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%UCI Bowling Green State University 360 Student Services Building
D:: Bowding Green, Ohio 43403-0144
@7 ) Office: (419) 372-2356
Fax: (419) 372-9847

TO: Ann Bowers, Chair

FROM: Amy O’Donﬂe i‘,\Chzu'r, Internal Affairs Ad Hoc Committee
RE: Mentor/Mentee Relationship

May 6, 1993

The Internal Affairs Ad Hoc Committee would like to include in its orientation binder, a
description of the proposed Mentor/Mentee program. I'm assuming this is an issue which
needs (o be discussed in executive committee and council. Below is a description of the way
I see the program developing. Please let me know what the next step is. Thanks!

Mentor/Mentee Relationship

Making the transition into a new culture, environment, or organization can be stressful.
Being elected o the Administrative Staff Council (ASC), albeit an honor, presents the newly
elected member with a list challenges ranging from finding time to squeeze in another
monthly meeting, to learning the mission of the group, to assimilating into the culture of the
Council. The implementation of a Mentor/Mentee program would help alleviate some of
those transitional issues. The f{irst year of employment in an organization is often considered
a year of training, formally and informally, A mentor/mentee program would provide the
new member with a colleague who can address the formal and informal structure and
communication of ASC.

Suggestions
Develop a pool of ASC members who would be willing to serve as mentees.
Assign veteran ASC members (0 new members.

Contact the new member and initiate a series of meetings designed to familiarize the new
member with the Council.

Review: the Orientation packet, the informal communication/relationships, observations of
ASC’s effectiveness, climate for ASC on campus, efc...

Go to lunch with the new member three o four times, Sit with him or her at a few meetings
in order to explain the meeting process.
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BOWlillg Green State UHiV’GI’Si[y Beavling ‘Sreen, Chis 43403-0373

August 17, 1993

MEMORANDUM
TO: Amy O’Donnell, Chair
ASC Ad Hoc Internal Affairs Committee
FROM: Beverly Stearns, Secretary |7 u"f»ﬂo-
e By
RE: New ASC Members/ASC Orientation Handbook

Recently, two new members joined Administrative Staff Council to replace Greg Ross
and Allen Zink, who resigned from the University. Jack Taylor, Multicultural Affairs
replaces Greg Ross and his term expires in 1996, Melissa Firestone, Public Relations
replaces Allen Zink and her term expires in 1995,

If T remember our committee discussions regarding procedures for providing the ASC
Orientation Handbook to new members, the Secretary identifies new members to the
committee chair, and the committee distributes the handbooks? If my recollection is
correct, please consider this notification as such; if not, please advise.

Thanks!

c / G. Jordan, Chair
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Administrative Siaif Council

QDUG Bowling Green State University Bowling Green, Ohio 43402-0373
DRAFT MEMO

To newly elected representatives to the Administrative Staff Council:

Congratulations on your recent elections by your constituents to the
Administrative Staff Council! On behalf of the Executive Committee and
the rest of ASC, I would like to take this opportunity to welcome vou to the
1993-94 Administrative Staff Council. As ASC enters its second decade of
representing the needs of the administrative staff in matters of welfare,
professional development and institutional policy, our role as the elected
representatives becomes an ever increasing responsibility and challenge.

I would like to invite you to become an active participant in the business
that is conducted by ASC. There are numerous opportunities to become
involved, through the monthly meeting, committee meetings and keeping
an open line of communication to those constituents in your network. You
will be challenged to balance the responsibilities within your position as an
employee of BGSU and the time it will take to be an effective member of
ASC. I am confident that you will soon discover that the rewards will be
satisfying, in that you will meet other administrative staff members, as
well as have input and better understanding of the administration of our
university.

This handbook that has been developed will help assist you in learning
more about the Administrative Staff Council. Please feel free to contact
myself or any of the members of the Executive Committee if you have any
questions or comments. Ilook forward to the opportunity to serve with you
this year. Good luck!!

Sincerely,

4 .
) Greg Jordan
4, Chair
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Weloome s ASC

Congratulations and welcome to the
1993-94 Administrative Staff Council. As ASC
enters its second decade of representing the
needs of administrative staff in matters of
welfare, professional development and
institutional policy, our role as elected
representatives bacomes an increasing
responsibility and challenge.

I would like to invite you to become an
active participant in ASC. There are numerous
opportunities to become involved through
monthly meetings, committee participation and
keeping open the lines of communication to
your constituents. I would also challenge you
to take the time to get to know your colleagues
on Council to gain a better overall
understanding of the administration of our
University.

This handbook will assist you in learning a
little more about Administrative Staff Council.
Please feel free to contact me or any members
of the Executive Committee if you have any
questions or comuents. I ook forward to
serving with you this year. Good luck and
enjoy!

Greg Jordan
Chair, ASC

ASC Mission

The purpose of the Administrative Staff
Council shall be to support the mission of
Bowling Green Stale University through
representing administrative staff members by
promoting their general welfare, seeking
professional development cpportunities,
maintaining communication among staff
members, and reviewing, initiating, and
making recommendations on institutional
policies.

ASC: Whko We Are

Culturally diverse
Dynamic
Fun
Articulate
Educated
Professional
Concerned
Inquisitive
Talented
Energelic
Dedicated
Responsible
Respected
Friendly
Curious

Awesome
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In May 1982, a group of contract staff met
informally to explore the possibility of forming
a representative group to “assess and evpress
the needs and concerns of all contract staff
members here at BGSU.” Staff members
present at the meeting unanimously passed a
motion to form an ad hoc steering committee
to investigate and propose an ongoing,
permanent organizational structure. Members
of the founding group communicated the
motion on June 24, 1982, in a letter to Dr. Paul

Olscamp, President:

Recognizing the need to
establish a representative
group (o sérve as an advacate
of contract staff interests and
concerns, we move that an ad
hoc committee be established
to explore and propose an
ongoing organizational
structure through which this
purpose can be fulfilled.

All contract staff received a charter for voting
in Qtober 1952, and by November, the first
elections were held. Communication
continued throughout this process between
contract staff and President Olscamp, still
president at Western Washington University.

By the beginning of the following year, the
group organized as the Administrative Staff
Council (ASC), developed a charter, began
working on bylaws, and convened a special
meeting on February 1, 1983 to discuss
unexpectedly an issue regarding a PERS
pick-up proposal. The standard-was set in

March 1983 for meetings to take place on the
first Thursday of every month, from 1:00 to
2:20 p.m. The Ferrari Award Committee, Merit
Committee, Bylaws Committee, Professional
Development Committee, and Handbook
Revision Committee (later changed to
Personnel Welfare Committee) were
established at this meeting. Executive
Commilttee meetings were set for the second
and fourth Tuesdays of the month during the
lunch hour. The first guest speaker was Dr.
Paul Olscamp at the May 1982 meating, a
tradition that has continued ¢ach year in the
fall.

In August 1953, ASC Leld its first opening
day reception. Monies remaining from
contributions to fund the reception were used
to create an ASC foundation account. The
Professional Development Commiltee began to
sponsor warkshops during the first year and
later added a luncheon workshop series.
Funds for professional development were
added to the ASC budget in the 1989-9) year.

Dr. Suzanne Crawford received the first
Ferrari Award established in the name of Dr.
M. Ferrari, recognizing cutstanding university
leaderskip. The award was presented to Dr.

Crawford in the form of an original work of art
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by a BGSU faculty member. Funding for the
Ferrari Award was appropriated from the ASC
operating budget until 1991, when the Council
campaigned to endow the award. During fall
semester 1992, the award was changed from
original artwork to a cash award of $1, to
be funded subsequently through the Vice
President of Academic Affairs area.

In September 1983, Council passed a
resolution requesting that discussion be
initiated with President Qlscamp regarding
ASC representation on the University Board of
Trustees. ASC Chair, Gregg DeCrane, serving
his second term, began attending the Board
committee meetings and full Eoard meetings
as an ASC representative in the fall of 19%).

Enthusiastic Council members generated
strong interest in establishing an
Administrative Staff Scholarship late in 1934,
The initial goal was to establish a pledge
program and award a student scholarship in
1930, from the endowment of $5,0(i} at that
time. The scholarship/pledge program was
the first of its kind on campus, and the concept
has been borrowead since by other groups. The
goal of $5,00) was reached, and the first
scholarship was awarded during the 1985-36
year. Currently, this growing endowment
exceeds $26,(00.

ASC recognized the importance of
providing more opportunities for
administrative staff members to socialize with
each other. In January 1990, ASC held its first
winter reception. GASP (Gathering of

Administrative Staff Personnel) meetings were
held during the evenings of the ASC meetings.
These gatherings discontinued because
attendance gradually declined. Council
members are investigating other opportunities

for social interaction.

Since 1982, ASC has dealt with many
issues, hosted many interesting guest speakers
and gained representation on all university
standing committees. In the first ten years
Administrative Staff Council has grown into
an effective and well respected constituent

group.

