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Welcome to the School of Nursing!  

We’re so glad you’ve joined us and look forward to working with you. The following information is 
designed to help you get oriented to UNC, the School of Nursing (SON) and your new role as quickly and thor-
oughly as possible.

If you have questions about anything you see here, please contact the SON Office of Human Resources at 
sonhr@unc.edu or 919-843-6761, or speak with your division or department manager. They’re happy to help!

And be sure to bookmark http://nursing.unc.edu/faculty-and-staff/hub — it’s the online resource for faculty, staff 
and students at the School of Nursing for everything from your orientation pages, to requesting computer help.

If you need additional assistance, Carolina also offers an Employee Assistance Program (EAP), which is available 24 
hours a day, seven days a week for work-related or personal concerns. Contact EAP at 877-314-5841 or find more 
information at hr.unc.edu.

To ensure a warm and welcoming work environment, your colleagues in the School of Nursing have embraced the 
following Commitment to Community:

INTEGRITY
• Advancing the collective good of the UNCSON through honesty, responsibility and transparency
• Examining issues and concerns from multiple perspectives

RESPECT
• Treating others with kindness and compassion
• Being punctual, attentive and constructive during meetings and classes
• Honoring the roles and responsibilities of others 
• Operating within designated roles and responsibilities

INCLUSIVENESS
• Honoring the intrinsic value of every member of the UNCSON community
• Hearing all opinions
• Involving stakeholders in making critical decisions

COMMUNICATION
• Listening with the intent to understand
• Being direct, concise and constructive

DISCRETION
• Honoring boundaries and trust
• Promoting positive, effective relationships 
• Advocating for others

Please ask questions and let us know how we can help. We welcome suggestions for how to improve our 
orientation process and will do everything possible to make you feel at home.

Sincerely,

The Carolina Nursing Community
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The following instructions apply to all new employees in the School of Nursing. Individual divisions may have 
additional instructions, so please check with your division manager to ensure that you have all the 
instructions that pertain to you.

Your “Go To” People:

Your Division Manager is the administrative support person assigned to assist you with getting oriented to 
the SON and UNC. Please see them with any questions that arise throughout your orientation and on-board-
ing process.

You will also be assigned a Division Ambassador, a senior faculty or staff member available to you for 
assistance with professional or career growth.

My Division Manager is: _____________________________________________________

My Division Abassador is: ____________________________________________________

GETTING STARTED

 ❏ All prospective employees of UNC are required to undergo a background check as a condition of 
employment. A representative of the SON’s Office of Human Resources (HR) will be in touch with instruc-
tions to complete the background check, which will be emailed directly to you from the University’s 
vendor, CastleBranch.

 ❏ All prospective employees are likewise required to sign a confidentiality statement, which will be sent to 
you by email from HR along with instructions for how to complete and sign it.

 ❏ Your PID is your Personal ID, a 9-digit number the University uses to identify you. It’s created by UNC 
Human Resources as soon as you accept your position. It will be printed on your UNC One Card if you 
need help remembering it in the future.

 ❏ The UNC One Card is your campus ID card (and much more—for instance, your One Card is used for 
obtaining access to Carrington Hall after hours). You’ll make a trip to the One Card office your first week 
on the job to have your photo taken and to pick up your card.

 ❏ Your Onyen. You’ll see it mentioned everywhere, and you’ll use it constantly. Short for “Only Name You’ll 
Ever Need,” your Onyen is your login ID to most University (and SON) networks. To learn more about 
obtaining an Onyen, please visit the website: help.unc.edu/help/creating-an-onyen.

 ❏ Once you have a PID and Onyen, you may activate a UNC email account by following the instructions 
located online at: help.unc.edu/help/how-do-i-get-a-unc-e-mail-account.

Please visit the SON’s online orientation pages for complete information: 
https://nursing.unc.edu/faculty-and-staff/faculty-and-staff-orientation
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Please visit the SON’s online orientation pages for complete information: 
https://nursing.unc.edu/faculty-and-staff/faculty-and-staff-orientation

YOUR FIRST DAY

 ❏ The University has a few forms it requires all employees to complete. On your first day, please visit the 
SON’s online Orientation pages and print, sign and date the forms listed under Required Forms and 
turn them in the to SON Office of Human Resources (HR) in 108 Carrington.

 ❏ Likewise, please review the list of Compliance Requirements and take any action needed.

INSURANCE and OTHER BENEFITS

 ❏ Your benefits will be covered extensively in your UNC orientation and there are more resources avail-
able online at hr.unc.edu. Please note that you have 30 days from your start date to enroll, so don’t 
delay!

 ❏ The School requires enrollment in a professional liability insurance plan for any faculty or staff member 
who engages in interviewing, teaching or rendering nursing care, supervising students and/or clinical 
research in a hospital setting.

