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Teaching Handbook
This package of materials is intended to be useful to all instructors who will be teaching at the School of
Information and Library Science, but it is especially designed for Adjunct Faculty, Teaching Fellows, and new
full-time faculty in the School of Information and Library Science (SILS). We hope it will answer your
questions regarding the policies and procedures that govern teaching at the University of North Carolina
and, specifically, at SILS. Additional Information about the school, its missions and goals, curriculum,
faculty, and staff may be found on our website, https://sils.unc.edu/.
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Manning Hall and the UNC Campus
The SILS Main Office:
The SILS Main Office is located in 100 Manning Hall. Through room 100, you can access the Dean, the
Associate Dean of Administration and Special Academic Programs, and other administrative staff.
In addition, in the suite of offices on the opposite side of the foyer (rooms 107-113), you will find the
Associate Dean for Academic Affairs, the MS degree coordinators, the student services coordinators, and
the career services coordinator, as well as the SILS printer.
Note that the SILS Main Office is open and staffed Monday through Friday, 8:00 am to 5:00 pm. If you need
administrative assistance, you may contact the Dean’s Executive Assistant, Susan Sylvester
(ssylvest@email.unc.edu or 919-962-8367).

Manning Hall Resources
We will do everything we can to accommodate you while you are teaching your course at SILS, but space is
one area where we have severe constraints. If you need occasional office space, please contact Ron
Bergquist (bergr@ad.unc.edu or 919-962-8073) to discuss your space needs or to schedule space.
A mail folder will be provided for you in the SILS Main Office. This will be used to distribute appropriate
forms from the registrar’s office and other official communication from the University. It may also be used
as a central place for students to hand in assignments. Please remember to check your mail folder on a
regular basis.
Photocopying materials for class should be done on the SILS photocopier, which is located in room 110 (in
the office suite across the foyer from the SILS Main Office), as we are not able to reimburse you for copying
done elsewhere. Faculty members at SILS do their own photocopying, but office staff can teach you how to
use the equipment. The photocopier is also able to create PDF versions of documents and email them to
yourself. Detailed instructions are available on the wall above the photocopier. You will receive a PIN
number for your printing services from SILS IT staff.
A fax machine is located in the SILS Main Office, should you need it. A paper shredder (for disposing of
sensitive/confidential documents, like student records) is also located in the SILS Main Office. Bins for paper
recycling are available throughout the building.
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Who’s Who?
The Dean
Gary Marchionini
Manning Hall, Room 103
919/962-8363
gary@ils.unc.edu
Associate Dean for Academic Affairs

Executive Assistant
Susan Sylvester
Manning Hall, Room 102
919/962-8368
ssylvest@email.unc.edu
Associate Dean of Administration and Special
Academic Programs
Ron Bergquist
Tammy Cox
Manning Hall, Room 112
Manning Hall, Room 104
919/962-8073
919/962-8365
bergr@ad.unc.edu
tlcox@email.unc.edu
Graduate Student Service Coordinator
Undergraduate Student Service Coordinator
Lara Bailey
Tiffany Harris
Manning Hall, Room 108
Manning Hall, Room 107
919/962-7601
919/962-0208
ljbailey@email.unc.edu
tjharris@email.unc.edu
Instructional Design Consultant
Career Service Coordinator
Reema Bhattacharya
Lori Haight
Manning Hall, Room 020
Manning Hall, Room 113
919/966-3611
919/962-2226
progya@email.unc.edu
lhaight@email.unc.edu
Communications Coordinator
Front Desk Coordinator
Katherine Perales
Ananya Bhattacharya
Manning Hall, Room 004
Manning Hall, Room 100
919/843-8337
919/962-8366
kpearl@email.unc.edu
silsoffice@unc.edu
Contracts and Grants Administrator
Accounting Technician
Martha Martin
Michelle Taylor
Manning Hall, Room 100
Manning Hall, Room 100
919/843-9128
919/962-8367
martha_martin@unc.edu
michele@email.unc.edu
Director of Information Technology
Desktop Support and Help Desk Manager
Aaron Brubaker
Brian Nussbaum
Manning Hall, Room 115A
Manning Hall, Room 114B
919/843-9282
919/962-2547
brubaker@unc.edu
bnussbau@email.unc.edu
Human Resources Consultant
SILS Librarian
Joey Landry
Rebecca Vargha
Manning Hall, Room 07A
Manning Hall, Room 115B
919/843-8782
919/962-2455
silsjoey@unc.edu
vargha@ils.unc.edu
For information on the SILS faculty, please see: https://sils.unc.edu/directory/faculty .
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Access to UNC Resources
PID and Onyen
The PID or Personal IDentification number is an important identifier. Once you have signed and returned
your contract letter, your appointment or reappointment will be submitted for University approval. Upon
approval you will be assigned a PID number. You will keep the same number throughout your employment
at UNC although it will be deactivated in times when you are not actively teaching.
With the PID you can apply for an ONYEN (an acronym that stands, somewhat tongue-in-cheek, for “the
Only Name You’ll Ever Need”). The website at https://its.unc.edu/onyen-services/ will guide you through
the process of getting your ONYEN. The ONYEN is necessary for library services and to access your class
website at https://sakai.unc.edu/welcome/, should you choose to use Sakai as a Learning Management
System (https://its.unc.edu/service/sakaiunc-learning-management-system/).