Several issues, however, remain
unaddressed. In the spring of 1993 the
Executive Committee developed a long-range
plan for approaching these issues in the
Counvil’s second decade. If the pastis a
prologue to the future, the next ten years will
be even more challenging and exciting for
ASC.
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Since 1982, ASC has aszessed the needs of
its constituents, acted on their concerns,
encountered challenges from all levels of the
University and community, and has been
successful at developing a list of
accomplishments for which it can b2 proud.
Most notably, ASC has:

o  Addressed and taken a stance on

several controversial issues

* Hosted interesting and insightful
speakers

* Raised the number of vacation days
from 20 to 22

*  Achieved representation on the Board

of Trustees

*  Sent resolutions to the state regarding

funding inequities to higher education

* Encouraged and implemented
representation from the Firelands

campus

¢ Introduced the idea and was awarded
two days of personal leave for

administrative staff

¢ Lowered the waiting period for
dependent fee waivers {rom five to
three years of employment

»  Served on constituent conunittees,
such as the Health Care Task Force, to
ensure adequate representation of
administrative staff concerns on

critical issues

While this list is not exhaustive, it reflects
the efforts of a conscientious organization
dedicated to meeting the needs of
administrators, and ultimately, all members of
the Bowling Green State University

community.

j[o]
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Regular Council meetings are held on the
first Thursday of every month during the
academic year, and as needed in the summer,
from 1:30 p.n. to 3:00 p.m. Council members
are informed of the date, time, and location of
each of these meetings through a
comprehensive list of meetings provided by
the Secretary. In addition, minutes of the
previous month's meeting are distributed to all
administrative staff at least two weeks prior to
the meeting. If you are unable to attend a
meeting, you may designate an alternate from
your vice presidential or presidential area to
attend in your place. N Council member may
have an alternate attend more than three

meetings per year.

ASC meetings are generally an
hour-and-a-half in length and follow Rabert's
Rules of Qrder, Newly Revised, on parliamentary
procedure. Meetings are convened by the
Chair, who calls the meeting to order.
Following approval of the minutes, the Chair,
Chair-Elect, and Secretary each give their
reports. If there is a guest speaker, s/he
typically addresses the Council and any
questions, prior to the officer reports. The
Chair then leads the Council through the
agenda by soliciting reports from each
committee. Prior to adjpurnment, each
representative is allowed the opportunity to
participate in "For the Good of the Order," an
activity which allows each member to update
the Council on activities in their area or

department.

]

ASC Bythus

The governing rules by which the
Administrative Staff Council operates are
called the bylaws. The Amendments
Committee is responsible for initiating or
accepting suggestions for changes to the
bylaws. The bylaws serve as an excellent
resource for clarifying questions about the
election process, meeting structure, and
committee work. If changes in the bylaws are
recommended, they must be approved by a
three-fourths (3/4) vote of the members
present at the Council meeting where the
amendments are discussed. The ASC bylaws
are listed in your Administralive Staff Handbook.
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Each year, following the election of ASC
representatives, the Election Committee
requests nominess for officers from the
Executive Committee and the general
administrative staff via public notice in The
Monitor. The entire administrative staff votes
for the three positions of Chair, Chair-Elect,
and Secretary.

Chair

The Chair serves a one-year term. This
position carries with it extensive
responsibilities which include: presiding at
and preparing agendas for monthly Council
and all Executive Committee meetings;
representing the Administrative Staff Council
at appropriate meetings including the Poard of
Trustees committee and full board meetings;
appointing, with Executive Committes
approval, chairs of ASC committees and
overseeing committee progress; with
assistance from the Chair-Elect, submitting the
annual budget request; appointing a liaison for
the Classified Staff Council and for the Faculty
Senate; and preparing, with the Executive
Committee, an annual summary of activities

and accomplishments.

Chair-Elect

The Chair-Elect maintains the budget for
ASC. 5/he assumes all responsibilities of the
Chair in case of the Chair's absznce or
resignation. The Chair-Elzct accepts Chair
responsibilities with the passing of the gavel at
the end of the June meeting, when all newly
elected and oulgoing ASC representatives are

present.

Secretary

The Secretary maintains accurate minutes
of all Council and Executive Committee
meetings and ensures that they are distributed
to all administrative staff members. The
Sccretary assists with correspondence, records
and attendance, chairs the Elections
Committee, distributes ballots and maintains

election eligibility and voting records.

3
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Administrative Staff Council members are
committed to service and excellence at
Bowling Green State University. Election to
Administrative Staff Council is an honor
among peers and carries with it responsibilities
and obligations as follows:

¢ Attend all ASC meetings

e Participate on ASC standing or ad hoc
committees

* Tarticipate on Universily standing
committees by election or appointment

¢ Contact and get to know your
constituent group at the beginning of

the year

¢ Inform your constituent group of
issues involving administrative staff in
a timely fashion by phone or memo

* Poll your constituent group about
issues which will be voted on at ASC

meetings

* Contact new constituents personally to
welcome her/him to the University,
explain the role of ASC and that of
being a Council member

* Represent views of administrative staff

in the public arena

» Participate in policy making at
Bowling Green State University

/13

ASC Mentor/ Wentee Pﬁcym/x

Eeing elected to Administrative Staff
Council, albeit an honor, presents the newly
elected member with a list of challenges
ranging from finding time to squeeze in
another monthly meeting, to learning the
mission of the group, to assimilating into the
culture of the Council. To help with this
transition, ASC has developed the
Mentor/Mentee Program. As a participant in
this program, a current ASC member will

5 serve as a mentor to you by participating with

you in activities such as meeting for lunch or
sitting with you at Council meetings to
enhance your understanding of the formal and
infermal structure of the group. If you are
interested in taking part inthe Mentar/Mentee
program, contact Amy O’Donnell chair of the

Internal Affairs Committee.



ASC Compattoes:

Administrative staff members at BGSU are
responsible for promaoting a healthy climate for
learning and professional growth, and for
asserting the leadership and suppaort essential
to enhance the University’s programs and
services. All administrative staff members
should share a sense of working towards a
commaon goal--that of maintaining the high
standards of the University and its mission.

To this end, Administrative Staff Council has
established a committee structure which
allows representatives to promate the needs of

the administrative staff community.

Executive Committee

The ASC Executive Committee acts for the
Administrative Staff Council between
meetings and serves as or designates a liaison
between the Administrative Staff Council and
other governance groups, individuals, and
agencies. Nominations are handled annually
by the Elections Committze who prepares a list
by vice presidential area of those ASC
members eligible for clection to the Executive

Committee.
ASC Standing Committees

The members of ASC standing committees
are ASC members appointed by the Chair.
ASC members are nominated or volunteer to
serve on ASC standing committees. Standing
committees sometimes appoint subcommittees
composed of members from the entire
administrative staff. The duties and
responsibilities of each ASC standing

committees are listed as follows:

3

Elections Committee

This committee is composed of the ASC
Secretary, who serves as its chair, and other
Council members as needed. Duties include
assisting the Secretary in initiating,
conducting, tabulating, and announcing the
results of nominations and elections for both
ASC and appropriate University standing
committees. In addition, this committee
maintains election eligibility and voting
records.

Professional Development Committee

This committee is charged with aiding and
encouraging the professicnal growth and
development of administrative staff. It studies
and recommends action with regard to
professional leaves, continuing education and

recognition of professional achievement.

Personnel Welfare Committee

This committee annually reviews the
Administrative Staff Handbook and studies and
recommends Council action on matters
involving salary, benefits, performance,
evaluation, and policies and pro-edures which
affect the functioning of administrative staff in

their positions.
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Finance Committee

This committee of two members, cne of
whom is the Chair-Elect, prepares annualily
the ASC budget and submiits it to the ASC for
approval prior to its submission to the
University Budget Comrmittee.

Scholarship Committee

This committee administers all aspects of
the administrative staff scholarship program
including advertising, selection and
presentation of the scholarship.

Amendments Committee

This committee both initiates and receives
proposed amendments to the Charter or
Bylaws and reports to the ASC on all propased

amendments.

Ferrari Award Committee

This committee handles all respaonsibilities
associated with the advertisement, selection
and presentation of the annual Ferrari Award.

Salary Committee

This committee compiles comparative data
and makes a salary proposal each year on
behalf of the administrative staff.

University Standing Committees

Administrative staff elected to University
standing committees need not be ASC
representatives and are elected by the entire
administrative staff.

Ad Hoc Committees

ASC ad hoc committees are created by the
Executive Committee which appoints
members who need not be ASC
representatives. After two years, an ASC
ad hoc committee either ceases to function or
becomes a standing committee through the

Amendments Committee.

