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Where to find more information

Link

Full address

UNMC Home page

http://www.nottingham.edu.my/index.aspx

Share@UN

MC (Staff Intranet, UNMC computer ID required)

Staff Intranet

https://share.nottingham.edu.my/SitePages/Staff%20Intranet.aspx

Information services
IT - Getting Started

https://share.nottingham.edu.my/IT%?20Pages/Staff.aspx

Site Directory

https://share.nottingham.edu.my/ layouts/15/start.aspx#/SitePages/Sit
€%?20Directory.aspx

Department websites can only be viewed by members of that
department. Group websites can only be viewed by members of the
group.

Public Documents

https://share.nottingham.edu.my/ layouts/15/start.aspx#/Public%20Do
cuments/Forms/Allltems.aspx

Files shared with all staff at UNMC
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Careers Advisory Service

The Careers Advisory Service (CAS) plays an important role in the career
development of our students. The service not only assists them in
exploring graduate careers but also helps them to develop the

employability skills needed to plan and manage their future.

Aside from building collaborative relationships with employers for the
benefit of students and the University, CAS broad range of services include
personalised resume reviews, free professional development workshops on
campus, field trips, mentoring programmes, employer presentations as

well as sector-focused careers events.

Office Location

Room HB18 & HB18F
Block H, Level 1
Hours of Operation
Monday through Friday
9.00am to 5.30pm
Contact Information

Email . careers@nottingham.edu.my
Fax number : +603 8924 8657

Information on the web

CAS official website
UNMCCareers official Facebook page
CAS and CAS Introduction on Share@UNMC

Last Update

By CAS team on 27/08/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 1
be given your computer ID after you start working at UNMC.


mailto:careers@nottingham.edu.my
http://www.nottingham.edu.my/Careers/index.aspx
http://facebook.com/unmccareers
https://share.nottingham.edu.my/Public%20Documents/Central%20Admin%20and%20Support%20Services/Careers%20Advisory%20Service
https://share.nottingham.edu.my/_layouts/15/start.aspx#/Public%20Documents/Forms/AllItems.aspx?RootFolder=%2FPublic%20Documents%2FCentral%20Admin%20and%20Support%20Services%2FCareers%20Advisory%20Service%2FCareers%20Advisory%20Service%20%2D%20Intr

Corporate Marketing
The Corporate Marketing is responsible for key services including:

the University's public website

University's marketing collateral

press releases and media handling

corporate identity development

promotion of the University's research activities
key online and offline marketing event

social media

We also provide marketing and communications support services for

Schools and Divisions within the University.

Location

Level A, Trent Building.

Hours of Operation

Monday through Friday
9.00am to 5.30pm

Contact Information

Email: Corporate.Marketing@nottingham.edu.my

Information on the web

Corporate Marketing on the web
CM public documents on Share@UNMC
CM Electronic Forms on Share@UNMC

Last Update

By: Sue Scarborough On: 20/08/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 2
be given your computer ID after you start working at UNMC.
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Health and Safety Office

The Health and Safety Office is responsible for providing advice and
support to all of the Schools and Departments within the University to
assist them in ensuring a safe working environment for Staff, Students

and Visitors.

Location

UNMC Health and Safety Office (B1C08)

Hours of Operation

Monday through Friday
9.00am to 5.30pm

Contact Information

Direct Line: +6 (03) 8924 8178
E-mail: HealthandSafety@nottingham.edu.my

Web: https://share.nottingham.edu.my/safety

Information on the web

UNMC Health and Safety Policy Statement on Share@UNMC
UNMC Emergency Contact Number on Share@UNMC

UNMC Certified First Aider Directory on Share@UNMC
HIRARC Form on Share@UNMC

Incident Application Form on Share@UNMC

Health and Safety Office information on Share@UNMC

Last checked and updated (if required)

By: NOR RAIMY ISMAIL On: 27/08/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 3
be given your computer ID after you start working at UNMC.
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Human Resources

Human Resources (HR) support all staff at UNMC, dealing with:

e Recruitment

e Wages and payroll

e Staff training and development

e Leave and Teaching permits

e Work permits and Contracts

e Promotions and Professional development and performance
review (PDPR) or appraisal

Location

Block A, B Floor

Hours of Operation

Monday through Friday
9.00am to 5.30pm

Contact Information

E-mail: hr@nottingham.edu.my

Information on the web

Human Resources on Share@UNMC

Employer Self Service System (access restricted by specific log in)

Last checked and updated (if required)

By: Sue Scarborough Oon: 03/09/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 4
be given your computer ID after you start working at UNMC.
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Information Services

The role of Information Services is to lead information and technology
strategy development for the University of Nottingham Malaysia Campus
and to provide services, resources and infrastructure that enable staff and
students to exploit information and technology in all academic and

business activities, providing the highest standards of customer care.