Accessing ConnectCarolina
You will use your ONYEN to access ConnectCarolina (https://connectcarolina.unc.edu/) for your class roster
and to submit grades at the end of the semester. To have the appropriate access to student records in this
system, you must first complete training related to the Family Educational Rights and Privacy Act (FERPA),
available in Sakai. See the FERPA instructions at
http://registrar.unc.edu/academic-services/uncferpa/ferpa-instructions/.
If you are off campus, you will need to use the Cisco AnyConnect client software to access ConnectCarolina.
You can download this virtual private network (VPN) software at https://help.unc.edu/help/vpninstallation-and-clients/ after logging in with your ONYEN. The Associate Dean for Academics and/or the
Student Services Coordinators will provide any additional assistance you need to use ConnectCarolina for
grading and other purposes (e.g., viewing your class roster).

Email at UNC
It is university policy that all communication with students and with SILS staff related to teaching be
conducted using the @email.unc.edu email service. Your email id is typically your ONYEN followed by
@email.unc.edu. Information about the University’s electronic mail service is available on the
https://its.unc.edu/onyen-services/ website.

Registering your Laptop
If you wish to use your own laptop to access university services, you will need to register it on the UNC
network. Information on how to do so is available on the https://its.unc.edu/onyen-services/ webpage
under DHCP registration. You may also ask folks in the SILS lab for assistance if necessary.

Additional Technical Assistance
Help desk information is available through the SILS lab or through ITS at https://help.unc.edu/.
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Parking at UNC
As with any University campus, parking is a challenge at UNC. There are a few options available to you.
If you are teaching a course in the evening, remember that there is no free parking on campus. All gated
lots will require a permit as of 15 August 2019 (https://move.unc.edu/parking/weeknight-parking/). You
will have the opportunity to purchase day permits to park in any of the gated lots, most likely through
Online Services (https://move.unc.edu/. An evening pass will cost $1 per day. With the permit you can park
in any gated lot, but you will be competing for those spots with other faculty, students, and staff. The lots
further away from the main campus tend to have less competition, but you will most likely be returning to
that lot late in the evening, so safety is something to keep in mind. If you are concerned about safety
returning to your car, the University has a transportation service available 24 hours a day. To call, the
number is 919-962-7867.
There are maps of the campus parking lots available at: https://maps.unc.edu/parking/employee-parking/
or at https://move.unc.edu/files/2014/11/parking-zone-map.pdf. We would recommend that you consider
using
•
•
•

the Cobb Deck (https://maps.unc.edu/parking/cobb-deck/),
the Bell Tower Parking Deck https://maps.unc.edu/parking/bell-tower-deck/), or
the Park Place Lot (https://maps.unc.edu/parking/park-place-lot/)