For more detailed information about
committees, refer to the Pylaws, pages 9-18 of
the Administrative Slaff Handbook.
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Academic Affairs

1994
*  Ann Bowers (Past Chair)
Joyce Kepke

Beverly Stearns (Secretary)
*  Norma Stickler

1995
Marilyn Braatz
Judy Donald
* PatGreen (Chair-Elect)
Susan Hughes
Diane Regan
Dave Stanford
1996
*  Cindy Colvin
Judy Hartley
Gail McRoberts
Earry Pierso
Firelands
1994
Arlene Hazlett
1995
Robert Carlisle
Operations
1994
Dariene Ehmke
*  Bob Waddle
1995
Dan Parratt
1996
Pryan Benner
Planning And Budgeting
1994

*  Teresa McLove

1995
Deb Wells
Rich Zera

1996
Patricia Kania
Duane Whitmire

2-2411
2-8184
2.285A
2-2915

2-7405
2-7876
2-6008
2-2411
2-8542
2-2451

2-2677

2-8242

2-7817

2-7580

832-292

832-29

2-2641

2-8591

2-2171

2-7642
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President’s Area
1994
*  Scot Bressler

1995
Brad Browning

1996
Steve Barr
Ken Kavanagh
Denise Van de Walle

Student Affairs

1995
Jill Carr

*  Greg Jordan (Chair)

*  Amy O'Donnell
Christopher Smitherman
Jeanne Wright

1996
Wayne Colvin
Lauren Mangeli
Greg Ross
Tonia Stewart

University Relations
1994
Virnette House

1995
Judy Pascalis
Allen Zink

1996
*  Patricia Koehler
Marcia S. Latta

* Executive Committee Members

2-2011
2-7431
2-2356
2-2666
2-8302

2-2151
2-7482
2-6858
2-2458

2-2701

2-7031
2-2701
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Administrative Staff Council members or alumni

FROM: ASC Ad Hoc Internal Affairs Committee

RE: Meeting survey

December 1993

In November 1992, several Administrative Staff Council members and former members gathered to discuss long range
planning for Council. One of the results of this planning session was the development of the Internal Affairs Ad Hoe

Committee, whose initial charge was to:

Develop an orientation program/packet for new employees about ASC and for new ASC members, which
included a brief history of ASC

Consider awards for administrative staff, and the potential for developing a reward system that recognizes the
efforts of administrative staff

Examine ways to improve or reconfigure ASC meetings
Create or revitalize opportunities for social interaction outside of ASC meetings

Since our inception, we have developed an Orientation Handbook for new ASC members, assumed operation of BG
Effect, and instituted a mentor/mentee program. Our next task is to examine our meeling structure and make
recommendations for improvement. We are counting on you, an individual who has a vested interest in the operation of
cur group, to provide us with some honest, constructive feedback to the following open-ended questions. Please submit
your responses (o Amy O'Donnell, Career Planning and Placement Services by January 7, 1994.

1. Do you like coming to ASC meetings?
2. Can you suggest ways ASC meétings could be more effective?
3. How would you explain the differenze between the role of Council and the role of Executive Commiittee to a

new member?

4. Is there a better way o develop policies and procedures or discuss issues and make recommendations than the
process now in place? (For example, should everything be discussed by the Executive Committee?)

5. How should "For the Good of the Order" be used?

6. Should more social activities for Council members be planned? Can you suggest any?

16
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Summary of ASC Group Discussion - May 10, 1994

A. Communication and Representation
-Group felt the size and current representation ratio was fine.
Most of the issues that were seen as problems the group felt could
be addressed with orientation and training.
Some of those issues are;
How to bring concerns and issues forward.
What types of concerns and issues can be heard.

It was also felt that much progress had been made with above
concerns since the Orientation Book is in place.

Another suggestion along those same lines was to have a special
meeting for first dme ASC members where the general
functionality of ASC could be addressed.

What representation for Part-time people?

B. Meetings - Format and Function
Breakout sessions like the one on this date were an excellent idea.
1 1/2 Hour Meetings are difficult for some people.
Revise seating arrangement.

C. Social Activities
People do not have enough time. Would rather spend the time on
issues and orientation rather than social events.

Some time (10-15 min.) could be given to socializing before or
after the meetings.

Coffee etc at recent meetings encourages mingling.
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ASC INTERNAL AFFAIRS COMMITTEE
BRAINSTORMING SESSION

Promote the general wefare of administative staff

*Enjoy receptions

*Agenda items/goals. Go off of old ones and maybe brainstorm new ones at
beginning of year. '

eSome people will never have a chance to be a representative to Council--
they don’t know people. Is there a better way to bet people on Council?
Perhaps through committee involvement.

*May need a collective effort to promote participation on ASC. It's
importance is viewed differently by supervisors, especially at evaluation time.

Seek profesional development opportunities

*Need to have a more clear delineation of whose responsiblitiy professional
evelopment is for administrative staff. Is it ASC or Pat Patton? We have no
money. Could the committee serve in an advisory role to Pat.

ePromotion and support of John Moore’s institute.

Maintain communication among staff members

NOTE: For much of the complaining that went on, my group wanted to make
note of the fact that we do do good things on Council.

*Minutes are helful. Perhaps have representatives distribute minutes to own
constituents.

eRepresentative/constituent relationship is two-way street.

o VP areas--not thrilled with the idea of constituents in those areas.

eNeed some leadership assertiveness. Other policitical avenues (“Group is
behind us” attitude when we approach, for example, AD Council)
eLanguage, innuendo for new members is not understood. Need better
introduction to Council.

ePeople should be well-informed through minutes

eIt's hard to hear in meetings.

eRecommend that External Affairs be moved to Professional Development.
eCommittees need to be strong--to allow us to have an active role, especially
if many of us don’t really participate in monthly meetings. Budgets for
committees would be helpful.

*Can we limit number of representatives from an area? It's almost
representation by department. When we vote in elections, we don’t even
know the people we're voting for. (Supported idea of blurbs for all Council
members) Too many people from an office.

eRe-think the way “Good of the Order” is used. No one does it so people just
follow along. Does it have to be at the end of the meeting? Just ask people if
they have anything to contribute instead of going all around the table.

Review, initiate, and make recommendations on institutional policies. )
eDon’t understand why everything goes to Exec. —
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May 24, 1994

Group discussion from ASC meeting of May 5. Members were:
Norma Stickler, Susan Hughes, Tonia Stewart, Pat Koehler

Maintain communication among staff members:
¢ reduce council to 5% of administrative staff--possibly phase in over
2 or 3 years.
¢ have committee members be made up from volunteers of
administrative staff on campus.
* designate a substitute at the beginning of the year and notify the
secretary that this is your substitute so that you are not counted as
absent if your sub comes in your place.
* have ASC members sit off 2 years instead of only 1 year to generate
new blood on council.
e focus on different VP areas each month as part of the 'new business'
* suggestion for a social activity---pizza luncheon or some kind of
luncheon get-together.
¢ PWC to Exec committee--process of routing to Personnel is very poor.
never hear anything back: from Personnel. lack of communication
from Personnel.

Seek. professional development opportunities:
e make job shadowing part of professional development--Professional
Exchange Program. ASC should endorse this.

Review, initiate, and male recormmendations on institutional poliéies:
* more description about Exec council and committees
¢ include more info about committees upon committee signup.
Especially useful for first time ASC members.
* how should we use '‘Good of the Order’? Is it really necessary?
* suggestion for making it easier to bring up other items and concerns:
allow time for discussion after individual committee reports.
* make constituents concerns as part of the agenda.
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Maintain communication among staff members
Suggested topics: ‘Size of Council and representation issues

Current concept of constituents 'IWT\ME% (PR
Good of the order use /
Minutes/agendas sent to all Administrative staff
Beginning of year Orientation--additional ones as
new council members come on
Biographies of candidates running in elections
Meeting space and layout (=T~ ‘SV

Role of Secretary/Elections Committee ~ = G
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Seek professional development opportunities
Suggested topics:  Different ways
Job shadowing
Teleconferencing
Send people to leadership conferences
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_ Review, initiate, and make recommendations on institutional policies
. Suggested topics: Role of Executive Committee
Role of committees - aA- &M@# Ac thﬂ'-éub
Elections Committee
Addressing larger campus issues, i.e. Fall Open
House
No grievance policy for administrative staff



Promote general welfare of administrative staff
Suggested topics: Social activities
PWC-how do they generate their agenda, select
chair
Same people always in leadership positions
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MEMORANDUM
TO: Pat Green, Chair

Administrative Staff Council

FROM: Amy O’Donnell, Chair
Ad Hoc Committee for Internal Affairs

RE: Recommendations for Council
DATE: July 25, 1994

Per our recent conversation, I am forwarding a summary of ideas the Internal
Affairs Committee has been discussing.

