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The Role of Human Resources

The Office of Human Resources is committed to quality in service. It is a team of individuals that demonstrates
integrity and professionalism in the performance of its responsibilities and service to the campus community. The
department serves faculty, administrators and staff in each of the following functions:

Benefits Administration

Compensation

Employee Relations

Employee Recognition

Employee & Management Consultation

Below is an extensive list of departmental contacts.

HR General
Associate Vice-President
Executive Assistant

Gregory Pogue
Maryann Beck

Employee Relations/Diversity/Inclusion
Director Nina Sciuto

Compensation
Compensation Director Janie Carolin
Employment & Training
Director

Training & Development
Training & Development
Employment Supervisor
Employment Coordinator
Lead Emp. Trans.Analyst
Emp. Trans Processor
Customer Serv. Coord.
Records Clerk

Karen Kitchen
Janice Evelyn
Karey Jacques
Rose Truijillo

Bree Moore

Liza Pagdanganan
Sharon Cayetano
Rosemary Lewis
Jackie Hammack

Benefits

Director
Benefits Assistant
Benefits Assistant

EEO/AA
Director

H.R.L.S.

Director
Programmer Analyst
Lead HRIS Analyst

Shelly McDonald
Lanee Battle
Adriana Garcia

Charles Batey

James Li
Timothy Behrens
Ann Baumann

2762
2721

2715

2723

2764
2722
6619
2725
6806
2724
2731
6611
2726

2719
2737
2718

7408

2923
2729
2736

Policy Development & Compliance
Recruitment & Employment
Training & Development
Personnel Records

gregorypogue@sandiego.edu
mbeck@sandiego.edu

asciuto@sandiego.edu

jcarolin@sandiego.edu

karenkitchen@sandiego.edu
jevelyn@sandiego.edu

kjacques@sandiego.edu
rosetrujillo@sandiego.edu
breemoore@sandiego.edu
Ipagdanganan@sandiego.edu
scayetano@sandiego.edu
rlewis@sandiego.edu
jhammack@sandiego.edu

smcdonald@sandiego.edu
Inoyes@sandiego.edu
agarcia@sandiego.edu

cbatey@sandiego.edu

jamesli@sandiego.edu

behrenst@sandiego.edu
abaumann@sandiego.edu




Getting Started at USD

Employees are defined as anyone employed by the university, including faculty, administrators and staff. Every
employee is required to fulfill federal and state employment requirements and university requirements in order to
work on campus. New faculty members should review this section to ensure that the necessary steps have been
taken to finalize employment. There is also helpful information to answer general new employee questions

Hiring Paperwork/Procedures

All university employees must complete required new hire forms and submit verification of identity and authorization
to work upon employment. The supervisor or designated person from the department should walk the employee to
Human Resources (Maher 101) on or before the first day to complete the new employee paperwork. Human
Resources will verify documents and issue an I.D. number to the new employee. The employee will then walk over
to the Campus Card Office (UC-127) and will be issued a USD I.D. New employees may also purchase a parking
permit at this time.

Getting an I.D. Card

Some services and facilities require a current USD identification card. Your I.D. card is obtained from Campus
Card Services (UC-127), usually on the first day of employment. 1.D. cards are used for check cashing, library
privileges, use of athletic facilities, sporting events, and other university sponsored events and activities.

Carry your card with you whenever you are on campus. Upon your termination, the card must be returned to the
university.

Computer, E-mail & Telephone Service

New employees are required to have a USD e-mail account. Once you have submitted the Confidential Employee
Data Form to the Office of Human Resources with your new hire paperwork, you will receive your Banner ID
number. Go to http://mail.sandiego.edu, click on Open an Account and follow the directions to create your email
account. For assistance with your telephone and voicemail, contact Telecommunications at ext. 7500.

Parking Instructions

Parking permits are required for all guests, visitors, students, faculty and staff, 24 hours a day, Monday thru Friday.
Permits are not required in student or faculty/staff spaces from Friday at 5:00 pm until Sunday at midnight. All
vehicles including motorcycles, mopeds and motor scooters require permits.

Parking permits are issued online at http://www.sandiego.edu/parking/

Reserved, Carpool and Temporary Permits are issued by the Department of Public Safety Parking Services Office,
Hughes Center 150. They are open from 6:00 am to 5:00 pm Monday - Friday.