If you choose to use pay parking, and are willing to pay $1.75 an hour, the Ramshead Parking Deck
(https://maps.unc.edu/parking/rams-head-deck/) is a good choice.
There is also the Wallace Parking Deck on Rosemary Street (one block north of Franklin Street). Parking
here costs $1 per hour from 8AM to 6PM and is free after that. Many students, faculty, and staff resort to
using the deck or visitor lot when they need to come to campus and cannot use other parking options. A
map of nearby parking is available at http://www.parkonthehill.com/.
Both Chapel Hill Transit and GoTriangle regional bus system have park and ride lots. You can obtain more
information about them at https://move.unc.edu/transit/park-ride/. You may also be eligible for a parkand-ride permit, available for a fee from the university. While there is a fee for parking, bus service to and
from these lots is free. The buses run on a regular basis (every 15 minutes) during heavy traffic hours, but
about every 40 minutes in the middle of the day and after 6:00 pm. Service ends at 9:00 pm. Employees
and students living outside of the Chapel Hill Transit service area (http://www.townofchapelhill.org/townhall/departments-services/transit/routes-schedules) may obtain a free GoPass
(https://move.unc.edu/cap/gopass/) to commute to UNC.
Additional information about parking on campus is available at https://move.unc.edu/parking/employeeparking/. If you have questions about your parking options, please speak with Susan Sylvester or Ron
Bergquist.
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Food at UNC
There are many options for food on the UNC campus (https://dining.unc.edu/locations/), and the dining
facility at Lenoir Hall is immediately next door to Manning Hall and the Stone and Leaf Café is in Student
Stores. You can find their hours on days you will be teaching at https://dining.unc.edu/menu-hours/.
Franklin Street is also nearby and offers a wide variety of restaurants and sandwich shops
(http://www.downtownchapelhill.com/dining/). Vending machines are available in Manning. There is a
drinks vending machine on the Second floor in the northeast corridor; drinks and snacks vending machines
are also available in the basement in the southwest corridor.

Restrooms
Men’s restrooms are on the second floor (south side of the building, facing Lenoir Hall) and in the basement
next to the southwest front inside staircase. Women’s restrooms are on the second floor (north side of the
building, facing the sculpture garden, near 208), the first floor (in the foyer, at the end of the corridor
leading from the Information and Technology Resource Center), and in the basement (also near the
southwest front inside staircase). There are also gender non-specific facilities nearby.
(https://lgbtq.unc.edu/resources/gender-non-specific-bathrooms-campus)
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Teaching Policies at SILS
Ordering Books
If you plan to use text(s) for your class, orders for books may be made directly through Student Stores – see
https://www.facultyenlight.com/?storeNbr=8202.

Copyright
The University has a policy on copyright stating that it is committed to complying with all applicable laws
regarding copyrights while also supporting the exercise of full fair use rights. A resource page outlining the
policy and providing information support is available through the Scholarly Communications office at
https://library.unc.edu/scholcom/. The Library has an e-reserves service with assistance in making
copyrighted material available to students – see https://library.unc.edu/support/reserves/faculty/.

Course Syllabus
UNC-CH provides some guidance about the content of course syllabuses at
https://curricula.unc.edu/curriculum-proposals/cim/syllabus/. Please refer to it as you plan your syllabus
content. It is university policy to have your syllabus available to your students on the first day of class.