* 1. Itis clear that ASC members are disgruntled with the atention Council
receives from Personnel. We recognize that Ann Marie Heldt’s support of
the group a few years ago was unique. However, most people believe our
ideas don’t receive any support outside our ranks. We’d like to see Pat
Patton attend our meetings. Perhaps she could lend some insight on the
issues we pursue. We would also like to see VP Martin at least two times
throughout the year. Maybe he would have a better understanding as to
our goals, as well as perspective on why our efforts seem to fall short of Ad
Council support.

* 2. We would like to make immediate changes in the way “For the Good of
the Order” is handled. If people have nothing to share, why watch them
shake their heads “no?” Consideration may be given to creating an
information table where representatives may leave materials for view by
other members before departing.

* 3. We would like to continually and actively devise a more appropriate
physical set-up for meetings. We could solicit ideas from Council at
meetings and re-arrange the set-up then and there. We also recommend
that officers be visible, i.e., up and greeting members as they walk in to the
meeting.

e 4. More people need to be involved in Council, either on committees or
in constituent relationships. Our suggestion is to hold lunch meetings
inviting all administrative staff members to discuss or vent concerns,
possible goals, and potential ways to get them more involved in the life of
Council. These meetings could be held monthly from 12:00 to 1:00, with
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the regular monthly meeting taking place from 1:15 - 2:30. We believe
officers should be present at these meetings.

¢ 5. We've decided a more formalized, committed effort needs to be placed
on orientation for new members. We suggest a meeting for first-time (and
whomever else decides they need it) members to discuss their needs and
concerns as they approach a three-year commitment to Council. We could
go through the Orientation Handbook to determine its utility--what needs
to be changed, added, deleted? We could also suggest going over an ASC
meeting agenda to uncover questions and concerns about procedure.

The Internal Affairs Committee suggests holding this meeting after the first
Council meeting. By that point new members should have plenty of
unanswered questions. We believe October 6 will be the second meeting. If
so, we could meet over lunch, gather ideas, and then proceed with the larger
meetings. There’s no better group of people to suggest what they’re missing
from the experience than the new members themselves.

Please let us know what you're thoughts are on this memo. We are ready to
proceed with and accomplish numbers two and three. After that, number 5
holds the most interest. Number four is worth a try any time soon.

Number one may take some special effort, but we believe it is necessary.

Diane Regan and Deb Wells will be at Exec Committee to discuss these
concerns with you.
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Maintain communication among staff members

1. Use e-mail; set up a mailing list for ASC on andy, at first
meeting of 1994~-95 ASC find out who does not have access to e-mail.
Use e-mail to provide information on issues in a timely

fashion to promote more discussion.

2. Size of Council is ok, instead work on ways tco promote
discussion, but do not "over worry" about lack of discussion--
remenber that perhaps there has not been real controversial issues
lately and also remember that administrative staff are hired to be
problem—solvers instead of just discussing issues (like another
constituent group who shall remain nameless).

Given the above there are still ways to improve discussion at
Council meetings: (a) look at the way 1issues are presented,
usually after discussion and recommendations by committee then to
council as a finished "product.” Instead present issues at Council
meeting and discuss the issues, then send to committee; committee
returns to Council with recommendation and in giving
recomnendation, be sure to give both sides of the issue and

solution being recommended.

(b) always remember that we should not assume
that everyone on Council know what is being discussed, need to
spend nore time providing information, even for such standard

issues as salary recommendations.

. (c) should meet at least 1 or 2 times during
summer to start to get to know one another and work collectively on

goals and issues facing Council during the new year. Work to
develop more of a team approach rather than just a meeting once a
month.

3. Good of the Order: Good to have, but perhaps concentrate more
what we do: for example, at each meeting showcase a Vice
Presidential area and the representatives from that area discuss
what they do and how it relates to the "mission" of that VP area.

Review, initiate, and make recommendations on institutional
policies

1. Need to take a more aggressive position on some issues,
sometimes we need to do this as well as work '"behind the scenes" to
promote our interests. For example, we should be using the faculty
study on gender inequity, even though perhaps flawed, to generate
our views on problems with administrative staff salaries.
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8eek professional development opportunities

1. Use the services at the library and career resources library
for administrative staff. Appoint one member of 3SC to be a
liaison and report to Council of services and programs available
for one’s own professional development. Provide a "readers digest"
of information showing trends in other institutions. Help people

learn to manage their own careers.

2. Develop a mentoring program for all new administrative staff,
orienting them to Council as well as resources available to them.

3. Keep requesting professional development monies. . .this is an
excellent program and needs to be expanded if possible.

4. There is no consistency in computer technology on this campus.
Perhaps develop a team approach to assisting administrative staff
in training, in obtaining access to e-mail, etc.

5. Continue to work on developing a leadership training "school"
here at BGSU and be sure administrative staff af urged and welcomed
to participate. Saind

(We did not get to promote general welfare of administrative staff
but most of the above would fall into that category also)

**% TOTAL PRGE.BQ3 *x*



Internal Affairs Focus Groups

Maintain communication among staff members

IMeetings are difficult to hear because of room configuration

Every meeting those who are sitting in for a regular council member should introduce self
and tell why there and one good thing about self

Chair could welcome new faces and introduce
Officers should greet everyone at the door as they come into meeting
Have lunch together before council and then have meeting from 1- 3

Maybe the first hour of council should be committee meeting time and the second hour
business

The group is too large fro discussion; therefors if any issues are being discussed we could
break down in fozus groups and summarize results to council at large i.e. each focus group
would pick a spakesperson who would report the consensus of the group after a brief
discussion

Concerns should go back to committee; council should not be invoived as a whole in changing
verbiage in motions

adopt standing rules that allow only 5-10 minutes for discussion of an item before it is sent
back to committee

use e-mail, set up a bulletin board or conference on one of the mainframes
put council minutes on the gopher server

meet with members of the administrative staff in fccus groups to hear concerns etc.

Seek professional development opportunities

Determine what general competencies all administrative staff should develop and put in
some order to make sense for people to acquire transferable skills

Part of the evaluation should be professional development and skills worked on

Personnel should become more inviolved with making professional development
opportunities easier '

Hew employees should gain certain identified skills and have a mentor

Promote general welfare of administrative staff

The agenda for council meetings is determined by chair and exec - members should actively
solicit items of concern from constituents :

[Hot enough orientation to new members iz given; they are not sure what is going on



Since the minutes are available to all staff there should be a statement on them  to all staff
to communicate with rep

Fost minutes on gopher and ane copy to each office to distribute

Establish discussion groups on computer

Beginning of semester is not good time for rezeption

Should establish some kind of luncheon or noon reception which will take a while to catch
on- this could bz on the same day as council meeting and would be a chance to networl: and
hear concerns

Are we doing what we want to be doing to mest our goals?

3
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Bowling Green State University Gife: of Siudani
e * Acdviies and Orieniation

403 Cindeni Cirviczs Building

Bowling Green, Ohio 43403-0154

(419) 372-2843

Pat Green
Chair, Administrative Staff Council (ASC)

FROM: Amy O’Donnell

RE:

Chair, ASC Internal' Affairs Committee

Upcoming projects

DATE: August 26, 1994

The Administrative Staff Council Internal Affairs Committee (ASCIA, for
short) met briefly to discuss plans for the September 1 meeting and the lunch
meeting prior to the October 6 meeting. Here’s a summary of our intentions:

We will discuss the way ASC hope to present its goals through group
processing. There will be seven facilitators who will record the priorities
and report back to Exec. (I'll forward your idea of recording priorities 1-3 to
Diane Regan who is preparing a discussion form.) We will also announce
the goals of the Qctober 6 lunch meeting: to exchange ideas and discussion
with all Administrative staff and to meet with new Council members for
the initial Orientation. There will be one table for new members; the rest
of the tables will be for general discussion.

Part of the Orientation discussion will revolve around a review of the
handbook materials. I will send around a sign-up sheet for those new
members who plan to attend so I can send them the “old” handbook
materials to review prior to the meeting. Discussion will also focus on
questions the members have after having been through the first meeting
and other general Council questions. The Mentor/Mentee idea should
surface as well.

We wish to promote the luncheon through an announcement at the fall
reception, The Mownitor, and the minutes (a flyer insert). If the constituent
network is established then, we suggest that avenue as well.

Our committee is excited about the plans we have laid. We look forward to
being one of the most productive committees on Council. Call me with any
questions at 7516.

pc:

Internal Affairs Committee Members



Exec Committee Members: The following message was sent to all new Ad
Staff Council Members in hopes of encouraging them to come to lunch next
week. The Internal Affairs Committee hopes to see you there as well. At the
very worst, we would end up talking to one another and that doesn't seem so
bad to us! Thanks.

September 29, 1994
Dear Ad Staff Council Membér:

The attached flyer is being sent to you as a reminder of the opportunity to
have lunch with your fncn_la and colleagues next weel: before the regular
meeting. In particular, as a new Ad qlaff Council member, we would lile to
see you there so we can "orient” you in the ways of Council! We hope we can
pravide enough information about our operation for you to be a fully
participating member from the beginning. Your ideas and expertise are
important to us.

