Meeting Minutes, 1/10/06

Communications Committee 

Present:  Pedro Soto, Diane Turner, Michael Scott, Tanya Allen, Amanda Patrick, Paula Zyats.

Orientation Checklist

Pedro distributed copies of the ‘new and improved’ employee orientation checklist for review.  He noted that the Business Office has already seen and agreed to the new list’s information.

Diane suggested calling it a ‘pre-employment’ checklist.

Editing of the document followed, with corrections and suggestions made and approved by all present.  Diane asked where the new Appropriate Use of Workstation Policy should go; it was suggested that it be placed in the section headed ‘Employee Responsibilities’, with a URL.

Pedro noted that when the editing is finished, the final form will go onto the HR page.  Diane suggested that an announcement be sent out at that time, introducing the new form as a product of the Communications Committee, and that the new form replaces the old form.  She then offered that Pedro should attend the upcoming Supervisory Discussion Group meeting on Jan. 12, and distribute the forms to the supervisors for review.  Pedro agreed to attend.

Library Committee Listing

Pedro showed a form that will be the new skeleton outline for information about each of the Library committees.  He explained that the plan is for Michael Colavolpe to maintain the listings in a database.

Diane asked how many committees had responded; Pedro has information from 86 so far, with no duplicates.

Employee leaving form

Pedro noted that the Committee will address the Leaving form after the Orientation (Pre-Employment) form is finished.

The meeting was adjourned.

Next meeting:  January 31, 2006