SILS

2

23 July 2019

Teaching Handbook
To sum up University guidance on syllabuses here:
The teaching-learning process develops from clearly communicated expectations. A course syllabus serves
as a concise vehicle for providing course scope, defining course parameters, establishing course goals, and
setting expectations. It is the blueprint from which faculty establish course structure and students build their
experiences. Key syllabus components provide students with the framework to move through the course
predictably and systematically. A syllabus must be provided to students no later than the first day of class.
Each course offered for credit has a syllabus that addresses the elements detailed below.
1. Course Identifiers: The course number, section number, department, term, and times at which the
class meets are stated.
2. Instructor Identifiers: The instructor’s name, office location, office hours, phone number(s), email
address, and web address are provided.
3. Target Audience: The syllabus explains how the course fits into a broader educational program and
to whom the course is targeted.
4. Course Prerequisites: The syllabus explains course prerequisites or other important rules that
describe who is eligible to take the course, who can obtain credit, and how to satisfy any special
course registration requirements.
5. Course Goals and Key Learning Objectives: The syllabus states course goals and key learning
objectives. It is important for students to understand what they will accomplish by taking the
course. Course goals and objectives are not simply statements about course topics. They are
descriptions of competencies that students should expect to develop in the course.
6. Course Requirements: The syllabus explains what kinds of work students must do to successfully
complete the course, such as whether students will be discussing literature, working problems, or
undertaking other activities. The syllabus also lists any other requirements such as mandatory
recitations, labs, term papers, or mandatory activities outside of class meeting times.
7. Dates: As far as possible, the dates of all examinations and due dates for important assignments are
listed.
8. Grades: The rules that the instructor uses to assign grades are explained in sufficient detail to
clearly inform students as to how their grades will be determined. In particular, the syllabus states
how student participation in class will be assessed.
9. Course Policies: The instructor explains his or her expectations for student conduct during the
course. Examples include the consequences of missing an exam; whether regular attendance is
expected; the consequences for missing class too often; whether or not late work is accepted and, if
so, how late work is penalized. The syllabus states that the course final exam is given in compliance
with UNC final exam regulations and according to the UNC Final Exam calendar.
10. Course Resources: The syllabus provides a list of required text books and other course resources,
and an explanation of how to access them. It also lists teaching assistants for the course and
provides their contact information, and explains whether and how Sakai is used.
11. Honor Code: The syllabus explains requirements for the course that could have Honor Code
consequences, such as whether students are permitted to work together on problem sets, what help
they are permitted to obtain in preparing various assignments, and whether exams are closed or
open book.
12. Timetable: The syllabus contains a course calendar that gives topics and assignments for each class
meeting.
13. Syllabus Changes: It is appropriate to include in the syllabus a clause that informs students of
possible modifications, such as “The professor reserves to right to make changes to the syllabus,
including project due dates and test dates. These changes will be announced as early as possible.”
SILS
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SILS’ policy is to make all our course syllabuses available to the public. We do this by creating a space on a
Web server for each course. The Web space for SILS course syllabuses is at
https://sils.unc.edu/courses/schedules. SILS IT staff members grant each instructor permission to write to
their course’s folder. Instructors may SSH or SFTP to ruby.ils.unc.edu with UNC Onyen credentials to add
content to those folders. Individual course folders can be found by year and semester under
https://sils.unc.edu/courses/schedules with archived syllabuses at https://sils.unc.edu/courses/archived.
Should you wish to have SILS upload your syllabus, you can email it as an attachment to
silscourses@unc.edu and it will be uploaded into the appropriate ruby course folder.
Through this Web space, we also make past course syllabuses available to you to examine in preparation of
your current course syllabus. As you plan your course, be sure that its content complies with the course
description available at https://sils.unc.edu/courses. If you are teaching a required course or a course that
serves as a prerequisite for other courses, we would also like you to maintain consistency in its content
with other offerings of the same course. If you have any questions about the content of your course, feel
free to discuss it with the Associate Dean for Academics or any of the SILS faculty.
Your syllabus will be linked to the course number in the SILS schedule. A space is provided in the index of
courses for each semester – available at, for example, https://sils.unc.edu/courses/2019/fall. The IT staff
will give you permission to access the folder so that you can copy your syllabus file to this location. The
Main Office staff will then link it to the SILS class schedule.
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Learning Management System
UNC uses Sakai as a LMS. SILS IT has links to information about Sakai at
https://sils.unc.edu/it-services/instructional-technology/sakai-resources as well as information about other
available instructional technology tools at https://sils.unc.edu/it-services/instructional-technology .
If you wish to use Sakai, you can set up your own course site. Access Sakai by going to
https://sakai.unc.edu/ and signing in with your ONYEN and password. Choose “Worksite Setup” from the
menu at the left, and then the “New” tab. If you have any difficulty in setting up your site, there is a useful
tutorial available among the Sakai tutorials, or you can contact Aaron Brubaker (brubaker@unc.edu or 919843-9282). There are a variety of other helpful documents at https://sakai.unc.edu/portal/help/main. In
addition, In addition, UNC ITS will continue to offer workshops and consultations on Sakai.