We look forward to seeing you on Thursday!

Sincerely,

ASC Internal Affairs Committee
Amy O'Donnell

Deb Wells

Pat Kania

Diane Regan

Ann Betts

Jacque Daley-FPerrin

enc.
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(410) 372-2015



Administrative Statf Members

Ad Staff Council
mvites you to
join vouwr friends
for lunch

Thureday, October o
12:15-1:15
Alumni Room
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THE FALCON’S NEST LOVES ADMINISTRATIVE STAFF
Enjoy 25% OFF any lunch items purchased between 12 noon-1 PM
' October 6, 1994

Please print your name

Campus Address

Signature

THE FALCON’S NEST LOVES ADMINISTRATIVE STAFF
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December 5, 1994

TO: Administrative Staff
FROM: Internal Affairs Committee
SUB]J: Constituent Satisfaction Survey

The relationship of elected Administrative Staff Council representatives to
their constituents is often cited as an area that needs some attention. Since it
is the responsibility of the Internal Affairs Committee to make
recommendations related to the "workings" of Council, we hope you will
take a few minutes to give us your perspective on this issue. If our survey
indicates relative dissatisfaction with the method of electing representatives
to Council or with representative "accountability," we will recommend that
the full Council formally address the issue.

Thanks for your help in establishing Council's future "agenda."
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Received: from opiebzsu.edu (opielbgsu.edu [129.1.2.3]) by falconbzeu.edu (8.6.8.1/85.6.6) with ESMTP id JAA0533
for <pgreen@bgnetbagsu.edus; Mon, 3 Apr 1795 09:37:25 0400

Received: from OPIEBGSU.EDU by OFIE.BGSU.EDU (PMDF V4.3-7 #7307)

id <OIHOWERHER3000292C&@OPIE.BGSU.EDU:; Mon, 3 Apr 1995 09:28:54 EST
Date: Mon, 03 Apr 1995 09:38:54 -0500 (EST)

From: Deb Wells <WELLS@OPIE.BGSU.EDU>

To: pgreen@bgnet.bgsu.edu

Message-id: <O1HOWEBRHLKSU00292C@OPIE. BGSU.EDU>

X-VMS-To: IN%"pgreen@bgnet”

MIME-version: 1.0

Content-type: TEXT/PLAIN; CHARSET=US-ASCII

Content-transfer-encoding: 7BIT

TO: Ad Staff Council
FROM: Internal Affairs Committee

The attached material iz being communicated to you in anticipation of the
April 6 ASC mezting. We hope to breal: into our small "focus groups” to
discuss some of the concerns raised by our constituents and explore ways to
address the issues. Plzase read through the document before ne:t
Thursday's meeting. Thanks.

Administrative Staff
Constituent Satisfaction Survey
Comments Raceived

1. Is the at-large election process manageable (i.e, even though the
group you choose from is large, in gzneral do you bnow enough about the
candidates 5 cast a reasonable informed vobs about the adequacy of the
individual to serve)?

62 Yes 78 No

* I view Administrative Staff Council rather lile the state legislature or
congress. Idon't e-pect to Inow much akout who [ vote for, and ASC deals
mostly with issues that don't interest me or over which I have no control.
Same peopl: get elected most of the time--like congress.

* I am at Firelands College; consequently, I know people at BGSU even less
than do the people that may have a chanze to intermingle at BGSU.

# This i3 hard to measure. It is true that many times I don't Inow candidates.
* Some yes - lots no.

* Most of the time...

* Bor reasons given in#2 & #3.

* Most of the times, I've never heard the names. I've worled here 5 years.
* Mot always - especially in large areas like Academic Affairs.

* It is rare to see new blood. Year after year, the same people get

elected. Also the goals of the ASC in the past have been too concermed
with matters like scholarship funds.

* Mewer staff are not likely (o be elected, however, because they are
unknown to the group.

* Some administrative staff have more recognizable positions and it
bacomes a popularity contest. You end up vating for a name you recognize
and therefors, you continue to re-elect the same people over and over.

* Looking at the long list of names during cur annual elections and
realizing that you don't know 90% of these peopls, only have read the names
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of the more "important” membars in campus publications--leads to voting for
the well-known names, oftzn the same people year after year. This is not
BAD by itself because strong influential persons such as Susan Crawford,
Gregg DeCrane, Jack: Taylor (to mention but a few) can do more for us than a
new, unknown "lower level" staff member.

* There is so such tum-over that I know fewsr people all the time. I know
the ones who've been here a whilz but am unaware of the talents of more
recently hired staff.

* Iusually know at least one of the candidates on the ballot.

* Only after being here 9 years.

* Don't you people have anything better (o do?

* T always vote for persons who are Fnown to me and who seem to be
competent and conscientious, however, I do not know a lot of the Ad Staff
members or what issues we agree on.

* I generally ondy really Inow about the abilities of those individuals 1
work closely with.

* I am new Admin Staff and have never participatzd in an election.

* The same people get elected over and over.

* Candidates should submit a short bio indicating why they want to serve
and that they intend to do a good job or put forth an “effort. Also how do
they plan to obtain feedback: on what their constituents want so they Inow
how to represent them?

* I know this is probably impossible, but it would be helpful to have some
bio-information, or at departments.

* At present, it would probably be more cumbersome. A nomination process
followed by brief profiles of each nominees who accepts would be helpful.
*1do not Inow the majority of pecple on the list, althouzh some names
look familiar.

2. Dwyou think the election process/sutcome could be improved by
breaking the large Vice Presidential pools in smaller constituency groups
(maybe on the basis of geographical location or related departments where
people might have more opportunity to know one another or to interact on a
more frequent basis) so that smaller groups would elect onz person whose
responsibility it was to "represent” them?

98 Yes 37 No

* Even if brolen down - send same lists or large list to everyone.

* Probably a good idea.

* Not necessary.

* Test for a year or two.

* Most likely a good idea.

* Effectiveness of representative is more dus to that individual's
initiative than to the size of group represented.

* Use related departments.

*Yes. I lmow it's much easier to connect with staff who are in "lose
proximity" than it is with a constituent group housed in the other side of
campus from me. ‘

* The only improvement might b to concentrate geographically.

* Even the smaller areas might benefit. In Univ. Relations, areas are
"geographically " far too spread out, and even

"removed” from campus.

* There appears to be a disproportionate number of Council members
concentrated in specific areas.

* Each candidatz should prepare a "bio:" so we will know more about that p*
erson.

| B
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* Smaller departments have little or not chance of placing a person on the
Council.

* Seems same people and same area always representad lils "comp serv”
* In the interest of a more "democratic” pracess, it would be desirable to
warl: out a process for elections exactly as outlined in QUESTION 2,
above. Iam not againat re-electing incumbents; evperience is an
important factor, but it would also be good to be able ta vote for people
one knows from work.

* The problem with this (method) is that we would like to continue to be
able to vote for effective folks outside our area too.

*NO WAY! to breaking large VP pools into smaller constituency groups.
* Yes, although I would not like to see ASC membership increase in
number--already to large.

* You would be creating a nightmare for the ASC secretary. If people want
a specific person electad from a specific area it can b done under the
current system by people talking it up with others.

* Maybe.

* I work: in a building in which there is only one other Ad Staff member,
with a quite different job. I would think: that similar conzerns might
better unite constituents.

* Just give a bio on each candidate.

* I don't think: it is necessary for these people to poll us on each issue.
They should vote the way they want to.

* Represent us for what? From what T have seen in the minutes and read in
the paper most of ASC is just discussion. Have they ever voted on anything
this year?

* Coneern would be: Would there be too many o conduct business
effectively? I do think: representation is a Fey element currently missing.
Also, feedbacl: from the "representative”. T was once in a dept. in which
the Adm Staff person wrote up her own summary of the mestings, concerns,
etc. and asked for fezdback. That's the only time I felt represented.

* Unfortunately, in my position 1 really have little interaction with
other administrating staff members. So brealing down the pool to vice
presidential account wouldn't really help.

*In a group, no cne would want to do it!!!!

* There is no reason to assume that you bnow peoplz in the nest building
and better than someons across campus when you work: with mare often.
Geography or  constituent/unit representation favors big departments
over smaller units!

* If smaller groups were represented in an enlarged council, maybe that
could work?

* It would be helpful.

* I think: you need to have the number of personal elzcted from our area.

3. Do you think: accountability (ability to represent the dasires of
the constituents) of representatives would be increased if they were
elected from within smaller designated groups?

97 Yes 34 No
* Only if all issu=s being discussed by council are then discussed with
constituents.
* Possibly.
* Probably not
* Maybe.

¢ Accountability should be to all of the administrative staff!
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4.  Isincreased accountability for Council members a desirable zoal
for us to be working toward?

108 Yes 27 No

* But council reps nead to be told what this accountability means; i.e.,
exactly what are they expected to do.

