FISCAL SERVICES DIVISION COUNCIL MEETING

TUESDAY, SEPTEMBER 18, 2001

1. Meeting was opened at 10:45 a.m. by Gary.  Minutes of August 21 were accepted with two corrections: 4. staff must be at ECC for one year before being eligible to work on a flex schedule; 6. cafeteria hours are 7 a.m. to 7 p.m. Monday through Thursday, 7 a.m. to 2 p.m. on Friday.

2.  
Safety Report Topic

There was no presentation, safety reports will be posted.  Sign-off sheets are to be completed for each month’s report.

3.
Committee Reports
 There were no committee reports.

4. Other

There was no update on security, no information has been received.  The group discussed possible measures to increase security:


Sign in at the front desk


Help from Avis in Job Placement to man the reception desk


Need help for people waiting at desk when no one knows they are there


“Buzz in” people


Need someone always at the front desk; who is responsible to be sure someone is there?


When short of help, no one to relieve at lunch times


To whom do the casuals report?

Internal structure guidelines, part-timers leave whenever they feel like it, no one is responsible


Have someone capable of handling assignments

Janice should be responsible to supervise more closely for part-time staff hours and regular schedule


Who is back-up person to Janice to oversee part-timers?



Be able to plan for absences rather than having student help/casuals leave at their own times

What are standards/expectations of casuals, what are duties?  Should they do personal work such as homework at the desk?  Set standards/expectations.


What kind of plan is in place when casuals do not come in?


Post sign:  Authorized Accounting Personnel Only

Sign on door between cashiers and accounting areas, cut the door in half to make Dutch door?

Prepare a strong statement to the effect that everyone met, agreed, and voted re what action should be taken about reception area:



Manned at all times



Look at standards for part timers



Write up as petition



Action to be taken by management before next division council meeting

A motion was made to make a statement on matters that have security and safety reasons a person should be at the reception desk at all times; prepare a sign:  ACCOUNTING PERSONNEL ONLY; director should be responsible to set standards and expectations of casual workers.  Motion was seconded and approved unanimously.

5. Holidays

Tree tradition is that the new people decorate the office Christmas tree

Gay’s house is available for the office party


Have a Halloween party?  Dress in costume?  Bring food, decorate areas!

6.
Other

Momi has resigned as the birthday lunch chair, opportunity for others.  Does everyone want to continue with birthday lunches?  Consider catering by cafeteria?  Reserve a cafeteria room, catering to lounge?  Marie will get costs that would be involved.  The topic is still open for suggestions.

The subject was raised of communication within the office.  Changes or decisions that affect any staff should be shared with everyone involved, including problems that have a need to be addressed and information to be disseminated.

Regarding communication, concerns about the old computer room were raised.  Will it remain a storage room, how soon can boxes for storage be added?  Corey has advised that the warehouse is only keeping State-mandated storage, not office storage of old files.  What is the status? It was suggested that this is an issue for the area council more than a division issue.  Where will the office supplies/paper be stored?


Will microfiche of records be available again?  It is felt that this should be a budget priority.

7. 
Agenda Development – October 16

Halloween party reminders


Christmas holidays planning


Unit meetings – start holding again?  Important to communication.

8.
The meeting closed at 11:30 a.m.  Marie will chair the October 16 meeting.