Grading Policy
The following definitions will be used as a guide for the assignment of Graduate grades. You may find more
information at https://registrar.unc.edu/academic-services/grades/explanation-of-grading-system/#details0-1.
Graduate Grade Definitions
Graduate students may receive the following grades: H, P, L, and F.
H
P
L
F

High Pass
Pass
Low Pass
Fail

Temporary grades of IN (work incomplete) and AB (absent from the final examination) may also be given.
These grades revert to an administrative F (F*) unless replaced by a permanent grade by the last day of
classes for the same term a year later.
Work Incomplete
A temporary grade that converts to an F* unless the grade is replaced with a permanent grade by
the last day of classes for the same term one year later.
Absent from Final Examination
AB A temporary grade that converts to an F* unless the grade is replaced with a permanent grade by
the last day of classes for the same term one year later.
IN

NOTE: Graduate students enrolled in courses numbered 399 and below should receive
undergraduate grades.
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Undergraduate Grade Definitions
The following definitions will be used as a guide for the assignment of undergraduate grades.
A

B

C

D

F

AB
FA

IN

Mastery of course content at the highest level of attainment that can reasonably be
expected of students at a given stage of development.
The A grade states clearly that the students have shown such outstanding promise in the
aspect of the discipline under study that he/she may be strongly encouraged to continue.
Strong performance demonstrating a high level of attainment for a student at a given
stage of development.
The B grade states that the student has shown solid promise in the aspect of the
discipline under study.
A totally acceptable performance demonstrating an adequate level of attainment for a
student at a given stage of development.
The C grade states that, while not yet showing unusual promise, the student may
continue to study in the discipline with reasonable hope of intellectual development.
A marginal performance in the required exercises demonstrating a minimal passing level
of attainment.
A student has given no evidence of prospective growth in the discipline; an accumulation
of D grades should be taken to mean that the student would be well advised not to
continue in the academic field.
For whatever reason, an unacceptable performance. The F grade indicates that the
student’s performance in the required exercises has revealed almost no understanding
of the course content.
A grade of F should warrant an advisor’s questioning whether the student may suitably
register for further study in the discipline before remedial work is undertaken.
Absent from final examination but could have passed if exam taken.
This is a temporary grade that converts to an F* after the last day of class for the next
regular semester unless the student makes up the exam.
Failed and absent from exam.
The FA grade is given when the undergraduate student did not attend the exam, and
could not pass the course regardless of performance on the exam. This would be
appropriate for a student that never attended the course or has excessive absences in
the course, as well as missing the exam.
Work incomplete.
This is a temporary grade that converts to F* at the end of eight weeks into the next
semester unless the student makes up the incomplete work.

Grades of A-, B+, B-, C+, C- and D+ are also possible and will be recorded on the student’s transcript with
quality point value assigned.
Temporary grades of AB and IN (described above) may also be given under the same conditions as for
Graduate Grades described previously.
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In classes containing both graduate and undergraduate students, the following equivalency between the
two grading systems holds:
Graduate Student Grades
H
P

Undergraduate Student Grades
A
AB+
B
BC+
C
CD+
D
F

L
F

As a general rule, it is expected that no more than 20% of the grades in a particular class be at the H or A
level. However, if students do what is asked of them and do it to a higher standard, do not feel compelled
to reduce the overall distribution of grades. Students should earn what they get and should get what they
earn.