Location

Level B, Block F2 (Central Teaching)

Hours of Operation

Weekdays: 8.30am and 7:00pm
Weekends: 9.00am and 5.30pm
Closed on public holidays

Contact Information

Direct Line: +6 (03) 8924 8199 (within campus: Ext 8199)

E-mail: ITServiceDesk@nottingham.edu.my

Information on the web

Information Services on the web

Information Services on Share@UNMC
IS Electronic Forms on Share@UNMC

Last checked and updated (if required)

By: Vivi Lim On: 27/8/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 5
be given your computer ID after you start working at UNMC.
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Library Services

Customer Services Counter

The Customer Services provides general support for the library needs of
both staff and students.

Reference Desk

The Reference Desk offers reference services and helps users locate
answers to their questions and use a wide range of library resources in

print and electronic formats.

Location

Block G, Library

Hours of operations

See: http://www.nottingham.edu.my/IS/OpeningHours/index.aspx

Library

Last entry to the library is 15 minutes before closing time. Please note that when
the customer services counter (including the self-service machine) is closed, no
lending services and cash transactions may be carried out.

Days Library Customer Services Counter
Semester
Monday - Friday 8.30 am - 11.00 pm 8.30 am - 8.45 pm
Saturday & Sunday 10.00 am - 6.00 pm 10.00 am - 5.45 pm
Vacation
Monday - Friday 8.30 am - 7.00 pm 8.30 am - 6.45 pm
Saturday & Sunday 10.00 am - 6.00 pm 10.00 am - 5.45 pm

Exam period (Semesters 1 & 2)

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 6
be given your computer ID after you start working at UNMC.
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Monday - Friday 8.30 am - 2.00 am 8.30 am - 9.45 pm

Saturday & Sunday 10.00 am - 11.00 pm 10.00 am - 5.45 pm

Reference Desk
Weekdays: 10.30am and 4pm

Public Holiday Closed

Contact Information

Circulation Desk

Direct Line: +6 (03) 8924 8318 (within campus: Ext 8318)
Email: libraryservices@nottingham.edu.my

Reference Desk

Direct Line: +6 (03) 8924 8319 (within campus: Ext 8319)
Email: libraryservices@nottingham.edu.my

Out of hours: Hours are extended before and during examination periods

Further Information

Library Services on the Web

Library Services on Share@UNMC

Online Research & Information Skills (ORIS) information skills tutorials in
Moodle

Last Update

By: Ng Siew Ling on: 02/06/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will
be given your computer ID after you start working at UNMC.

7



mailto:libraryservices@nottingham.edu.my
mailto:libraryservices@nottingham.edu.my
http://www.nottingham.edu.my/IS/LibraryServices/index.aspx
https://share.nottingham.edu.my/_layouts/15/start.aspx#/Library%20Pages/Library%20Services.aspx
http://moodle.nottingham.ac.uk/course/index.php?categoryid=315

Research Training and Academic

Development

Research Training and Development is made up of the Graduate School and

Academic Development.

Graduate School

The Graduate School (GS) support the researcher development of
postgraduate research students and early career researchers at UNMC,
through the delivery and administration of the researcher development
programme (RDP) and delivery of the postgraduate student teachers
programme (PST). The GS offers development sessions for staff who
supervisor PhD students.

In addition GS organise events for staff and postgraduate students.

Location
Office: BAO2b
Training Suite: H1B13
Hours of Operation
Monday through Friday

9.00am to 5.30pm

Contact Information

Phone: +6 (03) 8924 8280

Email: graduateschool@nottingham.edu.my

Further Information

Graduate School on the web

Graduate School on Facebook
RDP in Moodle
PST in Moodle

Last Update

By: Sue Scarborough on: 19/08/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will
be given your computer ID after you start working at UNMC.
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Academic Development

Academic Development (AD) support the development of all staff through

various programmes. AD deliver and administration of the postgraduate

certificate in higher education (PGCHE) for new academic staff.