 ❏ If you need access to the UNC Hospitals CIS computer system or a UNC Hospital photo ID badge, 
please contact your division manager.

If you have any questions, please contact the School of Nursing Office of Human Resources at 919-843-6761.

GETTING TO WORK and PARKING

You’ve probably heard: parking at UNC is limited and, with the exception of a few visitor pay lots, requires a 
valid permit. 

 ❏ Speak with your supervisor to make parking or other transit arrangements for your first day(s) at the 
SON to ensure there are no surprises. 

 ❏ Once you’re here, please inquire about or apply for parking with the SON Parking Coordinator, Char-
lene Womble, at 919-966-9943 or in 108 Carrington Hall.

Chapel Hill and the Triangle area have the following public transit options with aids to help you get where 
you’re going:

• Chapel Hill Transit
• Durham Area Transit Authority (DATA)
• Go Triangle

There are Park & Ride options available for faculty and staff who choose not to apply for on-campus parking. 
Speak with Charlene Womble about these when you arrive.

You have the opportunity to apply for parking each year in May should your needs change. You will be noti-
fied when the enrollment period opens each year.
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GETTING PAID and RECORDING LEAVE

Staff receive paychecks every other Friday except when holidays fall on a Friday. When that happens, pay-
checks are received immediately prior to the holiday. If your start date is after the first day of a two-week pay 
period, it’s possible your first paycheck will be delayed due to payroll deadlines. 

Faculty typically receive paychecks on the last working day of each month except for December when pay-
checks are received prior to Winter Break. If your start date is after the fifteenth of the month, there is a possi-
bility that your first paycheck will be on the last working day of the following month due to payroll deadlines.

You will record your hours worked or leave taken in the University’s online TIM System. During your first 
week, please take the quick online tutorial on our website’s Orientation page and print the training certificate 
at the end. You’ll need to turn the certificate in to HR in Carrington 108A your first week.

ABOUT CARRINGTON HALL and ITS SURROUNDINGS

The School of Nursing is located in Carrington Hall on the corner of S. Columbia Street and Medical Drive.

The mailing address is: UNC School of Nursing
   Carrington Hall | Campus Box 7460
   Chapel Hill, NC 27599-7460

You will receive keys to your office on your first day from your supervisor. If you would like to arrange for ear-
ly key pick-up or will need access to the building after hours, please contact our Facilities Manager, Sam Deal 
at 919-966-1698 or sdeal@email.unc.edu, who will make arrangements for you. After-hours access requires a 
One Card.

You will find list of building services and amenities—everything from ATM machines to where the FedEx pick 
up location is to where to find coffee—located on the next page of this book. 

COMPUTER, PHONE, BUSINESS CARDS and OFFICE SUPPLIES

The SON’s Office of Information and Instructional Technologies (IIT) is available to assist you with all manner 
of computer needs and online resources once you arrive. You can submit an email Help Request to the IIT 
team at sonhelp@unc.edu.

Your phone number, along with instructions to establish your personal voicemail box for your desk phone 
will be given to you on your first day. Remote access to voicemail is available by calling 919.428.2828.

Business cards may be ordered by contacting Charlene Womble at 919.966.9943 or cyalston@email.unc.
edu or stopping by 108 Carrington Hall.

Basic office supplies will be provided on your first day by your division. Additional supplies can be ordered 
through your division manager.
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BUILDING SERVICES and AMENITIES

ATM Campus ATMs are located on Hillsborough Street behind Davis Library.

Bookstore The campus bookstore is located in UNC Student Stores along South Road near the bell 
tower.

Building Information For information regarding the building, please go to room 1002.

Bus System
Free Chapel Hill Transit buses stop in front of Bondurant Hall on S. Columbia Street on the 
West side of Carrington Hall. Transit guides, including route schedules and maps, can be 
accessed at www.townofchapelhill.org.

Coffee/Tea
Refreshments can be purchased at the Beach Café, a short walk from Carrington. Cafes 
can also be found in the Health Sciences Library, in the Hooker Research Center (School 
of Public Health), the FedEx Global Education Center and the Genome Sciences Building.

Copies Self-service copiers are located in room 205 on the 2nd floor Carrington Hall West and in 
room G800 on the Ground floor of Carrington Hall East.

Emergency Assistance
Please dial 911 for emergency assistance. UNC-CH Department of Public Safety will 
answer your call and respond appropriately. The Department’s non-emergency number is 
919.962.8100.

