
MALASPINA COLLEGE 

STAFF BULLETIN NO.5 SEPTEMBER 8, 1969 

1. t-lELCOME TO RECENTLY APPOINTED FACULTY 

Mrs. Biggs, mathematics; although recently arrived from London, Ontario, Mrs. 
Biggs has instructed at U.B.C. and Sir Winston Churchill Secondary School. 

Mr~ Fairfield, geography and geology; hails from Northern Ireland and has spent 
the last two years as a T.A. at S.F.U. 

Miss Hinchcliffe, English; from Victoria, she has recently completed her M.A. in 
English. 

Miss Narcowich, French. Miss Narcowich instructed at Notre Dame University last 
year and previous to that in some Quebec Colleges associated with Laval University. 

On behalf of the Faculty and Administration of the College, I extend a warm welcome 
to you. 

2. The first impression students get relative to Malaspina College will be a highly 
important one and that impression will be gained very largely from their communi
cations with faculty rather than any inconvenience caused by incomplete facilities, 
parking problems or even shortage of textbooks. I would like to appeal to all 
faculty to be positive in their initial contacts with students, particularly with 
respect to these inconveniences. There is a big difference between a statement 
that "because textbooks are not here we will need to fill in with this", and one 
that "there are some important matters we need to cover before we get into any 
textbook assignments", or some such regarding other inconveniences. But you can 
do better than these examples, or you would never have been appointed to the 
Malaspina College faculty -- and I apologize for mentioning something as obvious 
as this. 

3. FIRST MEETING WITH CLASS 

.I ... 

4. 

DO NOT ADMIT ANY DAY STUDENT TO YOUR CLASS WITHOUT A CLASS CARD. SEND THEM TO THE 
BUSINESS OFFICE. However, evening students will be .registered in the classroom. 
Mr. Buckingham will have his staff visit the evening classrooms to complete regis
tration. 

As a precautionary timetable check, will each instructor verify the following for 
the students at the first meeting of the class: 

1. Your name 
2. Subject and course 
3. Times, place and days of class meetings, seminars and labs • 

FOR SCIENCE INSTRUCTORS: Assure yourself that all students have enrolled for a 
lab session as well as for the lectures. 

CLASS CARDS 

Collect class cards as students enter the class. Retain these to check against the 
class list which will be issued later in the week. 

5. CLASS SIZES 

Class sizes for standard classrooms run normally from 28-32 students; for the lec
ture hall, 70-80 students. If there are any major variations in this -- either 
above or below the normal class size, please report this to the Dean of Administra
tion. You may identify possible minor changes in your class schedules which would 
be of benefit to you and to the students -- particularly late Friday p.m. classes. 
You are free to make these changes if all students can be accommodated. Again, 
please inform the Dean of Administration. 

6. COLLEGE CAR 

A car has been provided by Council to be used by faculty on College business. This 
includes off-campus teaching assignments. Requests for the car should be made well 
in advance to Mrs. Ann Pattie in the Business Office. She will issue the keys and 
credit card. The Council has authorized the payment of mileage (12¢ per mile) for 
the use of a private car if arrangements cannot be made to use the College car. 
For this, follow the established procedure of completing the request for travel 
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expenses form (available at the Business Office) before the expense is incurred. 
Submit to Area Coordinator. 

Mileage reimbursement cannot be paid for the use of your own car if the College 
car is available. 

7. REGISTRAR 

I wish to express my sincere appreciation for the . excellent and untiring assis
tance given by the Faculty and staff during registration. It is a period of 
great activity and I feel that the success of the . operation is in large part due 
to the cooperation of all involved. Registration will continue through next week. 
I realize that this first week of classes will be a trying week for Faculty. How
ever, if some of you are free to spend some time in registration, please let me 
know. 

A totai of 195 students were registered by Wednesday p.m.; by Thursday p.m •• 385; 
and I expect in excess of 100 will have been registered on Friday. 

J. BUCKINGHAM 

8. FEES FOR FACULTY AND STAFF 

Tuition fees will be waived for faculty and staff registering for courses. Regret
fully, this consideration cannot be extended to family or relatives. 

9. FEE FOR DEVELOPMENTAL READING 

Information on the bulletin "Developmental Reading" - issued to some instructors 
- states that there is no " charge for registered students "at no charge". This 
should ·read "at the regular college tuition fee". However. students referred 
by instructors for a limited session will be treated differently. 

10. BELLS 

You will notice none! This was a planned ommission! Synchronize watches 8:30 
a.m. Monday, September 8th. 

11. PERMANENT OFFICES 

Please hold off requests for permanent offices till the lower floor is completed. 

13. NOMINATIONS 

Nominations for Faculty Association offices are due Wednesday. Turn them in to 
Shirley. 

14. LIBRARY 

This will bring you up to date on the progress of the library as far as is known 
at this date. 

1. Our shelving was due to be shipped on the 5th of September. We anticipate 
that it will take three to five days to arrive, and another two or three 
days to install. After that time (if all the workmen are finished), it will 
probably take us three to five days to get the books on the shelves and get 
the catalog in some sort of order, and otherwise get set for business. Sorry 
about this. Opening date for the library is tentatively set for the last 
week in September. This could be moved ahead or back. 

2. When we do get in operation, the library hours will be as follows: 

Monday to Thursday 8:00 a.m. - 10:00 p.m. 
Friday 8:00 a.m. - 4:00 p.m. 
Saturday 9:00 a.m. - 4:00 p~m. 

3. Circulation of books will be for two weeks for students. Reserve books will 
be on a two hour check out (and overnight) as will the periodicals with the 
exception of microfilm which may not leave the library. Faculty will be able 
to keep books as long as they need th~, but we reserve the right to come 
after them if we need them after the initial two week period! 
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4. The Audio-visual equipment should be unpacked within a day or two (as soon 
as we have a place to put it). If you plan on using any of the equipment 
let Mrs. Reeves, Mrs. Wilschek or Mr. Bridges know a day or so in advance. 
If you need any help in the operation of any of the equipment, including 
microfilm readers or the transparency maker, contact Mr. Bridges. 

5. If you wish to place materials on reserve, please contact Mr. Bridges or 
Mrs. Reeves, preferably before any mention is made to the students. 

6. All A-V material should be ordered through the library. When requesting a 
rental film, try and give us the rental source. 

7. The library does not take any orders for textbooks. 

8. Please feel free to order any book you feel our library needs, whether it 
is in your field or not. The great bulk of ordering for this library should 
be done by the Faculty. The library staff will give you all the assistance 
we can. We now have about 12,000 books on order and we need many more. To 
order books, give us the title, author, publisher, and copyright date if 
this information is known. If you don't have all the information, give us 
what you have and we'll try and dig up the rest. The important thing is 
to order, order, orderl 

9. Duthie Books in Vancouver will be sending us books for approval about twice 
a month. We'll let you know when these come in so you can take a look at 
them. 

10. If there are items of equipment that we don't have that you need, let us 
know and we'll try to get them. 

11. The library is open for constructive criticism. Be gentle and place any 
comments you have in the space provided •••• 
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