Parking permits must be displayed according to instructions given when the permit is issued.

Parking permits are not transferable to another person.

Parking permits are the property of the University of San Diego and may be recalled at any time.

The purchase of a parking permit does NOT guarantee parking space availability.

Replacement of Lost/Stolen Permits

There is a cost of replacing a USD Parking Permit will be $50 except in instances where the vehicle was stolen or
there is physical evidence of forcible entry into the vehicle. In either case, a report must have been filed with the
San Diego Police Department or other applicable police agency. Upon receipt and review of the police reports by
the USD Department of Public Safety, the permit will be replaced at a cost of $15.

For current permit pricing and parking regulations, see the Parking Services webpage at
www.sandiego.edu/parking/pricelist.php.




iversity map

un

DNISNOH/STTVYH I32NIAIS3Y

198115

Bupied

¢

dooT 153\, = dols Wel] gy
d007 1507 = doo7 ||N4 = -

FIINISS Wed|

ezeid uebeg [ zs | Bupiedisam | z | ieHuauem [ ve | 200SN[ 7 3388 Joj @MYk 201G Ueer | T |
obel ues spezeld | 6T Bupped uossiwy | e UOIELLDS A153)1d J0L13U50 SDUBIL IS | b 13UE0 UoRERsIUIWPY s3YBny | ST
EZE|d SIDB|0D | OF SIHNLINHLS ONINE YA ADojouyza) 1§ 23U3105 Jopued &S | LL A=UE]) YYESH Wepnms | £1
EJEINJEWW|BYL | TT |IEH ELaS | TE 12U ANSIBMUN UYEH | €€
|edeyy sispuncy | g1 SUNGT) SIUUR] 153, ¢ | llEH WesH pauses | S1 FIU135 YIESH PUE BUISINg Jo [0oyds uyeq | £2
SYZVI1d/SIHIUNHD ooy WEIEM, | LS oJUIoUSI T 5E0IMBS Buped Kisjes Jang | 8T lleH adnjepens | LE
piE fslEn | TF doys g g swaniold | vz lEH s48puncy | of
syuswyedy S3ELE] AUsIBAIUN ﬂ wnipels miao] | 5§ IEHWIO | 61 s d o JusLIEbEnER Sa1H| e t
EINJUBAEUSNG UES | LE plad suods | oF |[BH IIH 2Nesoy sayioy | 5 IEuED Ny usybeq | ev
ENpEq 3P oluclUy Ues | Ly e suods | #s SPEQUSSIT UOISSIY | BE Aeiqn feides | w1
sjuslupedy a0ELS] olpIsald | OF plad equos | sw 130E0 WswdoEaa] pIyDJasayoue | os l[EH oules | oL
wEdwo] Buisnoy uolssiy | o lood | &5 1RUS0) BOUBISJUOT BAINIEKT JRISBDUEY | LT obueIng - 15am e BIEAY | 1L
swawpedy abejpissaysuey | €5 plEo sbeA s DUE | £ IEH BUEW | LT EIAY - 1530 B EIEDY | OL
IEH JBYEW | LT uolined Bies Auusr | 05 21005 HOOF § IEH B0 | SE ELIDIEIEG - 158/ HIEJ BIEDY | &
llEH sizpuncq | 0T asnoHplEd | LS JBWaEn Youeasay |ebs aspued | 6 OPEUQIDT - 152 E] BIEDY | L
SWNUIIOPUC) 002Ny 2P EseD | & SUNOT SIUUE] 1583 | 65 STILITIDVY IANLYHLISINIWAY/ XIWIAY DY
ZEJE|BpESED | © Pl || eg@seg weybuwuund | oF
BIEMY BpESED | L SIILITI2YS 21L3THLY
IIEH oulED | @1
sjusLupedy ESIA BEXY | 09

dYWSNdWYD  OZI1(T LeS o
AJISIoATaN
ALY




Tram Services

The Tram Service is an on-campus service that shuttles students, faculty, staff and visitors to various
stops around campus. The tram runs in a circular loop throughout the entire campus, picking up
passengers approximately every 15 minutes. The tram service operates full time during the fall and spring
semesters, and on a limited basis during intersession and summer.

