Communication Committee: Meeting February 7, 2006

In Attendance: Michael Scott, Michael Colavolpe, Amanda Patrick, Amelia Prostano, Diane Turner, Paula Zyats, Pedro Soto & Sharon Tarascio

3:00pm – Meeting Open

Agenda 1: Review of New Employee Checklist

Pedro mentioned that both he and Diane visited with the supervisory discussion group and provided them with a copy of the revamped New Employee Checklist. There were some follow up questions from that meeting.

Does LHR contact new employees or is the hiring supervisor responsible for that?
Diane: LHR is in regular contact with the new employee from the moment the offer is made. It is nice to establish a relationship prior to the new employees’ arrival to campus.

Which department does the hiring supervisor contact for specific request?

Pedro: Library Business Office and we’ve updated the form to include that in there.

Pedro sent around a draft of the PR announcement for the new checklist. He would like comments emailed to him and will make the formal announcement on Monday Feb 13th.

Agenda 2: Library Committee Directory Page

Pedro informed Michael C. that he will be maintaining the website.

Diane indicated that LMC is keenly interested in reviewing the final list prior to going live to avoid duplications and to look at streamlining the list.

Agenda 3: Employee Exit Checklist

There are currently three forms in use. First step is to contact all parties involved to seek their input. This includes the LBO, Security, WWDS and LHR. It would be nice to have one form. 

Agenda 4: Staff Front Door 

Pedro indicated that the staff front door is currently 3 years old and that this would be a good opportunity to revamp the site. He would like 2 volunteers to join him with the update. Diane asked what was PIC’s role with regard to the staff front door. Pedro indicated that PIC mainly controls the main library’s site but he would consult with the group as to what needs to be included on the staff front page. Amanda and Michael C. graciously volunteered.

Closing Comments:

Pedro: Communications Cmte. Suggestion box has not been active. 

Diane asked the committee to start thinking about organizing another Committee Fair Day. This has been tabled as an agenda item for our next meeting.

Meeting Close 4:00pm

