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THE ALPHABET AT HNU
ASHNU



Associated Students of Holy Names University

BON APPÉTIT                
       
The name of the food service company at HNU

BRENNAN HALL
Classroom building dedicated to Rose Emmanuella Brennan, snjm, first Dean of HNU on the Mountain Blvd. campus

BSN




Bachelor of Science in Nursing

CUSHING LIBRARY
Dedicated to former donor/board member, Paul J. Cushing

DUNN HALL
Residence hall dedicated to Imelda Maria Dunn, snjm, first President of HNU at Mountain Blvd. Campus

DUROCHER HALL
Residence hall dedicated to Eulalie (Sr. Marie Rose) Durocher, foundress of the Sisters of the Holy Names of Jesus and Mary

EX.CEL
Accelerated undergraduate business degree program that meets in the evening

FEEHAN HALL
Area in the residence hall complex dedicated to Mary Symphorosa Feehan, snjm, ninth Provincial Superior of the SNJM California Province (she started the junior college in 1916)

FOUNDERS’ HALL
Admission and Advancement offices are located in this hall adjacent to the chapel

HEAFEY HALL
Classroom building dedicated to former donor/board member Edwin A. Heafey

HESTER ADMIN  BUILDING
Dedicated to former donors, Michael (also former board member) & Maureen Hester

J. D. KENNEDY ARTS CENTER
Dedicated to donors, Mr. and Mrs. James Kennedy, the Center houses the Art Gallery, McElroy Theatre, music and art classrooms

McLEAN CHAPEL
Dedicated to Glenn and Eva McLean, an alumna and generous donor 

NEXUS
BSN teleconference program with Catholic Healthcare West

RA




Resident Assistant in the residence halls

RASKOB LEARNING INSTITUTE
A full-time coeducational Day School for children with learning disabilities in grades 2-8 that is located on campus

SAC




Staff Advisory Council

SNJM




Sisters of the Holy Names of Jesus and Mary

TOBIN HALL
Gymnasium, fitness center, and pool area dedicated to former donors, Edwin and Agnes Tobin

WECO

Trimester undergraduate and graduate programs for adult students taking classes on the weekend

UPWARD BOUND
A program designed to encourage at-risk high school students to attend college; offices located in Feehan Hall 

VCPA
Valley Center for the Performing Arts named in honor of the Gladys & Wayne Valley Foundation that gave a $3 million challenge grant for this center

ACCOUNTING:  It is the responsibility of the Business Office to insure the proper

accounting of all HNU funds.  If new sources of funds become available which require the creation of a new financial account code, please contact the Controller at x1247.

AMBASSADORS-SOAR.  The Center for Student Involvement and Leadership and the Office of Admission sponsor a group of amazing students who serve as ambassadors for the University.  These students work with new students from their first inquiry or campus visit, through their orientation and throughout their first year at HNU.  Please contact the Center for Student Involvement and Leadership at x1549 or the Office of Admission at ext. 1351 for more information.

ADMISSION’S OFFICE is located in Founders’ Hall and may be reached at x1351

AV EQUIPMENT  (TV/VCR’s, Laptop, Projectors, Screens): Requests are not taken over the phone; you must fill out an AV Request Form.  Forms are available at  http://www.hnu.edu/hnuresources/campusservices.html  or e-mail campusservices@hnu.edu for further information.

BUSINESS CARDS may be ordered (with the approval of your budget manager) through the Design Department at x1028.

BUSINESS OFFICE  is located in Hester Admin Building, Room.  The Business Office provides, Accounting, Accounts Receivable, Accounts Payable, Cashiering, and Payroll Services for the University.
BILL PAYMENT: All HNU bills are paid through the Accounts Payable function of the Business Office. All properly completed and approved invoices and Requests For Payment received in the Business Office by 5:00 pm on Monday will be processed and checks will be available for pick-up beginning at 2:00pm on Friday of the same week. If you have questions about the status of bills, please contact the Accounts Payable Manager at x1420.

BUDGET REPORTS: Budget reports are issued to the President and each Vice President on the 10th of each month. They are then distributed to individual department budget managers. If you have questions about the financial information in your Budget Reports or need additional financial information, please contact the Controller at x1247.

CAMPUS BULLETIN:  The Campus Bulletin is e-published bi-weekly by the Office of Institutional Advancement.  Items for the bulletin should be submitted to BULLETIN@hnu.edu   Please be sure to place the word "BULLETIN" in the subject line of your email.
CAMPUS MINISTRY is located in Brennan Hall, Room 60. The staff welcomes students, faculty, and staff of all faith traditions to stop by for an informal visit or to make an appointment.