* I would think so although I'm not sure.

* Not really--only in getting info to the constituents.

* Especially ATTENDANCE

* Not necessarily. Good people (reps) will do the right thing under both
systems of elections (at-large or by "district”)

* Accountability to the Council, that is contributing by only atiending
meetings and voting without much thought should be discouraged. It's so
much easier to criticize when you've never been in the hot seat.

* Not necessarily; effective representation is more important.

* Unsure.

* Maybe.

* Yes, the constituent network: is not even out for this year.

* Depends on the demands on this person within their regular work:
assignment. Many times, the committee worl: is done on unpaid overload.
Accountability is hard to judge.

* ASC has little effect on anything. The same issues have been on their
agenda for 15 years. The members should da what is best for all admin
staff - not just their own group.

* Yes, isn't that why there is an Adm. Staff Council in the first place!

* I don't know if accountability of individual ASC members i3 an issue--but
accountability of ASC as a whole, it is important. For examplz, how does
ASC establish its zoals for the year? And what about a constituent survey?
* Not for my area--University Relations

* Does increased accountability simply mean attending council meetings and
giving feedback?

* I view council as representative and see no need to contact constituents

on every votz, but the representative should be available for comments.

* Maybe accountability is the wrong word--T'd like reps to be better
informed advocatzs--not certain how much the reps typically Inow about my
area.

5. Ower the course of the past three years, would you say you have
been "well-served” by your Administrative Staff Council representative?

87 Yes 39No

* Don't know.

* I'm not sure.

* Undecided.

* That's because I'm at Firelands Collzge and have different concerns from*
BGSU.

* Very well.

* Can't answer--haven't bezn heve 3 years.

* I think: we should have fought for better health care--esp in the area of
mental health, substance abuse, etc.

* My particular reps wers quitz effective; can't speal: for others, though.
*Don't even know who ASC Rep is.

* I don't know whe the person is.

* Indifferent
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*Idon't know who my rep is!
6.  How often did you hear from this person annually?
42 0Otimes 72 1-5 times 23 5-10 times
7. What form did the contact take?
57 Written 30 Phone/Email 45 Personal
8. Was this contact sufficient?
81 Yes 39 No

* More contact was a result of my bringing ASC concerns to the
representative (that is, contact in addition to that indicated above).

* Minutes of ASC are usually sufficient for notifying us of important issues.
* Quite frankly, I haven't found any of the email messages that I've
received to be of any use to me.

* Would lik-e to have reps use email--would like to hear from more often.
* Late or not return answer when asked.

* Marcia Latta has been an excellent representative for our area, readily
addressing issues as requested.

* There's a fine line between being Fept informed and being burdened by a
lot of detail. That holds for both representatives and constituencies.

* She reported in staff meetings.

* I have started using email to contact my constituents.

* Health care is a prime example of wherz there was no information to
constituents.

* The minutes are the most helpful in beeping people up to date.

* Contact with the representative over the years seems to depend on how
well one is acquainted with the representative.

* I'hired in three years ago and have not been comtacted by anyone to say
who is representative. [ have relied on peopls I Fnow on the Council to do
any communication of issues with.

* It was written and routed. By the time the routing reached my office,
weeks had passed. Info was no longer pertinent or timely.

* It is usually a copy of his/her notes from a meeting--never a memo
explaining an idea or situation. Rarely asts for input.

* My rep is extremely conscientious--don't Fnow if others are so devoted.

* This respondent reads all minutes of ASC meetings, reads the Monitor,
reads the BG News cle. and is basically wall-informed concerning what goes
on at the University. Therefors, I don't nesd to have my rep contact me on
all matters that are up for discussion or voting. I can see, however,

where other ad staff members need to be Lept informed on vital matters
(such as the hzalth plan choices) so they can act in their own best
interest when the time comes. Also, we all realize that the people 2lected
to ASC Jdon't have all that much time for frequent contacts.

* Have not heard from anyone this academi: year. Previously reps have
worked in my office and reported to cur staff regularly on issues.

* Didn't really notice.

* The coverage in the Monitor and BG News is adequate enough to beep us
informed.

* My contact pr2rson is not always identified.

“We gat too much info. The person calls us, it's in the Monitor, we get

the minutes and memos from Pat Green. They all say the same thing.

* ASC should realize that some of us are oo busy to have time for these

Printed for pgreen@bgnet.bgsu.edu (Pat Green)
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things. People should put the job they are paid for first.

* Individual constituent concerns or problems are hard to handle since Ad.
Staff has little or no power on campus. Broad philosophical issues can be
addressad to some degree but it is unclear if individual concerns are
addressable.

* Is this a responsibility since we receive minutzs and e-mail?

* Have not heard from anyone this academic year. Previously reps have
worked in my office and reported to our staff regularly on issues.

* Didn't really notice.

* The coverage in the Monitor and BG News is adequate enough to beep us
informed.

* My contact person is not always identified.

* We get too much info. The person calls us, it's in the Monitor, we get

the minutes and memos from Pat Green. They all say the same thing.

* ASC should realize that some of us are too busy to have time for these
things. People should put the job they are paid for first.

* Individual constituent concerns or problems are hard to handle since Ad.
Staff has little or no power on campus. Broad philosophical issues can be
addressed to some degree but it is unclear if individual concerns are
addressable.

* Is this a responasibility since we receive minutes and e-mail?

* My representative is in the department and always comments about council
meetings during our staff meetings.

* Need more interactive contacts.

* Because I can initiate contact too and [ get council minutes.

* Although I did not hzar from this person personally, I feel the
importance of being represented and attending meetings is the important
aspect. I would like to s2e an attendance record (up to date) attended,
substitute and absence before voting assoc.

* Qur representative is to table our concemns. How can they if I don't

even Imow who mine is/ being a ASC rep. Used to be more of a
responsibility than just attending meetings. And, lately only 2 /3 of the
reps. Do that. As a bargaining unit I rate ASC about a "5" on a scale of
"10".

* Pat Green's new ASC discussion group is a great idea!

*I feel I am informed about issues diszussed by ASC through the minutes.
Also, the e-mail is great!

* T am grateful he is willing to take the time to do it period. Most of u*

s

do not want to be bothered.

* The minules are important--seems to take a long time (o get mail--could
e-mail be used to distribute?

* With the minutes, the contact seems to work.

* There is over-kill with information' The monitor, minutes, and memos and
now e-mail. . . .it is ridiculous!! Don't these people have jobs to get

R L L L L LT LT Te T

donet? et

to contact the representative if therz is a problem or concern?

9. Would you say it's also the responsibility of the ad staff employee

135 Yes 6 No

* And this happens.

* Let him/her know who that contact person is.
* Definitely!

* As long as we Inow what the issues are.
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* Depends on the concern. Being on ASC is time-consuming and in my
experience, those represented usually didn't respond or even act interested
in most things.

* Definitely so.

* Yes, If we know who that person is

10.  Are you comfortable with contacting your Ad Staff Council
representative if you don't personally know the individual who represents
you?

105 Yes 33 No

* Given nature of some problems, this is important.

* But few occasions to want to do so.

* Don't know who rep is.

* Who is it?

* I do, however, it would be easier if you know them.

* I know her now and have been lucky to most times in the past.

* Somewhat

* Yes, although it would be even nicer if one Imows the person.

* Sure, comfortable with rep if don't personally know.

* Yes, but o a lzsser degree than if I klnew the perscn.

* I don't know why I have to. I'm an adult and I know there to go for
assistance.

* I think: I would if candidates campaigned or made it known he/she had an
"open door” policy or welcomed suggestions/conuments. T feel free to write
to my congress people, senators, ete., even though [ don't personally Inow
them but they choose to run, made it Inown they wanted the job, etc. and I
feel it's my right to do so; however, these are unpaid positions and
therefore, entively different. I would feel I were imposing upon him/her
unless that person made me feel otherwise.

GENERAL COMMENTS

O

*T'd lite to see ASC & CSC join forces to create a staff council or staff
senate. Most concerns are common to both groups (health care, day carz,
working conditions). Those that are specific can bz dealt with by
commitlees. One staff group would be more efficient and maybe more
influential. But I bet neither group would be willing to concede turf.

* I have bean on council and bnow the procadures. I thinl: some of the

staff needs to be informed on the purposs and how Ad Council functions.
This needs to be done on a yearly basis due to naw staff.

* The constituency representative idea has never worked out that well, in
my view, because there is little to bind the interests of ASC rep with a
certain random (or selected) group of people. The ASC minutes and other
mailings leep us informed of what we nzad to Enow, so the information role
of the particular council rep is questicnable. That doesn't bother me,
though since the main purpose of representatives is to give a broad array
of opinion and personalities to dissuss matters of interest to ASC members.
* The same folks from our V.P. area are rz-elected aver and over
again--then a disproporticnate number don't attend the meetings or send
subz. Review the meeting minutes—if people are so busy, lzt some new
faces participate!