Location

Office: BAO2b
Training Suite: H1B13

Hours of Operation

Monday through Friday
9.00am to 5.30pm

Contact Information

Phone: +6 (03) 8924 8634
Email: pgche@nottingham.edu.my

Information on the web

Academic Development on the web
PGCHE in Moodle

Last Update

By: Sue Scarborough on: 19/08/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will
be given your computer ID after you start working at UNMC.

9
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The Security Office

Roles and tasks

To provide a safe and secure environment for staff, students, visitors and
protecting the university properties of the campus. To ensure the
effectiveness and efficient campus security environment, the in house
Security Office is supported by outsource guards who are being stationed

within the campus perimeter area 24/7 around the clock day and night.

Services provided by the Security Office as follows:
Traffic Management

University ID Card/Access Card.

Management of Keys

Reserved Parking

Lost and Found Items

Investigation

Crime Prevention

Location

Security Office Control Room

Located at H1 building (Students Association) is manned by in house
security and acted as a command centre supervising, coordinating all the
tasks related to security, attending complaints and queries especially after

office hours.

Hours of Operation

Security Control Room- Shift Security Officer -24 Hours daily
ID/Access Card enquiries - Monday through Friday - 9.00am to 5.30pm

Contact Information

Emergency number (24h): +6 (03) 8924 8777
Office phone: +6 (03) 8924 8065

Mobile phone: +1 (01) 9261 5747

Email: Security@nottingham.edu.my

: Traffic.security@nottingham.edu.my

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 10
be given your computer ID after you start working at UNMC.



Further Information

SITE LAYOUT

(112 ACRE )

ONE WAY

Diagram 1 : One Way

SITE LAYOUT

(112 ACRE )

NOTES :

3 : vesowerme
B :recremt
- : Visitor Parking

Diagram 2 : Red and Yellow Parking Area

Last Update

By: MOHD JAMEL MUSTAFA on: 10/06/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 11
be given your computer ID after you start working at UNMC.



The Sports Complex

The Sports Complex provides sports facilities to all staff and students free
of charge, thus promoting The University of Nottingham’s emphasis on
sporting excellence.

The facilities made available are football, rugby cricket, futsal, badminton,
basketball, Gym, hockey, netball, squash, tennis, table tennis swimming
and volleyball.

Location

The Y.M. Tengku Tan Sri Dato' Seri Ahmad Rithauddeen Sports Complex
Block K

Hours of Operation

9.00am-10.30pm every day of the week.

Closed on major public holidays only

Contact Information

Phone: +6 (03) 8725 3413
SA sport office: +6 (03) 8725 3772
In Person: Sports Complex Management Office

Email: sports@nottingham.edu.my

Information on the web

The Sports Complex on the web
The Sports Complex on Share@UNMC

The University of Nottingham Malaysia Campus Sports Complex, Sports

Center on Facebook

Sports Complex, University of Nottingham Malaysia Campus, Education on

Facebook

Last checked and updated

By: MURALI PARAMASIVAM On: 02/09/2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 12
be given your computer ID after you start working at UNMC.
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The Student Association

Our Student Association (SA) is the official campus organisation that represents all students. As a
student at the University, you are automatically a member of the Student Association (SA), which
focuses on student experience at The University of Nottingham Malaysia Campus (UNMC) and also
acts as the voice of the student community to University management. It encourages you to get to
know your peers and get involved with the wide range of events and activities on offer through the SA
executives and clubs/ societies. There are also staff members who act as advisors to the Executive
Committee and the overall running of the SA services.

Student Association Executive Committee

The SA is run by an Executive Committee of 8 elected full-time student volunteers holding various
portfolios to serve the student community. The Executive Committee aims to improve the experience
of student life by providing representation, development opportunities and quality services for all our
students. It also has a Postgraduate Officer who is a non-voting member, overlooking the
Postgraduate Student Association (PGSA). No matter what your level of study, your student
experience will be taken care of by your elected peers from the time you step into UNMC until the day
you graduate.

Each committee member has a tenure of 10 months.

Positions held by the Executive Committee include:

President (sapresident@nottingham.edu.my)

Vice President (savp@nottingham.edu.my)

International Officer (sainternational@nottingham.edu.my)
Home Officer(sahome@nottingham.edu.my)

Activities Officer (saactivities@nottingham.edu.my)
Sustainability Officer (sasustanability@nottingham.edu.my)
Education Officer (saeducation@nottingham.edu.my)
Sports Officer (sasports@nottingham.edu.my)
Postgraduate Officer (sapgofficer@nottingham.edu.my )

SA Executive Office Hours of Operation: For the executives’ office, it would depend on their office
timetables.