First Aid and Defibrilators (AEDs)

First aid kits are available at the following locations: Carrington L201, 003, 013, 018A, 107, 
112, 1010, 1400 and 516. AEDs are located in the hallway adjacent to the Fox Auditorium, 
in room 018 in the Biobehavioral Lab, in the foyer near room 1100, and in the hallways 
bridging the new and old buildings on Levels 2-5.

Food
Food can be purchased at the Beach Café, a short walk from Carrington. Cafes can also 
be found in the Health Sciences Library, in the Hooker Research Center (School of Public 
Health), in the FedEx Global Education Center and in the Genome Sciences Building.

Handicap Accessibility Most major walkways are ramped for easy access and there are automatic doors at major 
entrances and in restrooms in Carrington East. Please see floor plans in pocket insert.

Lost and Found Is located in 1000 Carrington. Articles unclaimed after 30 days will be donated to charity.

Mail / Post Office

Outgoing campus and US mail can be dropped in the designated box near room 107. 
The FedEx drop box is located near the loading dock at the rear entrance to Beard Hall 
(School of Pharmacy). The UPS drop box is located just outside of the West door on Level 
1 of Carrington West.

Newspapers
May be purchased at the UNC Student Stores on South Road. Copies of the Daily Tar Heel 
(UNC’s campus newspaper) can be found in the newspaper box at the bus stop in front of 
Bondurant Hall on S. Columbia Street on the West side of Carrington Hall.

Operator Assistance For UNC 919.962.2211. For UNC Hospital Operator, dial 984.974.4131.

Parking Is limited and by permit only (see page 3). Disability and Service Permit spaces are locat-
ed along Medical Drive on the north side of Carrington Hall.

Programs / Conferences A calendar of the SON”s certificate programs, conferences, and institutes is available at 
nursing.unc.edu/lifelong/.

Restrooms
Restrooms are located on each floor. Please see floor plans posted near the elevators 
for locations. Gender neutral restrooms are located in rooms 451 and 551 in Carrington 
West.

Smoking UNC Chapel Hill is a smoke free environment.

Snacks, Soft Drinks

Refreshments can be purchased at the Beach Café, a short walk from Carrington Hall. 
Cafes can also be found in the Health Sciences Library, the Hooker Research Center, the 
FedEx Global Education Center, and the Genome Sciences Building. Vending machines 
are located in room 205.

UNC Student Stores / One Card Office UNC Student Stores is located on South Road near the bell tower. The UNC One Card 
Office is located on the east side of the UNC Student Stores building.

Telephones Courtesy phones are located in on the Ground floor of Carrington West and in rooms 
2100, 2015, 304, 3100, 4010, and 5009.

Vending Machines Vending machines are located in room 205.

Visitor Information The Visitors’ Center is located at 250 East Franklin Street and can be reached by phone 
919. 962.1630 or via the web at www.unc.edu/visitors.

Wireless Access Is available to UNC employees throughout campus.
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Please find below a few key Carolina Nursing colleagues who might be of assistance to you as you get 
acclimated to the School and your new role.

Dr. Nena Peragallo Montano
Dean and Professor
919.966.3731
npm@email.unc.edu

Dr. Theresa Raphael-Grimm
Professor, Faculty Chair
919.966.3649
raphaelg@email.unc.edu

Robin King
Executive Assistant | Dean  
919.966.3732
robin.king@unc.edu

Dr. Shielda Rodgers
Assistant Dean | Inclusive 
Excellence
919.966.7767
srodgers@email.unc.edu

Lisa Miller
Associate Dean | 
Administrative Services
919.843.6760
lhmiller@email.unc.edu

Dr. Peggy Wilmoth
Executive Dean and Associate 
Dean | Academic Affairs 
919.966.9905 
wilmothp@email.unc.edu

Dr. Marianne Baernholdt
Associate Dean | Global 
Initiatives
919.962.8995
baernhol@email.unc.edu

Dr. Carol Fowler Durham
Professor and Director, EISLE 
Director, IPE
919.966.1753
cdurham@email.unc.edu

Sam Deal
Facilities Manager
919.966.1698
sdeal@email.unc.edu

Katherine “Kathy” Moore
Assistant Dean | 
Student Affairs
919.843.6391
kathy_moore@unc.edu

Kelly Kirby
Associate Dean | 
Advancement
919.843.8566
kelly_kirby@unc.edu

Search Underway for
Director | Communications

Karen Echols
Manager | Instructional and 
Informational Technology
919.962.2701
kechols@email.unc.edu

Dr. Ruth Anderson
Associate Dean | Research
919.966.8785
rutha@email.unc.edu

Dr. Betty Nance-Floyd
Assistant Professor and 
Director, Center for Lifelong 
Learning
919.966.7363
bnfloyd@unc.edu

Andrea Cummings
Event Coordinator
919.966.1995
andrea_cummings@unc.edu
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ENJOYING A SAFE ENVIRONMENT

PREPARE

To prepare yourself for the event of emergency, familiarize yourself with your 
everyday surroundings. Take note of where fire extinguishers, first aid kits, defrib-
ilators, exits and windows are located. Count the doors between your office and 
the nearest exit. These few precautions will better equip you to help yourself and 
those around you should the need arise.

