COMMUNICATIONS COMMITTEE MINUTES from the October 4, 2005 meeting held in Room 411.

Present: Michael Scott, Paula Zyats, Lucille Houde, Tanya Allen, Debbie McGraw, Pedro Soto and Diane Turner
The meeting began discussion concerning the Committee Directory form.  This form will be distributed to all AUL’s to fill out concerning existing committees in their areas.  Debbie will present this to LMC with a deadline date for the end of October.  The form will encompass all committees, working groups, councils and cross-departmental groups and subcommittees.  Information to be included is:  


Name of Committee


Charge


Membership


Duration of Commitment


How membership is appointed


How often Committee meets


Web address

There will be a link to the Committees page from the chart which will show all committees, task forces, etc.  Alice will send a note to YULIB concerning this.

The arrival of new employees was our next agenda topic.  Debbie handed out the New Employee Checklist for the Business Office.  This helps the library prepare a netid, computer accounts, phone, etc. prior to new staff arrival.  Several members of the Communication Committee will prepare a draft of the Checklist for Supervisors.  This will ensure that all departments have been notified of the arrival dates for new staff and to ensure that all accounts have been set-up.  This will be put in a packet for supervisors expecting new employees.  A Termination Checklist  will also be prepared, which will be the reverse of the hiring checklist to make termination prompt and accurate.

We will resume regularly scheduled meetings on Tuesday, November 1, 2005.

