University of Nevada, Reno Network Meeting

JTSU Auditorium
June 4, 2008
9:00 am to 10:35 pm
MINUTES

1. Introductions:  Jasia Beehler is new to the office of Alumni Relations. Jo Ann Hiestand-Brumit, new to the Orvis School of Nursing. And Amber Holm is new to College of Science Dean’s Office.
2. Carole Anderson- PD&T: Carole started off the meeting with some WIMBA live classroom information. She covered how WIMBA works for those offsite and how we need to ask questions into the microphone.
3. Greg Gardella-TLT: TLT has 150 classrooms to service. 100 of them are SMART classrooms. They converted the auditorium that we are in to a SMART classroom. The room used to have more feedback when using audio. It’s a 100 feet from the front screen so 6 other screens were added in the middle. The concrete poles were a challenge. There are 320 fixed seats and wheelchair access. There is a challenge with the restrooms and they need to be ADA compliant. The new room does seem intimidating but it’s just like the other SMART classrooms on campus. The chairs turn all the way around. They are very comfortable. Dual computers correspond with the screens. There is also a control system on each side, with a document camera. For any TLT questions call Greg Gardella, 784-6085 or greg@unr.edu 

Scheduling the room is done through scheduling services.
 The Davis Academy is still under instruction.
4. Lucy Walker & Brandon Stewart-Nevada News & Blue Kit: Brandon and Lucy’s office is a unit within the President’s office.

· Nevada News: The site has been redesigned and now runs on a new, more flexible content management system. Contact Brandon Stewart if you are interested in pursuing a news feed for your unit/department.
· Events@Nevada: The University events calendar has a new design but is still in the process of implementing a new content management system. The event submission button is now more prominent and includes examples of good submissions. More updates to come.

· The Silver & Blue Kit: This site is designed to be a self –service site for communications and marketing needs, including logo downloads and how-to guides. It is located at www.unr.edu/silverandbluekit http://www.unr.edu/silverandbluekit
· New Web Stuff: Digital Initiatives has launched a blog that shows all of the new web initiatives occurring in the department. It is located at http://blogs.unr.edu 

· Graphic Standards: The latest version of the Graphic Standards manual will be released soon. It includes guidelines on how to use the University logo and other issues relating to graphic consistency across the University.
· Homepage redesign: Digital initiatives will be redesigning the University homepage over the summer. Watch http://newwebstuff.blogs.unr.edu/ for updates and provide feedback.

Lucy brought the release form, be sure to use the “Print Release” form for printing orders over $50.00. We have 2 vendors for the University stationary (letterhead, envelopes, mailing labels, nametags) Barker and Intraform are online. Check the www.unr.edu/bluekit for the graphics standards manual and printing information. Always use the new “N” we want to be consistent on campus and seen as one institution. Now available are one sided vertical and horizontal business cards for $55.50, as well as new letterhead format and nametag. Graphic standards will be posted on Monday.

· Blue Kit

· Digital Initiatives 

· Web Editor

· Graphics

· Printing

· Print Releases

· Top Level Web Site

· UNR Home Page 
· Digital Initiatives Blog

· Updates to graphic ID.

· Ideas for your site.  
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5. Carole Anderson- PD&T: (Updates!) NPOD- has been renewed. PD&T will offer brown bags, one a month! Look for tips in the PD&T newsletter. 

6. Kim Beers-Faculty HR-e-Search: Kim gave a brief demonstration on how to mail merge in office 2007.
· Mailings

· Start mail merge

· Wizard

· DIVERSITY OUTREACH:  On the Professional/Faculty Search Process webpage there is a link for a new file that you can use to create a mail merge to Hispanic-Serving Institutions (producing masters and doctoral degrees) and Historically Black Colleges and Universities.  Just add a generic heading “Attention:  Department of ____________” and the addresses from the file to create a distribution list specifically targeting under-represented groups. http://www.unr.edu/vpaf/hr/employment/advertising.html 

· When you complete a faculty search, attach copies of your ads. Print to Microsoft flashpaper.

1. Pull up file.

2. Print.

3. Select “Microsoft flashpaper” from printer list.

4. Save document as PDF.

7. Donnie Andrews-Faculty HR: Cut off reminders June 5 and July 3.

Faculty New Hire Checklist has been updated…again. Make sure to use the most recent. The New Hire Checklist is not only the list HR Liaisons use to ensure all paperwork had been done and sent to HR. It is also our guide for what should be in each personnel file. As such I put resume/CV back in. Also, previously in an effort to streamline the checklist for you we accidentally took the SSA-1945 out.