Sr. Sharon Casey, OP, oversees Sunday Eucharistic Liturgies, student retreats, sacramental preparation, programs related to spiritual development, Convocation, and Commencement. She welcomes your participation in any of these activities. If you wish to utilize one of the display cases in Brennan Hall, please contact Sr. Sharon at x1081.

CAMPUS SERVICES provides equipment, physical set-ups, mail service, vending services, and special events services for the University.  The Campus Services Department may be reached at x1508 or  on the internet at http://www.hnu.edu/hnuresources/campusservices.html

CAMPUS STORE is located on the first floor of Brennan Hall.  Faculty and staff receive a 10% discount when they purchase supplies and clothing in the

store.  When a charge is made to a department within the University, a 20% discount is given.  Please note that there is no discount on books for faculty or staff.  

In addition, faculty and staff can now turn in “adoptions” on www.efollett.com under the “adoptions” heading.  Stamps may be purchased in the bookstore and they also send out packages via UPS.  The Campus Store can be reached at x1576

CAREER SERVICES is located in Brennan Hall, Room 41.  The Career Center is available to faculty and staff as well as students.  Within the Center is a small library with books and videotapes on career topics available for reference or check out.  Graduate school information is also kept in the Career Center.

Faculty and staff are welcome to participate in career workshops or request an individual career counseling appointment.  Free workshops are offered every semester on topics such as networking, resume-writing, interviewing skills, and job search tactics, among others.  Resume evaluation is also available.

CASHIERING: The Business Office processes all deposits to HNU bank accounts. To make a cash or credit card payment, please contact the Cashier at x1420.

COMMITTEES:  

The following are standing committees of the Board of Directors:

Academic Affairs Committee

Enrollment Management Committee

Executive Committee

Finance Committee

Institutional Advancement Committee

The following are committees of the University:

Administrative Council

Alpha Delta Award Committee

Alumni Awards Committee

Alumni Executive Board

Catholic Identity Committee

Commencement Committee

Durocher Award Committee

Enrollment Management Team

Faculty Senate

Founders’  Day Committee

Honorary Degree Committee

Institutional Research Committee

Climate Task Force

Orientation Committee (Faculty/Staff)

Orientation Committee (Students)

Planning Council

POISE Users Group

Safety Committee

Staff Advisory Council

Technology Committee

Website Committee

The following are committees of the Faculty Senate:

Admissions and Admissions Policy Committee

Appointments Committee

College Standing Review Committee

Faculty Development Committee

Faculty Welfare Committee

Program Review Committee

Rank and Tenure Committee

The following are committees of the Staff Advisory Council:

Compensation and Benefits Committee

Events Committee

Training and Development Committee

COMPUTER PROBLEMS:  To report general computer hardware or software problems, leave a voice mail message on the Technical Support Line at x1611.  To report POISE problems, send an e-mail to Olkhovskaya@hnu.edu

COPY PAPER:   Copy paper is available to those responsible for the various photocopy machines.  For copy paper, please call X1508 or e-mail campusservices@hnu.edu for request form.

COUNSELING CENTER is located in Brennan Hall.  Individual counseling is available free of charge to faculty and staff.  An appointment can be made by

calling the Counseling Center at x1530.  All services are confidential within the

provisions set by California law.

E-MAIL SERVICES:  To establish an e-mail account, please contact the HNU Information Technology Department at x1611.  Further information is available at http://pucon.hnu.edu/IT/index.html
FACILITY RESERVATIONS: Requests are not taken over the phone; you must fill out a Facility Reservation Form (HNU groups only). Forms are available at http://www.hnu.edu/hnuresources/campusservices.html, or e-mail campusservices@hnu.edu. All outside groups looking to rent space should be directed to the Office of Special Events X1508.

FINANCIAL AID OFFICE:  If you are an employee at HNU and taking classes, you can still apply for financial aid to supplement your educational costs. Refer to your Faculty or Staff Handbook for specific information regarding your employment status and your benefit. For the Free Application for Federal Student Aid (FAFSA) and other information, please stop by the Financial Aid Office in Hester Administration Building, Room 14.

FITNESS CENTER is located in Tobin Hall and is open to faculty and staff. There is a fully equipped weight room containing free weights, machines, and cardiovascular equipment. The Center has posted hours and is supervised by a student .

FLEX MEAL PLANS:  Pre-paid meal cards are available for all employees through Bon Appetit.  The Flex Meal Plan allows employees to purchase a meal card of a specific dollar amount  that they may use to purchase food on campus.  For more information about flex plan meals, contact the Food Service Manager at x1041 

FOOD SERVICE:  Campus Food service is provided by Bon Appetit Food Service.  Food Service for special events and meetings must be ordered through Bon Appetit.

For more information, contact the Food Service Manager at x1041

GATE ELECTRONIC PASS:  When the campus is closed, you must have an electronic gate pass to enter the campus.  To obtain a Gate Pass, your supervisor should request issuance from the Plant Office.