Class Attendance Policy
Regular class attendance is a student obligation. All students are responsible for all their work, including
tests and written work, and for all class meetings. If a student misses three consecutive class meetings, or
misses more classes than the course instructor things advisable, the course instructor may report the facts
to the student’s academic dean. No right or privilege exists that permits a student to be absent from any
class meetings, except for these University Approved Absences:
1. Authorized University activities (including responsibilities attendant to membership on a UNC
varsity athletics team)
2. Religious observances required by the student’s faith. Primary hold days for religious observance
are noted on a web based interfaith calendar at http://www.interfaith-calendar.org/.
3. Significant illness and/or personal/family emergency as verified by either the Office of the Dean of
Students or the Associate Dean for Academics
All students with University Approved Absences shall be treated fairly and equitably, regardless of the
reason for the absence. Instructors will make reasonable accommodations that permit course objectives to
be met.
In general, it is more appropriate to deal with unexcused absences on an individual basis. An automatic final
grade drop due to absences is generally not a good approach.
Additional guidance may be found at http://catalog.unc.edu/policies-procedures/attendance-gradingexamination/. It would be well to include your policies on absences in your syllabus.
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Evaluation of Instruction
SILS requires student feedback on the quality of instruction. A web-based Carolina Course Evaluation
System (CES) will be administered through the ConnectCarolina system. The course evaluation for your
students will be available online during the last week of the semester. Students will be sent an email
explaining how to access the system. Course evaluation results are shared with each instructor and the
Associate Dean for Academic Affairs.
SILS also supports a peer observation system with the dual purpose of helping instructors improve their
teaching abilities and providing faculty members with a broader understanding of the SILS curriculum.
Observation includes a review of course content and observation of a class session. A written report
addressing criteria relating to content, instruction, student-instructor interaction, style of presentation,
student behavior and general comments is provided to the instructor, with a copy sent to the Associate
Dean. Normally, adjunct instructors and teaching fellows are observed, but are not asked to take on the
responsibility for observing a colleague. If you would like to participate as an observer, please contact the
Associate Dean for Academic Affairs and make known your interest.
A one-credit teaching seminar (INLS 889) is offered each semester for all doctoral teaching assistants and is
open to adjuncts and regular faculty to attend if they wish. In addition, doctoral teaching assistants must
have taken a course in college teaching or show substantial teaching experience before being assigned an
independent course.
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Honor Code
The UNC honor code is a long-standing student-administered judicial system. For information about the
University honor code and the culture of the honor that underwrites all University activities, please see:
https://studentconduct.unc.edu/. The full text of the “Instrument of Student Judicial Governance” is linked
to this site.
Your responsibilities in the administration of this system include informing students at the beginning of
each course that the Honor System is in effect. Here is one example of such an informing statement for the
syllabus:
The UNC Honor Code prohibits giving or receiving unauthorized aid in the completion of
assignments. Students are strongly encouraged to cooperate and assist one another and
share insights and respective expertise in this course. I expect that you will acknowledge the
support you receive from your colleagues (this may be done in acknowledgements at the
end of assignments or projects). It is crucial, however, that in every case where you use the
actual written words of others, that these be properly quoted and cited. When you build
arguments upon the ideas of others, the originators of those ideas should also be cited.
(from INLS 490: Issues in Digital Video, Spring 2010. Instructor: Gary Marchionini)
Your responsibilities also include:
•
•
•

identifying notes or other materials that may and may not be used for exams,
avoiding, when possible, the reuse of instructor-prepared examinations unless they have been
placed on reserve in the library for all students,
and reducing the possibility of cheating on graded work.

You may require students to sign a pledge on all written work that the Honor System has been adhered to,
but since the Honor Code already states that this is to be expected, the additional pledge may be
superfluous.
You must report to the Associate Dean of Academic Affairs any instance in which there are reasonable
grounds to believe that a student has given or received unauthorized aid in graded work.