Tram services also transport passengers to and from the Old Town Transit Center from 7:15 a.m. to 9:45
a.m. and 3:00 to 6:30 p.m., approximately every half-hour.

For special use of the Tram Service, a request must be received fourteen (14) working days prior to the
date of requested use. The fee (as of August 2007) to use a tram is $60.00 per hour, with a two-hour
minimum. If you have any questions please call extension 4680.

Payroll/Where to Get Your Payslip

Exempt employees are paid monthly, on the 26" day of the month. Paychecks are available at the
University Cashier’'s window between 9:00 a.m. and 4:00 p.m. on payday. A current I.D. is required to
pick up your check. Some departments arrange to have checks picked up for everyone at one time.
Your supervisor will let you know the procedure used in your department. You are encouraged to take
advantage of Direct Deposit, which is available to all employees and can be arranged by contacting the
Office of Human Resources, Maher Hall 101. You can also opt out of receiving paper payslips and
receive them electronically using Oracle Employee Self Service. To view your paystub online fill out an
Address Change/Paycheck Distribution Options form available in Human Resources, Maher 101.

Direct Deposit

The university offers employees the option to have their
pay automatically deposited in their checking or savings
account. Employees will still receive a payslip
displaying their earnings, but the check will indicate that
the money has already been distributed. Many banks
offer special promotions to eliminate fees to the
customers if they participate in this program with their
employer.

To enroll in this program, employees need to complete a Direct Deposit form that can be found on the
payroll webpage at www.sandiego.edu/hr/payroll. Once completed, please contact payroll for additional
information regarding required documents. Employees can submit this information to the Office of
Human Resources in Maher Hall 101.




Getting Connected

There are a number of electronic resources available to USD employees. In this section you will find
information on how to find contact information, access Oracle Employee Self Service and USD'’s online
community, “MySanDiego”.

Find People Directory

One of the first things that you will need
to know is how to find other people on
campus. Our Find People directory can
help you with contact information for
students and employees.

To find USD phone numbers and e-mail
address for anyone in the USD
community, a user would need to go to
the Find People webpage at
http://www.sandiego.edu/search/people/.
On this page, the user can enter the
person’s name or the select the
department they are looking for. The
database will show results for any

employee or student who meets the
entered criteria.

Oracle Employee Self Service

This service allows USD employees to access our
employment database to view and update their personal
records. Options such as updating personal information
(addresses, for example), viewing payslips, viewing
benefits, managing their own direct deposit, and signing up
for USD training and development opportunities are just
some of the options employees have when using this
system.

To access this database, employees must complete the
Oracle Self-Service User Registration From at
http://www.sandiego.edu/ITS/support/forms.php and then
return this to Maher 170. Once a username and password
are given, the person can access the database by going to
http://oracleapps.sandiego.edu.

MySanDiego

MySanDiego is USD’s online community
created to allow members of the
community to access a variety of
university information with a single sign-
on.

USD members can access this resource
by entering their “MySanDiego” username
and password at http://my.sandiego.edu.




Benefits and Time Off

The university recognizes that benefits are an integral part of a compensation plan. The university has
established a variety of benefit programs designed to assist eligible employees and their dependents in
meeting financial obligations that can result from iliness, disability, death, retirement, and personal
problem.

Holidays

(Policy & Procedure Manual 3.9.1)

The university observes twelve holidays each year during which eligible employees do not work and
receive pay. Eleven of the holidays are designated by the university, and administrative offices are
closed. One is designated as a floating holiday to be determined by the department head, observed by
the department as a whole, or by the individual employee. The university observes the following holidays,
and a list of specific days/dates is distributed annually by Human Resources:

New Year’'s Day

Martin Luther King Day
Good Friday

Memorial Day
Independence Day
Labor Day
Thanksgiving Day

Day after Thanksgiving
Christmas Eve
Christmas Day

New Year’'s Eve

1 Floating Holiday as designated

Academic Holidays
Refer to the annual holiday schedule for additional academic holidays when classes are not in session
but administrative offices are open.

Other benefits include:

Group Insurance

Retirement Plans

Employee Assistance Program (EAP)

Tuition Remission

Tuition Exchange Program

Wellness Program

Leaves of Absences

For more information on these programs, please visit www.sandiego.edu/hr/benefits.