SA Executive Office Contact: +603 8924 8093/94
Location: H1B32

SA Staff Office

Office operating hours: 9:00am-5:30pm (Weekdays)
9:00am-1:00pm (Saturdays)
Location: H1B30

Mohd Shazereen Kamarudin

Student Association Officer
Mohd.Shazereen@nottingham.edu.my
+603 87253668

Sangeetha Veerasingam

Senior Officer
Sangeetha.Veerasingam@nottingham.edu.my
+603 89248032

Gerard Aloysius Francis

Student Association Manager
Gerard.Francis@nottingham.edu.my
+603 89248096

Further Information

SA on the web

SA on Facebook

SA Public Documents on Share@UNMC
SA electronic forms on Share@UNMC.

Last checked and updated
By: Sangeetha Veerasingam on: 4" September 2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 13
be given your computer ID after you start working at UNMC.
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Well-being and Learning Support

Well-being and learning support offered the following services to students
and also to staff

e Counselling

e Disability support

e Learning support

e Mental health support

Location

HB19

Hours of Operation

Weekdays: 9am-1pm 2-5.30pm
Closed public holidays

Contact Information

Phone: +6 (03) 8924 8060

Email: WellbeingandLearning@nottingham.edu.my
Out of hours:

Shamini: +6 (01) 9215 5828

Vasu:  +6 (01) 9266 0691

Further Information

Well-being Services on the web

University Wellbeing and Learning Support on Share@UNMC
The Learning Centre @ UNMC on the web

Last Update

By: Yvonne Tang on: 04 June 2015

Please Note: Access to Share@UNMC is restricted to people with a UNMC computer ID. You will 14
be given your computer ID after you start working at UNMC.
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Appendices

UNMC Map

Maps and Directions live on the UNMC web pages (http://www.nottingham.edu.my/AboutUs/Datesandcampusinformation/Mapsanddirections/Index.aspx )
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Emergency Contact Numbers

The information below was copied on 28 August 2015. The most recent list is
available from Share@UNMC Emergency Contact Numbers.

8 | The University of

Nottingham

UNITED KINGDOM - CHINA - MALAYSIA

EMERGENCY CONTACT NUMBER

Public and Private Emergency Assistance Telephone Number

No Organization Telephone Number
1 Security and Safety Office (24h) 03 - 8924 8777
2 In-house Clinic Reception Counter (9am-4pm) 03 - 8924 8089
3 In-house Clinic Doctor (9am-4pm) 03 - 8924 8090

No Organization Telephone Number
1 KPJ Health Care (24h) 03 - 8769 2999

2 Ambulance Emergency Line by St. John (24h) 03 - 3371 5005

3 Mahamas Ambulance (24h) 03 - 4024 9099

4 Poliklinik An-Nisa Semenyih (24h) 03 - 8724 7585
No Organization Telephone Number
1 Local Authority Emergency Number Mobile Phone (24h) 112 /999

2 Pondok Polis Komuniti Taman Tasik Semenyih (9am-5pm) 03 - 8731 2841

3 Polis Semenyih (9am-5pm) 03 - 8723 8222
4 Polis Kajang (24h) 03 - 8736 2222
5 Clinic Semenyih (9am-4pm) 03 - 8723 8355
6 Clinic Kajang (9am-4pm) 03 - 8739 5764
7 Hospital Kajang (24h) 03 - 8913 3333/3399/
3339
8 Fire & Rescue Dept. Kajang (24h) 03 - 8736 4444
9 Fire & Rescue Dept. Bangi (24h) 03 - 8925 4444



https://share.nottingham.edu.my/safety/Shared%20Documents/Emergency%20Contact%20Number.xlsx?Web=1

Student Support Offices

Potential Students

The Enquiries Centre is located on the ground floor (floor A) of the Trent Building
(A Block). The Malaysian Marketing Student Recruitment Team are based in the
office adjacent to the Enquiries Centre.

Study in Malaysia on the web

(http://www.nottingham.edu.my/Study/Study.aspx). As site for all potential

students.

Current Students

Student Support Office AB15, B floor in the Trent Building
Student Services Centre, HB13, B floor in the Student Association. The Centre is
open Monday-Friday 9.30am-5pm. Staff offer support relating to:

e Student Financial Matters

e Student Registry Matters

e Sponsorship Unit Matters

e International Student Support
e Accommodation Office

e Visa Office

Alumni

Alumni & Donor Relations Office HB11

17
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