30 039 |Van Munching 1412 65
082 |Physics 1201 60 039 |Van Munching 1416 35
082 |Physics 1402 49 039 |Van Munching 1418 47
082 |Physics 141(Q 160 039 |Van Munching 1504 65
082 |Physics 1417 306 039 |Van Munching 1511 65
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# |Bldg Name Rm# Seat
039 [Van Munching 151§ 45
039 |Van Munching 152( 60
039 |Van Munching 152§ 129
039 [Van Munching 1524 250
047 |Woods 1114 60

AS-IF Student Technician Handbook 9/14/07