Working Safely at the University

If something happens on campus that injures someone, it is important that it is addressed immediately
and appropriately. This section reviews procedures to be followed in the event of an injury.

Campus Security — The Department of Public Safety

The university has an all-purpose emergency telephone number to contact the Department of Public
Safety, 260-2222. This extension is monitored 24 hours a day, seven days a week, and should be used
for all emergency calls on the USD campus, including fire, police, or ambulance service. The telephone
operators have instructions about whom to notify for various emergencies. If employees call the fire
department or ambulance service directly, it may cause considerable delay or confusion.



Workplace Safety

(Policy & Procedure Manual 2.3.4)

The University of San Diego is dedicated to creating and maintaining a safe work and educational
environment. All members of the university community are expected to comply with the programs and
plans listed below or otherwise in effect at the university to maximize the effectiveness of the university’s
health and safety efforts.

In compliance with applicable laws, the university maintains an lliness and Injury Prevention Program, an
Exposure Control Plan that is designed to eliminate or minimize employee exposure to blood or other
potentially infectious materials as a result of the employee’s job duties, and a Hazardous Substances
Communications Program designed to notify and train employees about hazardous substances known to
be present in the workplace.

For more information or to report safety concerns, please contact the Environmental Health and Safety
Department.
(April 13, 2007)

Injuries

The costs of medical treatment and disability payments for occupational injuries and illnesses are covered
by the university’s workers’ compensation insurance policy. All such injuries and illnesses should be
reported to the Department of Public Safety, 260-2222 in order to assure that safety concerns, medical
treatment, and disability payments are properly addressed. If you have any questions regarding workers’
compensation, please contact Risk Management at 260-7677.

Personal Safety

Always follow these procedures to ensure your safety and the safety of your fellow employees:
Do not unlock doors in any building on campus unless authorized by your supervisor. The system of
locked office doors permits better scrutiny of visitors to campus facilities.

If your supervisor provides you with keys to your office, do not copy them. If you lose them, report the
loss immediately to your supervisor.

When you leave your job assignment, return the keys to your supervisor or your supervisor’'s designee.
If you work after normal business hours, you may request an escort to your car. Call the Department of
Public Safety non-emergency line at 260-7777 to request the escort service.

Violence Prevention

USD is proud of its record in maintaining a safe work environment. However, given the increasing
violence in society in general, the university has adopted the following policies to deal with any violence
that may occur on its premises, and to ensure the safety of its employees.

Report all threats of violence — direct or indirect — as soon as possible to your supervisor or the
Department of Public Safety with as many details as possible.

Report all suspicious individuals or activities to your supervisor or the Department of Public
Safety as soon as possible.

Do not put yourself in peril. If you hear a violent disturbance near your work area, do not try to
see what is happening. Call 260-2222 immediately.

Cooperate fully with the Department of Public Safety, San Diego Police, and medical personnel
that respond to a call.

Allow USD Public Relations to respond to all inquiries from the media about any campus
incidents on its premises so that the university can speak with one voice.



Employee Services

There are many services provided to employees as members of the USD community. Here is a list of items
available to faculty members, in alphabetical order. All phone numbers listed have a (619) area code.

Amusement Park/Movie Discounts

The University Center offers employees discount coupons to a variety of Southern California attractions. Discount
movie tickets may also be purchased at the University Center Ticket Office, 260-4796.

Athletic Events

The university fields NCAA Division 1 teams in many different sports. Employees may request up to four
complimentary tickets per university athletic event (subject to availability). A current I.D. card is required, and
tickets are available at the Jenny Craig Pavilion Ticket Office, 260-7550. Complimentary tickets are available for
home games during regular season competition only. Go Toreros!

Banking

There is a full functioning bank (US Bank), located in UC 125 and three ATMs on campus. ATMs are located at the
UC, SOLES & Jenny Craig Pavilion Box office.

Bookstore

The campus bookstore, which is located in Loma Hall, gives employees a 10% discount on many purchases, 260-
4551. A current USD I.D. card is required.