Please visit nursing.unc.edu for more steps to take in the event of emergency in 
Carrington Hall.

ENTER
The doors for Carrington Hall are unlocked between 7:00 a.m. and 6:00 p.m. 
Monday through Friday. An authorized UNC One Card is needed to enter the 
building after hours. Please contact Facilities Manager Sam Deal to obtain 
authorization for your One Card if you will need access to the building outside of 
business hours.

CALL

If you are comfortable doing so, please ask unfamiliar guests in the building 
if they need assistance or directions. If a visitor acts suspiciously or makes you 
uncomfortable, please contact Facilities Manager Sam Deal at 919.216.6718 
(pager) or Associate Dean Lisa Miller at 919.843.6760.

Campus police frequently patrol in and around the Health Affairs campus.  Call 
911 in the event of emergency or 919.962.8100 to request their presence in 
non-emergent situations.

LOCK

We ask all faculty and staff to lock their office doors when they step out of them 
to ensure the safe keeping of personal belongings. 

If you lock your keys in your office during business hours, please see your Divi-
sion Manager. If it’s after hours, please call Campus Police at 919.962.8100 for 
assistance.

Courtesy phones are located on the Ground Floor of Carrington West and in 
rooms 1600, 2100, 2015, 304, 3100, 4010 and 5009 in Carrington East.
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MAP OF UNC HEALTH AFFAIRS CAMPUS

PARK and RIDE LOTS

UNC LOTS (permit required)

725 MLK Jr. Blvd. Routes G, HS, NS, NU and T

15-501 S. (Chatham County) Route CCX

Franklin Street Routes CL, D, and F

Friday Center Routes FCX and V

NC-54 Routes HU and S

TOWN LOTS

Carrboro Plaza Routes CPX and CW

Eubanks Road Route NS

Jones Ferry Road Routes CM, CW, JFX; Saturday Routes CM and CW

Southern Village Routes NS and V
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UNC ACADEMIC CALENDAR — Fall Semester 2019

New Student Convocation Sun. Aug. 18

Classes Begin for All Students Tue. Aug. 20

Last Day for Late Registration Mon. Aug. 26

Labor Day Mon. Sep. 2 — Holiday, no classes held

University Day Sat. Oct. 12 — Classes cancelled during ceremony 9:30 a.m.-12:30 p.m.

Fall Break begins at 5:00 p.m. Wed. Oct. 16

Classes resume at 8:00 a.m. Mon. Oct. 21

Thanksgiving Recess Wed. Nov. 27 — Fri. Nov. 29 — Holiday, no classes held

Classes resume at 8:00 a.m. Mon. Dec. 2

Classes End Wed. Dec. 4

Reading Days Thu. Dec. 5 & Wed. Dec. 11

Exam Days Dec. 6, 7, 9, 10, 12, 13

Fall Commencement Sun. Dec. 15

Spring Semester 2020

Classes Begin Wed. Jan. 8

Last Day for Late Registration Tue. Jan. 14

Dr. Martin Luther King, Jr. Day Mon. Jan. 20 — Holiday, no classes held

Spring Break begins 5:00 p.m. Fri. Mar. 6

Classes resume at 8:00 a.m. Mon. Mar. 16

Spring Holiday Fri. Apr. 10 — Holiday, no classes held

Classes End Fri. Apr. 24

Reading Days Wed. Apr. 29 & Sat. May 2

Exam Days Apr. 27, 28, 30, May 1, 4, 5

Spring Commencement Sun. May 10

Summer Session 1 (SSI) | Maymester (MM) 2020

Classes Begin SSI and MM Wed. May 13

Last Day for Late Registration MM Wed. May 13

Last Day for Late Registration SSI Thu. May 14

Memorial Day Mon. May 25 — Holiday, no classes held

Classes End / Exams MM Thu. May 28 / Fri. May 29

Classes End SSI Mon. Jun. 15

Reading Day SSI Tue. Jun. 16

Exam Day SSI Wed. Jun. 17 & Thu. Jun. 18

Summer Session II 2020

Classes Begin Mon. Jun. 22

Last Day for Late Registration Tue. Jun. 23

Fourth of July Fri. Jul. 3 — Holiday, no classes held

Classes End Thu. Jul. 23

Reading Day Fri. Jul. 24

Exam Days Mon. Jul. 27 & Tue. Jul. 28