GUEST ROOM RESERVATIONS: A limited number of rooms are offered for guests or students of other schools.   For more information, please call (510) 436-1508 or e-mail campusservices@hnu.edu.

IDENTIFICATION CARDS:  Electronic ID Cards are issued in the Student Resource Center.  All Faculty and Staff must have an ID card and must present it when requested.  The ID card is necessary to check out library materials, to obtain food service and to use campus facilities.

INCIDENT REPORTS:  In the event of an injury, theft, or other crime on University property, an incident report should be completed.  Incident reports are available from the Office of Student Affairs.  A separate police report should be filed with the Oakland Police Department when appropriate.

KEYS are available through the Plant Office.  Key requests must come from your budget manager and must be authorized by the area Vice President.

LEGACY SOCIETY-Gifts made through our Legacy Society are a wonderful opportunity to invest in the University’s future through one’s estate.  Bequests, Trusts, and other Planned Gifts also offer tax advantages. If you know someone who might be interested in contributing to the University in this fashion, please contact Sr. Carol Sellman, SNJM, at x1265.

LOST AND FOUND department is located in the Office of Student Affairs in Brennan Hall, Room 54

MAIL DELIVERY: There are two (2) mail deliveries daily. All outgoing mail should be ready for pick-up by 2:30pm Monday through Friday. For more information, please call x 1508 or e-mail campusservices@hnu.edu.

.

MAINTENANCE:  Concerns about campus maintenance, lighting or other facility related issues should be written up on a Work Order and directed to the Plant Office.  Questions about Work Orders can be addressed at x1380 

OFFICE OF INSTITUTIONAL ADVANCEMENT is located in Founders’ Hall and is responsible for the management and organization of the University’s fundraising, alumni relations, public relations, and communications strategies. The Vice President for Institutional Advancement, in collaboration with the Institutional Advancement staff, plans and implements goals and objectives to enhance the University’s ability to fulfill its mission, and successfully increase resources (including current, planned, and endowed gifts).   All gifts to the University and all fundraising efforts must be coordinated through OIA.  For assistance, please call the  Development Assistant at X1245.

OFFICE OF STUDENT AFFAIRS is located in Brennan, Room 54. You can contact the Office Student Affairs at x1113.  Student Affairs is responsible for Campus Lost and Found; Approval of flyers for both on- and off-campus information and services;

Submission of information to be included in “The Blue Sheet”; and Incident report forms in case of an accident on campus.

OFFICE SUPPLIES are available through a sole source contract with Staples.  On-line Stapleslink accounts can be set up through the Controller x1247.
PARKING ENFORCEMENT: Students and employees must park in designated areas; all cars parked illegally will be ticketed or towed at the owner’s expense. Parking permits can be obtained in the Student Resource Center.  Questions about parking can be addressed at  x1508 or e-mail campusservices@hnu.edu.

PAYROLL: HNU has a monthly payroll system for faculty and staff, with payday being the last day of each month. For questions about timesheets, paychecks, or pay schedules, please contact the Payroll Manager at x1422.  For questions about faculty or staff contracts, please contact your area Vice President.

PETTY CASH: HNU policy allows employees to seek cash reimbursement for school related expenses under $50. Petty cash is available from 9:00am to 12:00 noon and from 1:00pm to 3:00pm on Mondays and Wednesdays. When requesting reimbursement, individuals need to submit an approved Request for Payment and provide original receipts.  If you would like petty cash reimbursement, please contact the Cashier at x1420.

PHOTOCOPY MACHINES for University use are available in the Hester Administration Building; the first floor of Brennan Hall, and the second floor of Heafey Hall.  Each Department is issued a photocopy code by the Business Office (x1429) and must input this code to use the machines.  There are also coin-operated machines in the Cushing Library. 

PHYSICAL SET-UPS: Requests to set up tables and chairs, etc. are not taken over the phone. You must fill out a Physical Setup Request Form. Forms must be turned in at least one week prior to the event.  Forms are available at http://www.hnu.edu/hnuresources/campusservices.html, or e-mail campusservices@hnu.edu.

PLANT OFFICE is located behind the kitchen. The Plant Office is responsible for maintenance of all campus buildings and grounds.  Notify the Plant Office at ext 1380 to report any maintenance or service needs.

PUCON is the name of the intranet site of Holy Names University.  The address is: http://pucon.hnu.edu.  This site provides information and downloadable forms, documents, and publications for the University staff.  Questions about PUCON should be directed to the Technology Services Director at x 1037.

REFERRING A POTENTIAL STUDENT TO HNU:  If you know of a student who might be interested in attending Holy Names University, contact the Office of Admission at Ext. 1351 and the staff will ask you for the necessary information required to send them information about HNU.