Campus Cash

Campus Cash may be used for all your purchases and campus services at USD. It is a prepaid declining balance
account using your |.D. card. Activate your account by adding funds with cash, check, or major credit card from the
Campus Card Services Office, 260-5999. Employees can also add campus cash to your I.D. card online at
www.sandiego.edu/administration/financeadmin/campuscard/campuscash.php.

Purchases are deducted from your account, and your remaining balance is instantly displayed. Campus Cash can
be used at all campus locations and many off-campus vendors near the campus.

Dining Services

Dining Services is a non-profit university-managed auxiliary service that serves the students, faculty, staff and
guests of the University of San Diego. Dining Services offers varied menu options, and quality services in a number
of award-winning dining locations, as well as special events, across campus to meet your needs, (619) 260-8880.

The dining services webpage is located at www.sandiego.edu/dining/campusdining.php.

Dining Locations

Faculty/Staff Dining Room

Hahn University Center
This is an exclusive dining room for Faculty and Staff. Open for lunch from 11:30 am to 2:00 pm, Monday through
Friday. Located in the University Center, on the upper level within Main Dining.

Main Dining Room

Hahn University Center
This dining room is mainly used for student use, but employees are welcome to eat here as well.



Aroma’s (Coffee House)
Maher Hall

Bakery, Deli & Marketplace
Hahn University Center

La Paloma
Kroc Institute for Peace & Justice

Bert's Bistro
School of Leadership & Education Sciences

Mission’s Café
Valley Fitness Center

Expense Reimbursement

Reimbursements can be made for business-related expenses only. The payee's home address is required on every
request. Individuals with a campus email address will receive electronic notification when the reimbursement check
has been processed.

For forms and information, employees can go to the Procurement webpage at:
http://www.sandiego.edu/administration/financeadmin/procurement/.

Fitness Center

You are invited to use the following USD fitness facilities. Show your USD I.D. card to use the facilities. Family
members should obtain their free passes to use the Sports Center pool, gym, and tennis courts from the Sports
Center Recreation Office, 260-4533.

McNamara Fitness Center

The 4,000 sqg. foot McNamara Fitness Center, located in the Jenny Craig Pavilion, has a large cardio area
equipped with treadmills, two types of bikes, two types of stair steppers, state-of-the-art free runners by
StairMaster, and a full line of Hoist Fitness machines. Fitness testing and prescriptive weight training are
also available. Call 260-4353 for hours and information.

Missions Fitness Center

The 3,740 square foot fitness center located on all three floors meets an increasing student need for
additional exercise space and equipment on campus. This space includes a yoga/pilates exercise room,
cardio equipment, strength training, group exercise classes and the Missions Café.

Sports Center Pool

The pool is available for open swim when not in use by the Torero Swimming and Diving team. It features
12 swimming lanes at 25 yards. Call 260-4601 for open hours and information.

Sports Center Gym

The gym features open gym time, ping pong tables, and Intramural events. Call 260-4601 for open hours
and information.

Sports Center Tennis Courts

The four lighted tennis courts host recreational tennis classes and provide open court time on a first-come,
first-served basis. Call the Sports Center kiosk at 260-4906 or the Recreation Office at 260-4533 for
information.

Recreation Classes & Fun Leagues

Recreation and fitness classes including pilates, self-defense, kick boxing, yoga, swing dance, tennis, and
swim for kids are available for a small fee. “Just for Fun” leagues include basketball, volleyball, slow-pitch
softball, and doubles tennis. Sign up at the Recreation Office at the Sports Center. Call 260-4533 for
general information and costs.




Founders Chapel

Founders Chapel is the university chapel. Daily mass is at 12:15 p.m., Sunday mass is at 7 p.m. and 9 p.m. (when
school is in session) and Wednesdays at 9 p.m. The Immaculata Church is a parish church, but is used by
university students and employees for special events.

Student Health Center

The Student Health Center (SHC) provides health services to students, but is also available to employees for some
basic services, 260-4595. For a small fee, SHC nursing staff is available to conduct blood pressure checks,
immunizations, provide simple first aid, and triage non-urgent ilinesses. Please be aware that if the nurse
determines that you need to see a physician or nurse practitioner, you will be expected to make an appointment
with your own primary care provider to obtain the needed care. Employees who require simple first aid services
because of a job related injury will be reimbursed the flat rate and cost of supplies by the Risk Management Office
and are expected to follow USD’s workers’ compensation procedures. Employees who are also students at the
university will continue to have access to the full range of services offered to all students.