Students with Disabilities
A student requiring academic accommodation must be registered with Disability Services. This office will
send a letter to the student’s instructors identifying what accommodation(s) are needed and what services
may be available to the student (see https://ars.unc.edu/faculty-staff).
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Information Technology at SILS
General Information
As part of its mission to meet the education and research needs of SILS students and faculty, SILS has a
well-developed information technology infrastructure.
An orientation to the services available from the SILS IT is available starting at
https://sils.unc.edu/it-services. This contains introductory information about the library as well as
information technology services. The site also includes information about the equipment for instructors at
https://sils.unc.edu/it-services/lab-equipment and general help topics about instructional technology at
https://sils.unc.edu/it-services/instructional-technology.
SILS faculty, students and staff should contact the SILS Help Desk (919-962-8188) for day-to-day support
issues involving desktop computing and trouble-shooting. Calls and messages sent to silshelp@unc.edu are
processed immediately during regular Lab hours and are entered into the Lab’s internal tracking system.
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Classroom Technology
You will probably be teaching in one of several rooms with Manning Hall.

Manning 001

Manning 001 is a classroom with about 40 seats in it, in the north rear corner of the Garden Level (the
ground floor, the basement). The instructor desk in Manning 001 includes a control for the screen and the
window shades, the projector, and the display. You can display from the instructor monitor or connect and
display your own laptop. You can control slides with the remote on the desk. You can blank the screen
without turning off the projector.
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Manning 014

Manning 014 is a smaller classroom with about 20 seats in it, in the middle of the main hallway in the
Garden Level. The instructor position has similar controls to the ones in Manning 001.
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Manning 208

Manning 208 is on the second floor of Manning Hall, next to one of the women’s rest rooms. The instructor
position has screen controls on the remote, and one can project from the monitor or from a laptop.
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Manning 303

Manning 303 is a seminar room on the third floor in Manning Hall, directly above the women’s restroom on
the second floor. The room can accommodate about 12-15 students. Unlike the other classes, it does not
have a projection screen, but the large monitor in the corner can be used for projections, controlled by
remote a remote keyboard and a mouse.
The room has been equipped with new whiteboards.
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Manning 304

Manning 304 is immediately next door to Manning 303 and can accommodate about twenty students, each
in their own roll-around individual desks. The instructor position is very similar to Manning 208 with remote
control of the projector and the ability to use either the monitor or a connected laptop.
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Manning 307

Manning 307 is in the south corner of the rear of the building on the third floor in Manning Hall. The room
can accommodate about 45 students and has a large number of whiteboards available for use. This is one
of only two classrooms in Manning where the technology is owned and managed by UNC Information
Technology Services. Accordingly, the instructor position is a bit different. The initial screens (pictured
above) are touch screens where you touch options to set up your session. You have two projectors
available to you and can choose to use one or the other or both. Additionally, you can project from a
connected laptop or from a document capture tool on the desktop. There is a red telephone (just the right
and a bit outside the view in the above image) that connects directly to the ITS help desk. Should you have
an issue, pick up the phone and the ITS technician can answer any questions you might have or can take
control of the computer in 307 to fix any problems you might have.
If your class is assigned to a classroom in any building other than Manning Hall, the IT setup in the outside
classroom will be very much like the setup in Manning 307
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The SILS Lifetime Library
The School of Information and Library Science Lifetime Library provides personal collection management
for every student and faculty member. The web site, https://lifetime-library.ils.unc.edu/, contains
information about requesting an account and introductory material on how to use the Lifetime Library.
Personal digital collections can be created, up to 250 Gigabytes in size. Each user can choose how they want
to organize and describe their data. SILS commits to providing trusted storage and services for the lifetime
of the user.
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The SILS Library
General Information
The School of Information and Library Science (SILS) Library is part of the UNC University Library and its
collections are available for use by all interested persons. A library card is available from the One Card
Office, which is located in the basement of the UNC Student Stores. Note: you will need your PID, a picture
ID, and a copy of your employment letter plus $5 for the card fee. For more detailed information check
their website: https://onecard.unc.edu/. NCSU, Duke University and NCCU students can use their own ID
cards.
With the One Card or equivalent, you will first need to go to the Davis Library Circulation Desk to be
entered into the database. It would be good to make this stop after getting the One Card while you still
have your picture ID and employment letter. Once you have been entered in the Davis Library system, you
are free to check out books using your One Card either at Davis or the SILS library or other branch campus
libraries.
The SILS Library collection is designed to support the present and anticipated teaching and research needs
in information and library science for students and faculty of the School. As the range and use of electronic
resources have increased in recent years our user population has greatly increased as well. Non-SILS users
of our library now include not only campus librarians, but also students, faculty, and staff members from
almost every department on campus. As resources and staffing permit, a wide variety of off-campus users
are served, including other librarians and information specialists from the state of North Carolina, and an
increasing number from the rest of the United States, and around the world.