SECURITY AND SAFETY:  Incidents of injury or theft should be reported immediately using an Incident Report, which is available through the Office of Student Affairs.  Issues regarding campus maintenance or lighting should be reported to the Plant Office using a Work Order.

SPECIAL EVENTS OFFICE negotiates, schedules and arranges all “external” group requests for use of facilities at Holy Names University.  Facilities that may be available for rent  include the Recording Studio; Regents’ Theaters in the Valley Center for Performing Arts; all classrooms and multipurpose rooms, as well as rooms located in the Kennedy Arts Center Building (except for the Art Gallery), and Tobin Hall practice rooms. Please contact Campus Services at X1508.

Reservations for use of the gymnasium and/or swimming pool should be made by contacting the Director of Athletics at Holy Names University at x 1138

STAFF ADVISORY COUNCIL serves as the official body representing Holy Names University staff.  They act as an advocate for ideas, and their primary goal is to promote a healthy, productive and supportive collegial working environment for the benefit of the entire Holy Names University community.

STAFF ADVISORY COUNCIL EVENTS include the Valentine’s Day Potluck, Spring B-B-Q, Halloween Costume Potluck, and Holiday Luncheon (food provided by Bon Appetit).

STAFF HANDBOOK is available from the Human Resources Department.  It contains the University’s policies regarding staff and is a valuable source of benefit and other information.  The handbook is also posted on PUCON.

STATIONERY SUPPLIES (letterhead and envelopes) are available through the Design Department.  Questions regarding stationery should be directed to the Director of Design at x1028

STATISTICAL INFORMATION:  Sr. Carol Sellman, SNJM, is responsible for coordinating all HNU statistical information.  If you receive a survey that needs to be completed; need statistics for a grant proposal, or if you simply want to know what our HNU statistics are, please contact her at x1265

Sr. Carol also oversees the compilation of an annual HNCU Fact Book that is printed in early January of each year. Copies can be found in Cushing Library.

STUDENT ACCOUNTS OFFICE is located in the Student Resource Center, and is primarily responsible for the billing and collection of charges posted to students’ accounts. The Student Accounts Office is also responsible for the disbursement of student loan refund checks, distribution of student book vouchers, tuition reimbursement invoicing, application of HNU tuition waivers, and transcript release approval.  For help with any of the above, please contact the Student Accounts Manager, Room 16 Hester, x1425 or the Student Accounts Assistant, Room 13 Hester, x1096.

STUDENT RESOURCE CENTER provides a variety of student services, including registration, schedule changes, photo ID cards, parking permits, report cards, transcripts, address changes, and distribution of many student forms.  

The following services for faculty and staff are also available in the Center:

· Class rosters

· Grade Change Forms

· Final Report on the Major

· Master’s Degree summary reports

· Course Change forms

· Employee Photo ID Cards

· Parking permits

· Fax Machine Services

The Student Resource Center is located in Room 13 in the Hester Administration

Building.  You can contact the Student Resource Center at x1133.

TAKING CLASSES TOWARD A DEGREE:  All employees interested in taking classes at the University should contact the Office of Admission for the necessary application and a checklist of application requirements.

The traditional undergraduate, adult undergraduate and graduate programs have varying admission requirements, but staff members in Admissions can assist you based on the program for which you’re applying. In addition, please refer to the Faculty or Staff Handbook for additional information regarding your employment status and your benefits.

TELEPHONE DIRECTORIES are available on-line at http://pucon.hnu.edu  

They are updated annually in the month of October.
TELEPHONE SERVICE:   To request a telephone extension to be connected, disconnected or relocated, you must obtain the correct Network and Telephone Request Form. Forms are available online at http://pucon.hnu.edu  Please fill out the form completely and have your department head sign the form on the appropriate line. Then, bring or mail the form to the IT Department located in Heafey Building, room 657.  

TELEPHONE SERVICE (NON-STUDENT):  On-campus telephone service is provided by the HNU Information Technology Department. To set up residence telephone service, you must complete an application form and pay an installation fee. For additional information, please contact  x1420.

VENDING MACHINES: All vending machines, except those in Brennan Hall are the responsibility of Campus Services.  Questions regarding refunds or refills should be directed to Campus Services at x1508. Refunds for vending machines in Brennan Hall should be directed to the Green Banana Café.

VOICE MAIL:  Voice mail accounts must be established through the University Information Technology Department.  All notices and updates regarding your account should be addressed from the IT Department.  Voice mail directions are available at http://pucon.hnu.edu
WEB AND INTERNET SERVICES:  Web and Internet services are provided by the University’s Information Technology Department.  Information can be obtained by calling x1611 or e-mail at helpdesk@hnc.edu
WORK ORDERS:  Work orders should be completed for all Campus maintenance requests.  Work orders are available in the Plant Office.
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