LA Fitness Discounts
USD employees and their eligible family members may join LA Fitness at a discounted corporate rate.

If you would like to enroll, please contact Shelly McDonald at ext. 2719 and provide your name, department, and a
telephone number where you can be reached. You will be provided with a Voucher which you must take with you
to LA Fitness to enroll. YOU CANNOT GET THE DISCOUNT WITHOUT THE VOUCHER. We will contact you
when your Voucher is available to be picked up.

As a USD employee, you can enroll at the following discounted rates:
Employee: $25 Initiation fee. $29.99/month membership dues.

Family Add-on: $0 Initiation fee. $29.99/month membership dues for each family member (limit 2 family
members). Family member is defined as a spouse, significant other, or child (14 — 22 yrs) living at the same
address.

These are “pay as you go” dues membership (no long-term contract). Dues are paid monthly through electronic
funds transfer. You will be required to pay the initiation fee, and the first and last months dues at the time of your
enrollment. Please be sure to bring a check and/or credit card from which your monthly dues will be deducted. A
30-day written notice must be provided for cancellation.

Membership includes the use of any LA Fitness club in the state of California. There is an extra fee for additional
optional services including racquetball court use, personal trainers, beverage/juice bar, pro shop, leagues, and
other vendor services available to members.

No other discounts or refunds apply to this offer. To locate the nearest LA Fitness club, go to www.L AFitness.com
for locations, amenities, and class schedules.

Libraries

Employees may use both the Copley Library, 260-4799 and Pardee Legal Research Center, 260-4542. A current
I.D. card is required. An exchange program with UCSD, SDSU and CSUSM allows library users to access
materials at all four libraries without leaving campus.

Mail Center

Employees may purchase stamps and mail packages at the Mail Center, located in Loma Hall, 260-2204.
However, employees may not receive personal packages on campus.



My San Diego Portal

The MySanDiego portal is designed to be one central location where students, faculty and staff can obtain
information relevant to their needs. Go to http://my.sandiego.edu to view this website.

Outdoor Programs

Outdoor Adventures plans and leads a variety of recreational outings for students and employees, including
camping, hiking, canoeing, and other adventures. Equipment rentals are also available for reasonable prices.
Outdoor Adventures is located in the University Center, 260-4709.

Parking Services
See “Getting Started” on page 3.

Policy & Procedure Manual

To access the University Policy & Procedure Manual you can visit the university’s General Counsel’'s website at
http://www.sandiego.edu/legal/upolicies.php or the human resources website at www.sandiego.edu/hr and click on
Policies & Procedures.

Printing Services

University Copy and Graphics (a.k.a. Print Shop) is available to employees for their personal printing/copying
needs, at competitive prices, 260-4890. A current I.D. is required.

Summer Camps

During the summer, the university offers many camps for children ages 6-18. Camps include day camps, overnight
camps and sports camps of all kinds, and are available for the children of employees at a discount. Call 260-4623
for information and fees.

Tram Services
See “Tram Services” on page 5.

UC Ticket Office

Employees may obtain transit passes, movie discount tickets and tickets to many university events at the box office
located in University Center, 260-4796. A valid I.D. is required.

University Cashier

Employees may pick up their paychecks at the University Cashier, located in Hughes Administration Building, 260-
4809. You may also cash a personal check up to a maximum of $100 per day at the cashier’s window between the
hours of 9 a.m. and 4 p.m. A current I.D. is required.

University Ministry

University Ministry endeavors through its programs and services for students, staff, faculty and alumni to develop a
mature faith, build a faith community, work for justice, nurture personal development and cultivate leadership for
Church and society. Their programs include retreats, worship, scripture study, pastoral counseling, spiritual
direction, liturgical ministries, ecumenical services, social justice and service opportunities and Founders Chapel
choir. Those interested in learning more about the Catholic Church or preparing for the Sacraments of Initiation are
invited to contact University Ministry, 260-4735. For more information visit the website at
www.sandiego.edu/Ministry or e-mail to universityministry@sandiego.edu.