Overload calculations for 2008-2009 are going to be yuckie. ( Overloads will be calculated by using the current base at the time the overload is performed and divided by 168 days (the total number of days available for OVL in the fiscal year) to obtain the daily rate.
For example; to figure the daily rate for OVL days in July, August, and December use the fall base which doesn’t include merit. If the fall base is $84,000 it would be divided by 168 days making the daily rate $500.

If this individual is entitled to receive $2000 in merit the spring base will be $86,000. Divide $86,000 by 168 and the daily rate is $511.905 which is then rounded to $511.91.

It was asked which checklist should be used since there are two checklists. The one inside the new hire packet is the employee checklist and only lists documents the employee needs to complete and return. The checklist HR needs is the one with the link on the forms page.

8. Olavo Kluft (Ollie) CIS: CAIS is in the middle of big changes. Ollie is rewriting the program. Current version: https://cis.unr.edu/caisloginvs8/caisloginvrs2aspx. Ollie is working on the custom inquires part.

New version demo: https://citestnode1.unr.edu/caisloginv8/CAISloginvrs2.aspx.

The new version will look different but in a good way. It will be just as easy to use and efficient. Ollie is looking for feedback on this section of CAIS (Custom Inquiries) if you have suggestions would you please email Ollie, but add in your subject line that it’s regarding CAIS, his email is olavok@unr.edu  someone asked if you can see other departments when running these reports. NO, you will only see your department.

9. Nancy Durano-CIS-CAIS: Nancy announced that she was giving us a heads up for deploying the new financial balance sheet accounts in CAIS.

10. Tim McFarling-Faculty HR: Administrative Manual updates.
2,590 Documents Needed for New Academic and Administrative Appointments:

HR will attempt to verify academic credentials upon receipt of hiring documents. If the academic credentials cannot be verified, HR will notify the faculty member that an official transcript of their highest degree must be submitted within 30 days of the faculty member’s first day of employment.

2,305 Faculty Leave Without Pay:

Faculty on a 12-month “A” contract appointment who take an approved leave of absence without pay shall be entitled to use accumulated annual leave, with prior approval of the supervisor or other appropriate administrative officer, before going into unpaid status; however, the faculty member shall not be paid a lump sum for any unused accumulated annual leave before going into unpaid status. Annual leave cannot be earned while on leave without pay.

If an academic or administrative faculty member is absent from work without authorized leave, as defined in the Board of Regents Handbook Title 4, Chapter 3, Section 39, the absence must be charges as unauthorized leave without pay.

2,676 Leave Records:
Each unit must have a designated leave keeper. Leave records must be maintained in a secure location, separate from other employee files. Access to leave records is limited to the leave keeper, the supervisor and the appointing authority. The employee may review his/her leave record upon request. The unit leave keeper may not record or track the leave of their immediate supervisor.

11. John Sagebiel- Environmental Health & Safety: Green Initiative and promoting green issues on campus big and small. When you can, please use recycled products. Campus facilities picks up everything, it used to be an off campus entity but it is now on campus. If you have big shredding jobs please contact Facilities at 784-8020. They don’t have a policy in place for confidentiality when shredding, but you can certainly send ideas and/or watch the project being shredded. Recycling is a major effort on campus. Both environmentally good and money saving.
ACUPCC Overview:

President Glick signed in Spring 2007, Tasks:

1. Establish a structure to address our emissions.

2. Take interim steps-tangible actions.

3. Report a complete greenhouse gas inventory.

4. Develop a plan to become climate neutral.

UNR’s Actions 
· Establish a policy that all new campus construction will be built to at least the U.S. Green Building Council’s LEED silver standard or equivalent. (This is already in place.)
· Adopt an energy-efficient appliance purchasing policy requiring purchase of new ENEGRY STAR certified products in all areas for which such ratings exist. (Completed)
· Encourage use of and provide access to public transportation for all faculty, staff, students and visitors at our institution. Discounted bus pass, carpool stickers, bike lockers support sierra spirit bus.

· Participate in the Waste Minimization component of the national RecycleMania competition, and adopt 3 or more associated measures to reduce waste. 
· In place and improving.
· Key things we recycle: Office paper, cardboard and beverage containers. Paper goes in large rolling “toters”. Cardboard get’s flattened and behind the toter (call if you have a lot.) Bottles go in the bins for plastic.
   Other stuff they recycle.

· Electronic waste (“e-waste”)-computers, cell phones, printers, faxes, etc…

· Fluorescent light tubes and ballasts

· Metals (e.g. pipe and wire)

· Used motor oil (and other oils)

· Used auto anti-freeze

· Cooking oil goes to biodiesel

· Batteries

For more information about recycling and waste removal go to the EH&S website or         call 784-8020
      http://www.ehs.unr.edu/website/
