Minutes of June 30, 2003, Law School Room 124

Communications Committee

Attendance:
Shirley Amstrong-Thimas, Jenn Buell (Recorder), Mary Caldera (Chair), Mark Engsberg, Mark Gentry, Tania Grant, Jeffry Larson, Maureen Malone-Jones, Pamela Mouzon, Kevin Pacelli, Dana Peterman, Roberta Pilette, Karen Reardon, Kate Reynolds, Diane Young Turner, Fay Kandarian

Absent: 
Pearlene Ford, Teresa Mensz

· New member, Karen Reardon, introduced herself to the group.

· Mary opened with a review of the minutes from the last meeting and the meeting purpose.

· Diane explained that Karen Reardon and Andrew Gray are working with her on the Communication Committee (CC) Web site.  Diane invited suggestions on how to let people know about the CC and its Web site.  The group came up with:

· Have the committee chair e-mail the list to Yulib-l

· Announce the Web site in the Library Management Council (LMC) meeting

· Create a link under “communication” on the staff Web site front door.

· Post colorful fliers and bulletins in all libraries

· Introduce the CC expectations in the new staff orientation beginning on August 28th, 2003

· Bobbie and Diane gave a report on what was discussed at LMC.  This included:

· Ken Crilly is working with the Microcosm Group for feedback from supervisors

· Agreed that security guards and those in shipping should have access to e-mail

· Ann Okerson is working with the Staff Training and Organizational Development (STOD) committee with regard to a language bank listing staff fluency in languages other than English and a list of skills that employees have (e.g. Word, PowerPoint).

· An employee skill assessment 

· Microcosm will cease to exist around December or January 

· LMC will participate in another Focus Forward around September or October

· Fay distributed and went over the CC purpose statement draft and asked for comments, questions and/or revisions.  Fay explained that the purpose statement reflects the notion that CC recommends products (e.g. calendars, news letters) and creates processes (e.g. checklists, sample meetings).

· Dana brought up the fact that when someone is sending an “anonymous” comment or suggestion for the electronic box that it is not really anonymous and that perhaps this may deter people from giving comments.  It was also mentioned that perhaps those who do send comments should be notified in some way that their comment was received.  A discussion about who should actually be in charge of following through with those comments also arose.   Fay noted that this was an important issue and wanted to give it more consideration at a later meeting.

· Fay distributed and then read through the charge, goals and actions for the committee based upon group work completed from the last meeting.  Upon finishing she asked for the group’s input on what they liked, what should be changed, etc. 

· The committee took a brief look at all of the departments within the library system that will need to be informed of the work of the committee.

· Fay then went over the High Performance Organization (HPO) questions related to communication, the CC’s work and responsibilities listing and the action planning worksheet with the committee to help CC look at possible ways to evaluate its effectiveness in the future. 

· Next Steps:

· Bobbie will talk to LMC members about Clerical and Technical (C&T) staff and their email use (or lack thereof).

· Mark, Jenn and Diane will work on fliers/bulletins for distribution.

· Jeffry and Kevin will talk with Bernadette Cioffi about the inclusion of communications norms in the new employee orientation for library staff scheduled for August 28th.

· Fay will rewrite CC’s vision with edits gathered from the committee.

· Jenn will send around a reminder of the meetings dates and places for the rest of the summer.

· Everyone should email Bobbie with the departments they would like to be responsible for communicating to.  Bobbie will insert as much as she can into a spreadsheet and the remaining slots will be discussed and filled at the next meeting.

· Everyone should think about what area of the CC responsibility listing they would like to work on.  Those areas include:

· Product Advisement

· Process Creation

· Measurements Systems

· Committee Processes

· Next meeting will be Monday, July 14th from 8:30-11 in LS Room 110.

· Meeting adjourned 11:05 a.m.