USD Web Site

The university’s web site is located at www.sandiego.edu and is a great source of information about the university.
Please take the time to familiarize yourself with the resources available to all employees on the web site. You may
use the computers available to employees in the libraries, computer labs, Aromas and in Human Resources




Settling In to USD and the City of San Diego

We understand that moving can be stressful in addition to all of your new responsibilities with a new job. Here is
some information that might make settling into your new environment a little easier, including information on child
care, local schools, grocery stores, and how to take care of other important relocation details.

Change of Address

You can change your address with the post office
online at https://moversquide.usps.com/. You can
also visit the local post office at 2150 Comstock St.,
San Diego, CA 92111. For more information you
can call 1-800-ASK-USPS.

If you need to change your address with the University
of San Diego, please visit the Office of Human
Resources in Maher Hall, room 101, or use the

Oracle Employee Self Service system.

Manchester Family Child Development Center

The Manchester Family Child Development Center is located near the entrance to Tecolote Canyon. Its goal is to
offer a safe and enriching environment in which children can share, grow and learn in multi-age groups. It offers a
rich, stimulating setting that is warm and supportive for each child’s individual learning pace. The Center enrolls
children of University students, employees and alumni as well as children from the general community, aged 2%
years through kindergarten. The Center is open year round and offers full or half-day enrollment two, three or five
days per week. The Center welcomes Field Experience and Practicum students from the Schools of Leadership
and Education Sciences and Nursing as well as Psychology. Students from all majors are invited to volunteer at
the Center. In addition, the children come to the main campus often for special events like trick-or-treating and
department tours.

For additional information, employees can visit the Manchester Family Child Development Center webpage at
http://www.sandiego.edu/academics/soles/instcenter/manchester/ or call ext. 4620.

Local Schools

San Diego City Schools is the local public school district for the area surrounding USD. If you would like
information on the schools closest to your residence within this district, please visit their website at
http://www.sandi.net/ to obtain more information and contact listings.

If you are within the San Diego County, but not within the San Diego City School District area, you can visit the San
Diego County Office of Education website at http://www.sdcoe.k12.ca.us/ to obtain information about the local
school district.

There are also a number of private schools in the area. For more information about private Catholic schools, visit
the diocesan website at www.diocese-sdiego.org/school.htm.

Local Grocery Stores

There are many grocery and specialty stores in the area.

Here are addresses for some of those closest to the university.
Ralphs

Friar's Road (East of I-163)

San Diego, Ca 92110

www.ralphs.com




VONS

3645 Midway Dr.

San Diego, CA 92110
WWW.vons.com

Albertson’s

422 W Washington St

San Diego, CA 92103-1933
https://www.albertsons.com

Trader Joe’s

1090 University Avenue
San Diego, CA 92103
(619) 296-3122
www.traderjoes.com

Whole Foods Market

8825 Villa La Jolla Drive

(corner of Villa La Jolla & Nobel Dr.)

La Jolla, CA 92037

858.642.6700

858.642.6730 fax

Store & bakery hours: 7 a.m. to 10 p.m. seven days a week.
www.wholefoodsmarket.com

How to Obtain a California Driver’s License / , \
S . : . . . The closest DMV office to USD

If you are a visitor in California over 18 and have a valid driver license from your is located in Clairemont at the

home state or country, you may drive in this state without getting a California driver following address:

license as long as your home state license remains valid.
4375 Derrick Dr.,

If you take a job here or become a resident, you must get a California driver license San Diego, 92117
within 10 days. (800) 777-0133

For information, visit the DMV
ersite at www.dmv.ca.gov. j

To apply for an original driver license if you are over 18, you will need to do the

following:
- Visit a DMV office (make an appointment for faster service)

Complete application form DL 44 (An original DL 44 form must be submitted. Copies will not be accepted.)

Give a thumb print

Have your picture taken

Provide your social security number. It will be verified with the Social Security Administration while you are

in the office.

Verify your birth date and legal presence

Provide your true full name

Pay the application fee

Pass a vision exam

Pass a traffic laws and sign test. There are 36 questions on the test. You have three chances to pass.

Note: To allow you sufficient time for testing DMV will not be administering written or audio exams after

4:30 p.m.