Collections
The University Libraries on campus contains over six million volumes and electronic resources. The main
library is the Walter R. Davis Library, which is a very short walk from Manning Hall. SILS students may also
want to use materials in the Brauer Library (Math/Physics) located in Phillips Hall. A map of the campus
library systems is available at https://library.unc.edu/hours/.
The SILS Library is located in the room 114 on the first floor of Manning Hall. It consists of over 94,000
volumes and is the largest information and library science collection in the Southeast United States.
Approximately 1,200 serials titles are checked in every year.
The Professional Collection (classified by Library of Congress) consists of materials in Information and
Library Science and related fields. Books, periodicals, newsletters, indexes and electronic resources are
included in this collection.
The Juvenile Collection (classified by Dewey Decimal) designed to support courses in children’s literature,
school librarianship, and children’s librarianship in public libraries and school media centers, consists of the
picture book collection, juvenile fiction, juvenile non-fiction, juvenile historical (non-circulating), and audiovisual materials. This collection is designed for the support of courses taught in the School of Information
and Library Science and in the School of Education.
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The collections in the SILS Library are in the following locations:
•
•
•
•
•
•
•
•
•

A reference collection of books and indexes is maintained in the reading room.
Periodicals are located on the main floor behind the elevator (alphabetical by title).
Juvenile fiction and Juvenile non-fiction are located on the main floor behind the elevator.
The picture book reading area is to your left as you enter the ITRC with overflow in the low
shelves directly opposite.
The professional circulating collection is on levels 2, 3, and 4.
SILS dissertations are located on level 4.
Master’s papers are located on the main floor in the bookshelves to the left of the elevator.
Non-print materials are located in the reading room and storage. Please check with library staff
Graphic novels are located beside the elevator in the reading room.

Online databases are available from the library’s public terminals. These include the Triangle Research
Libraries Network (TRLN) consortium cooperative online catalog (http://search.trln.org/) providing access
to the library catalogs of UNC-Chapel Hill, Duke University, North Carolina Central University, and North
Carolina State University, as well as other online catalogs, indexes and databases in North Carolina, and
throughout the world. Additional assistance for instructors may be found at
https://library.unc.edu/services/faculty/.
Personal assistance with library use and questions is available from Rebecca Vargha, SILS Librarian, and
Library Assistant Kenny Jones, plus a staff of students.

Reserves
Faculty teaching courses in the School may place books and articles “On Reserve” in the SILS Library. Course
materials may also be placed on electronic reserves in the Undergraduate Library. For more details please
check with the SILS Library Staff or see https://library.unc.edu/support/reserves/faculty/.
If materials are on reserve in the SILS Library, they are listed under course number in the Reserve notebook
sitting on the low counter at the Help Desk. Books on reserve in the SILS Library are located behind the Help
Desk and require the assistance of the library staff person on duty. You will need your One Card to check
them out. Books on reserve generally circulate for 2 hours, but can have varying loan periods. Photocopied
articles are housed on the open shelves near the Help Desk; they are self-service and are for in-library use
only.
A photocopy machine is available in the library. It will take coins and UNC One Cards. Visitors to the campus
may purchase a University Guest Card on sale at Photocopy services in the Student Stores. Value may be
added to the cards in Davis Library and the Undergraduate Library.
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Suggestions for improvements
Please feel free to recommend changes to this handbook by directing questions to either:
•
•
•

SILS

Ron Bergquist (bergr@ad.unc.edu or 919-962-8073), Associate Dean for Academic Affairs,
Lara Bailey (ljbailey@email.unc.edu or 919-962-7601), Graduate Student Coordinator, or
Tiffany Harris (tjharris@email.unc.edu or 919-962-0208), Undergraduate Student Coordinator.
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