 Arts & Sciences Key Users Group 
Agenda

Tuesday, September 11, 2018 9:00-11:00
Bayard Sharp Hall
Announcements:

Dean’s Office Changes

Dean – John Pelesko

Deputy Dean – currently vacant

Associate Dean, Natural Sciences – Murray Johnston

Associate Dean, Arts – Suzanne Burton

Interim Sr. Business Officer – Dee Smith ext. 4104

Interim Director, Finance & Analytics – Alison Yerger

Chief of Staff – Katie Meier (continues as Dir, Communications until further notice)
HR Manager – Janna Chavis

Director, College Facilities Planning – Juan Viera
Dean Pelesko is scheduling meeting with staff in our college.  I encourage you to attend when invited. He wants to hear your feedback.
Discussion Items:
Budget Calendar & Budget Update


No been loaded to date. Expect to see those loaded before end of budgets have September. There are no substantive change to the budget template.
Supervisor Table 


Dean’s Office processed changes to the supervisor table to reflect changes in the Dean’s Office as well as update any changes to the Chair.  Please review the supervisor table to be sure we did not over-write any of your changes.  
Chair/Dean roles on supervisor table


Chair – Chairperson


Chair Alternate – should be someone in the department (not the Associate Dean)


Dean/VP – Associate Dean for the portfolio


Dean/VP alternate – John Pelesko

Timekeepers

We expect to see at least one alternate for time keeper on the supervisor table. If you do not have an alternate, please add one. If you need assistance in providing an alternate, please work with your analyst to identify someone in Dean’s Office to be the alternate.

Descriptions – please be sure to begin your description with your department name.  

ex. Biology Grad Students

Faculty Supervisor

ALL faculty should show the Chair as their supervisor. You may send forms to the alternates, but web views should show that the chair is their supervisor.  Final approvers should be on those supervisor codes.  Please select Janna Chavis, HR Manager first, Dee Smith as alternate 
Staff Search Procedures


No Request to Recruit (RTR) forms should be processed before you have been authorized to do so.  Please refer to CAS Recruitment Process (Staff) document (attached) for detailed instructions

Faculty Search Procedures

These procedures are in transition with the new system.  They will be reworked over the coming year. In the meantime, the documents included below can serve as a guide. Bottom line, do not start a faculty RTR until Dee Smith gives you a position# to use.

Next Meeting: TBD (October?)