Vehicle Registration

A nonresident vehicle is one that was last registered outside the state of California (in another state, country,
province, territory, etc.). Anyone who brings a vehicle into California or purchases a nonresident vehicle while in
California should be aware of the registration requirements.



The following is required to register a nonresident vehicle:
An Application for Title or Registration (REG 343) signed by all registered owners, showing the
name and address of the lienholder (legal owner), if any.
Last issued out-of-state title, unless held by the lienholder/legal owner (This applies only if there
is not a change of registered owner.)
Last issued registration certificate, if the applicant is the same as the registered owner shown on
the out-of-state title and the vehicle entered California with valid out-of-state registration, or if the
titte has been lost.
Bill of Sale if the person from whom you are buying the vehicle purchased it from the registered
owner shown on the title.
Odometer disclosure statement signed by the seller and buyer if the vehicle is less than ten
model years old.
The vehicle must be inspected by an authorized DMV employee, law enforcement officer, or a
licensed vehicle verifier. These inspections are most easily obtained by bringing the vehicle to the
nearest DMV, where there is no extra fee charged for the inspection. For faster service, make an
appointment.
Smog certification, if applicable
Weight certificate, if applicable
Declaration of Gross Vehicle Weight/Combined Gross Vehicle Weight (REG 4008) form for
commercial motor vehicles (pickups with unladen weight of 8,000 Ibs. or less are exempt from
this requirement)
Appropriate Fees

Forms you will need:
- Application for Title or Registration (REG 343).
Vehicle /Vessel Transfer and Reassignment Form (REG 262). To obtain a form by mail, call
DMV's automated phone service 24 hours a day, 7 days a week at 1-800-777-0133. To speak to
an operator call between the hours of 8 a.m. and 5 p.m. Monday - Friday, Pacific Time.

Public Transportation

There are a number of options available for employees who would like to utilize San Diego’s Transit System.
For north county coast residents, the San Diego Coaster may be an option they would like to explore rather
than making the commute in their personal vehicle. Employees who choose to take either the trolley or the
coaster to work can be picked up by the USD Tram Service approximately every half hour in the morning and
afternoon at the Old Town Trolley Station. For additional information about San Diego’s public transit system,
employees can visit the Metropolitan Transit System website at: http://www.sdcommute.com/.

Transportation Savings Accounts

As a benefit through Human Resources, employees can put aside transit expenses in a pre-tax spending
account. Designed like the health care reimbursement accounts, this account can provide significant savings
on Bus, Trolley or Coaster expenses!

Discounted Bus/Trolley Pass

Monthly bus/trolley passes are available at the University Center Ticket Office. Monthly passes sell for $68 or
$54.40 with a valid student ID.

Trolley

The San Diego Trolley is known for its reliability, safety, and convenience. Often called San Diego's "moving
landmark”, the Trolley is also a fun way to get around, whether commuting to work, traveling to the International
Border, or heading to Centre City's shopping, restaurants, harbor and historic attractions. The San Diego Trolley
now serves historic Old Town, California's birthplace, as well as Mission Valley, Fashion Valley, and Qualcomm
Stadium at Jack Murphy Field.



USD offers free shuttle service between campus and the Old Town Transit Center. The shuttle leaves USD
from the west side of Colachis Plaza every 30 minutes between 6:30 and 10:00 am and 3:00 and 7:00 pm. The
shuttle stops at the SOLES building and the lower parking lot on the way to Old Town. The shuttle leaves Old
Town approximately every 30 minutes between 6:45 and 10:15 am and 3:15 and 7:15 pm.

Coaster

The North County Transit District welcomes you aboard the Coaster. The reliable trains link communities and
travelers from Oceanside to San Diego, with additional stops in Carlsbad), Encinitas, Solana Beach, Sorrento
Valley and Old Town. This service is a comfortable, convenient, and dependable way to travel between coastal
North Country and San Diego.

For information on adjoining transit, personalized commute planning and disabled services, call 1-800-coaster
(1-800-262-7837). For the Hearing Impaired call 1-800-722-4889 TTY. Visit their website: www.gonctd.com. All
coaster tickets and passes may be purchased via credit card by calling: 1-760-966-6500. You can visit their
website at http://www.gonctd.com/coaster_fares.htm