* ASC is: a) too large, b) filled with the same people--- no new faces and
no new blood and ) ineffective

* It is time to do something about the same people being elacted over and
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over because they have "name” recognition in a large arsa. Perhaps ASC
reps should be like US presidents -- no more than 2 terms--either in a
10-yr. period or for life. Sitling out a term juat doesn't szem to effect

the change that's needed in reprezentation because the "old boys and women”
are just too large of a clique.

* I thinl: if one looked at the make-up of the Ad Council since it camea into
being one would see the same people on year after year. Perhapa there
should be term limits; then it might be a working council instead of a

club.

* What about the suggestion (or plan) to reduce the size of Council to male
it a smaller, less unwieldy body? This came up not too long ago.

* I really like the list serv. A great idea. Hope it's not too much work:

to keep up.

* I can't answer most of these questions due to my lact: of Fnowledge
regarding the council. T don't even know if T am =ligible to attend ADM.
Staff meetings or anything about this council except that I receive a

newsletter!
* It all comes down to communization: The size of the group represented is
unimportant.

* It is my understanding that all meetings are open. Few peopls show up,
even for the lunches. I think: people are too busy with ather things to

care one way or the other.

* It seems to me that much of the worl: done by ASC in terms of resolutions,
suggestions, et:., Is complately disregarded by those at the vice
presidents level and above (including the building trustees).
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INTERNAL AFFAIRS OFFICER
RESPONSIBILITIES

The Internal Affairs Officer (IAQ) position should be appointed on an ad hoc
basis for a year. The position should be reviewed then to determine whether
it should remain as an appointed position or become an elected position.
Changes in responsibilities would be suggested at that time.

The Internal Affairs QOfficer should serve as a liaison with Personnel
regarding changes to the administrative staff membership.

This person will be responsible for maintenance and distribution of the
constituent list. S/he will contact the appropriate ASC representative when a
new administrator is hired and and subsequently added to an individual’s
constituent list. The IAO will encourage the representative to initiate contact
with the new administrative constituent.

This person will serve on the Internal Affairs Committee.

The IAO should attend Executive Committee meetings to stay alerted to
issues which should be forwarded to the Internal Affairs Committee, other
committees or to Council at large.

The IAO will help to improve the quality of administrative staff
representation by: monitoring the attendance policy; randomly surveying
constituents to assess representative accountability; and channeling concerns
to the appropriate committees.



ADMINISTRATIVE STAFF COUNCIL
REPRESENTATIVE
RESPONSIBILITIES

Attend all meetings or send a substitute.
Participate on at least one committee.

Initiate and maintain contact with constituents. Establish rapport so
a free exchange of ideas is encouraged. Possible forums for
communication include:

e-mail

memos

casual conversation

meetings

telephone conversation

Introduce self to new constituents as they are added to your base.

Survey constituents and be prepared to represent their concerns at
meetings. Vote their best interest on important administrative staff
issues. -

Serve as a resource for all administrative staff.

Become familiar with the Administrative Staff Handbook.

Become an active participant at Council meetings, voicing your and
your constituents’ concerns. Demonstrate appreciation and

diplomacy when listening to and considering others’ viewpoints.
Practice considerate listening skills.



CONSTITUENT SURVEY RECOMMENDATIONS

Based on the feeback we received from the constituent survey, there are three
issues we would like to address:

e Development of a new officer’s position, Internal Affairs Officer (or
something like that) This person could chair the committee, monitor the
attendance policy, communicate/distribute the constituent network and
its use, etc... Feedback indicates that there is a need to monitor the
accountability of representatives and constituents. This may be one way of
doing it.

¢ Expanding the purpose of the Administrative Staff Reception.
Representatives could meet/sit with their constituents at the reception.
New administrators could get an introduction to Council through the
reception. '

¢ Revisiting terms that ad staff can serve on Council. There’s a lot of
concern out there about the same people being on Council over and over
again.
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June 6, 1996

TO: Joan Morgan, Chair
Administrative Staff Council

FROM: Pat Kania, Chair { '
Internal Affairs Committee

RE: Annual Report

Internal Affairs will:

Develop and update the orientation program for the new ASC members. This program
will involve written information and practical learning opportunities including the
Mentor/Mentee program, commiitee assignments, responsibilifies and accomplishments.
Additional presentations and/or (raining seminars during or outside of Council meetings
should be reviewed.

Waork ioward developing ways to recognize administrative staff for their
accomplishments.

Respond o concerns and make recommendations about the structure/configuration of
Council meetings.

Examine the election process and make appropriate recommendations.

Due 10 the timing of appointing the chair of TA, we did not meet until February '06.
However, we did accomplish twa important tasks; reinstating BG EFFECT and updating
the 'Administrative Staff Council Orientation’ guide.

BG EFFECT

What is BG EFFECT? The concepe of the program is fairly simple, we believe faculty
and staff are in a good pozition t help students wark their way through problems
because we understand haw the university works, If we can't answer the question, we
usually know who can. We are initially focnsing on Summer Freshrien registration.
Twenty-four people have volunieered to assist 50 students that are interested in having a
‘mentor’ 0 turn (o with various questions/concerns once they get to BGSU. Hopefully
the Internal Affairs cormmitiee can expand this project next year by offering this service
to mare students.

47



ADMINISTRATIVE STAI'F COUNCIL ORIENTATION

Many times new members of council feel uninformed about what their duties as a council
member really are. Therefore, Internal Affairs developed the 'Administrative Stalf
Council Orientation’ guide for new members; a brief history of ASC and overview of the
functions of the committees within ASC. Members must be made to feel more
comfortable and informed about council.

The 96-97 Internal Affairs Committee has several projects which they can continue to
work on. Good luck and continually strive (o make ASC a group we are proud to be a
part of!

ccC. Bryan Benner
Ann Betts
Carman Castro-Rivera
Inge Klopping
Paul Lopez
Joe Luthman
Jan Peterson
Beverly Stearns
Betty Ward
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June 2, 1997 By
MEMORANDUM
TO: Joan Morgan, Chair

Administrative Staff Council

FROM: Beverly Stearns, Chair‘%”\ﬁ'
Internal Affairs Committee

SUBJECT: Annual Report

The charge for the Internal Affairs Committee is to
¢ Develop and update the orientation program for the new ASC
members. This program will involve written information and
practical learning opportunities including the Mentor/Mentee
program and/or presentalions or iraining seminars during or outside
of Council meetings. An overview of Council including committee
assignments, responsibilities, and accomplishments will be included.

e Work toward developing ways lo recognize administrative staff for
their accomplishments.

¢ Respond to concerns and make recommendations about the
structure/configuration of Council meetings.

e Examine the election process and make appropriate recommendations.

The Committee met monthly beginning in September of 1996. During its first
meeting, the Committee established its goals for the year in concert with its
charge.

Accomplishments

e The Committee updated the .ASC Orientation Handbook and distributed it
to newly elected ASC members on May 8. We invited all new members
and ASC officers and committee chairs to attend an orientation luncheon
hosted by the Committee and conducted by the Committee chair on May
15. During the luncheon, the ASC officers described their responsibilities
and the committee chairs described the responsibilities of their
committees. A committee sign-up sheet was distributed.

Office of ihe Diean » 204 Jerome Library « Bowling Green, OH 43403-0170 » (419) 372-2856 « Tax (419) 272-7996
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¢ The Committee continued coordinating the BG EFFECT Mentoring
Program. Additionally, tiwo Committee members developed and mailed a
survey instrument to students who participated in the 1995-96 BG EFFECT
Program to assess the effecliveness of the Program. Because only two
students responded, the Committee members conducted informal
interviews with BG EFFECT mentors, and made recommendations based
on these interviews and information they had gathered during the
assessment process. Additionally, the Committee chair and the Chair of
ASC attended a meeting of the Task Force on Teaching and Learning to
discuss how BG EFFECT might tie in with their proposal for a mentoring
program for all freshinen starting in the Fall of 1997. Subsequent to this
meeting, the Committee chair, the ASC Chair and the Chair-Elect met
with Jodi Webb, Director of the First Year Experience Program, to discuss
where BG EFFECT might intersect with Jodi’s new assignment to develop
a pilot program for the Task Force on Teaching and Learning’s proposal. It
was agreed that the Pilot Program would incorporate the BG EFFECT
program to bring consistency to the effort overall, and (o relieve the
Internal Affairs Committee of the growing responsibilities associated with
coordinating the Program.

¢ The Commitiee reviewed the Administrative Staff Handbook relative to
standing committee membership requirements and recommended a
Bylaws amendment to expand ASC standing committee membership to
include administrative staff at large. ASC endorsed the proposal including
a friendly amendment regarding percentage of membership.

¢ The Committee recommended a Bylaws amendment to reconfigure the
Ferrari Awards Commiittee to form a new Awards and Special
Recognitions Committee (o be charged with coordinating the Ferrari
Award and developing and recommending new ways to recognize
administrative staff.

¢ The Committee decided not to investigate the election process and
recommend a more equitable process for representation because of the
Administration’s pending reorganization plans.

e The Committee did not meet its goal (o investigate potential vehicles for
promoting effective communication among administrative staff (e.g.,
means whereby ASC can collect, track, and maintain documentation) for
lack of time available to the five Committee members. We recommend
that next year’s Internal Affairs Committee pursue this important goal.

e The Committee began to meet its goal to welcome new administrative
staff members 0 BGSU by sending them a modified copy of the ASC
Orientation Handbook and a letter of welcome when they arrived on
campus, again for lack of time available to the five Committee members.
We recommend that next year’s Committee pursue this important goal.
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e The Commitiee chair suggested to ASC that it review the Internal Affairs
Oificer position, as recommended by the Internal Affairs Comunitee (June
1, 1995 ASC Minutes), to determine whether the position should be elected
or appointed and whether the proposed responsibilities should be
changed. The Committee chair met with ASC Executive Committee on
March 17, 1997, to review the proposed position responsibilities and title.
ASC Executive Committee decided to assume responsibility for drafting a
new position description and title and will bring their draft proposal to
Council at a future meeling.
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B OWIIDg Gl'eell State I_TlliVel'Sity Cener ror Intemavonal Programs

Bowling Green, CGhio 43403-0029
(419) 372-2247
Fax: (419) 372-2429

September 4, 1997

MEMORANDUM

TO: Duane Whitmire
Computer Services

FM: Jeffrey M. Grilliog}
Center for Intun mu 12l Progre
RE: Intermal Affairs Ol/ﬁwls
Enclosed you will find the new description of the duties of the Internal Affairs Office

Please feel free io contact me if you have any questions.



Internal Communications Liaison

The Internal Communications Liaison (ICL) position should be appointed on an ad hoc
basis for one year. This position should be reviewed after one year to determine any
changes in the duties of the position.

Duties:

1)  The ICL will serve on the Internal Affairs Committee.

2)  The ICL serves as a liaison with Human Resources regarding changes to the
administrative staff membership.

3)  The ICL will be responsible for the maintenance and distribution of the constituent
list and informing the appropriate ASC representative of any new
additions/deletions. ASC representatives ave to be encouraged to contact their
constituents on a regular basis.

4. The ICL will be responsible for the ASC listproc.

5. The ICL will serve to monitor the attendance of ASC members and to interact with

members that are delinquent. The purpose of the interaction is to remind members
of their responsibilities and to encomage them (o atiend on a regular basis.
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The Internal A_n__Ls Officer (IAQ) pesi <on should be appeointed on an ad hoc
basis for a year. The position sn hould =¢ reviewed then to determine whether
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Changes in responsipilities woulid be suggested at that time.
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constituent list. =/he will contact the zppropriate ASC representative when a
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constituent list. The IAQ wiil encourzge the representative to initiate contact

with the new administrative constituent.
This person will serve on the internar Affairs Committee.
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issues whnich should be forwarded to me Intﬁgnal Affairs Commrtee, other

committees or to Council at large.

The TAQ will heip to improve the quaity of administ ative staff
representaon tv: monitoring the ar:e"a%nu. policy; ran iomly surveving
constituents to assess represenative zccopntability; and ch gling concerns

to the appropriate committees.

) v Juo A 5
Hamten A5G | ot prec A i
Gy P A5 - i deimd A 72.(\L
Ly e . R
_ rewf:j"
d,v
JLo
L
L

Govre )



.

Sy







S7



S¥



N STAR Colleze of Arts and Sziences
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e %) Bowling Green State University Berling resn, Ohis 434:3-0210
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February 3, 1998

MEMORANDUM

TO: Administrative Staff Coundil

FROM: Jan Psterson, Co-Chair
Betty Ward, Co-Chair

Internal Affairs Committee

The charge to ﬂ‘lé Internal Affairs Commities
crientadon to C :i.:u 1TNET] > by =
to examine ..he election pfcc $3 in view of the University reorganization and male the
appropriate re -mmendah

The committee has 2xamined the currznt 2lzcdon process and is submitting the following
re'.omendanon.. s
1. Change the reprzsentation from Vice Presidendal ar2az to functional groupings

2. Reduce the numbsr of members on ASC.

3. Change the one-year waiting pcnc o after the enpiration of a person’s term to a two-year
wzub.n 3 period before being chglbl o serve on Coundl.

The committee felt that by moving to functional areas, the representation would be more evenly
distributed. We also felt that ASC is tao largs and raducing the mr-mb»-rshlp would provide a

more workable coundil.

The change in the waiting pericd was an attempt to insure addifional opportunities for any
administrative staff member to be 2lected to council, hawever, we should continue to encourage
former administrative staff representatives and all administrative staff members to participate
on standing committees.
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1997-98 ,
REPORT OF THE INTERNAL AFFAIRS COMMITTEE
Adiinisirative Staff Council

5/29/98

OBJECTIVES:

Develop and update the orientation to ASC handbosl: and to orient all new ASC
representatives.

Provide an orientaiion handbool: and Welcome Memorandum (o any newly hired
Adininistrative staff members..

E:amine the cuireni election process in view of the University’s reorganization and make

appropiiate recommendations.

MEETINGS:
September 29, 1997
November 19, 1997
February 18, 1998
May 15, 1998

COMMITTEE MEMBERS:

Betty Ward and lan Peterson, Co-Chairs
Laura Emch

Linda Hamilton

Pat Kania

ACTIVITIES:

A.

Eaniined the curreni élection process and submitted proposals to amend:

I.

Y

The ASC By-Laws by changing the ASC representation from Vice-Presidential
arzas to Functional Groupings, The By-Law change was approved by ASC on

4/2/98

The ASC Charter io change ASC representation from Vice-Presidential o
Functional Groupings, reduce Council membership from 10% to 6% (50 to
35), and change the ocne-year waliiing period after the expiration of a person’s
term (o a three-year waiting period before being eligible to serve on Council.
The Chartar proposal was amended 10 a two-year waiting pertod and
approved by ASC on 4/2/98.
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B Updaizd the ASC Orientation Handbook for 1993/99.
C Hosied the 1992/99 Adminisirative Siaff Council Orientaiion and Welcome on

June 4, 1993 Tuviied all new ASC representatives, the ASC Administrative
Team , the ASC Executive Committee members, and all ASC Committee Chairs,
1o chare lunch and  Welcome New Members. A brief overview of ASC was held,
the ASC Orientation Handbool: was provided and ASC Committee Chairs
described their commitiee functions and held a committee sign up opportunity.

RECOMMENDATION:

Recommendation for 1998/99 is (o combine this committee with the Professional
Development Committee under Dawn Mays’ chairmanship.
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ANNUAL REPORT
- INTEPMNAL AFFAIPS COMMITTEE -
— Administrative Staff Council -
1999-2000

OBJECTIVES:
Develop and update the Orientation to ASC Handbaoolz
Coordinate orientation pragraan for all new ASC representatives.

Provide an Orientation Handbool: and Weloome Memorandum to all newly hired
administrative staff members.

Update the web page for ASC.

MEETINGS:
September 22, 1999
Octaber 27, 1999
January 12, 2000
May 2000

COMMITTEE MEMBERS:
Linda Hamilton, Chair
Linda Bakkum

Betty Ward, at-large
RPoxzanna Foster, at-large

ACTIVITIES: ,
The Internal Affairs Committe: mat on September 27, 1999 (o disouss the updating
of the website for the ASC, We discussed the current format of the page, discussad
changes and determined what would be added to the page. Romanna Foster desizned
e page and completed the updates in January. The page is now up to date and
available with current information. In the fuirs, the mainienancs of the site will be
the responsibility of this conumittee.

The Internal Affairs Committe: arranged the orientation session in early May. The
Orientation session is for new administrative stalf representatives elected to Council

The Orientation meeting was held on June 1, 2000 in the Pallister Confersnes Room
of the Library. Invited were all new ASC representatives (10), the AST Administrative
Team, the AST Executive Commitfee members and all ASC Coramittes Chairs. A
brief overview of ASC was presented, the ASC Orientation Handbool: was distributed
annd each committes chair presented information on the purpase of their respective
commiittees and enconragzed the new members to sign up for committees,

Appendizx F
6/1/00 Minutes
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RECOMMENDATIONS:

In addition to the regular activities of the committes, next year the committes will: 1)
re-evaluate the effect the recent chiangs to a two-year waiting period is having on
AST elections and membership on ASC; 2) streaunline the election process and talze
on responsibility for elections; 3) identify functional area representatives in view of
the new VP area; and 4) review the commitiee charges and revise, if necessary; 5)
process to assist the Secretary in this

Linda Hamilton, Chair
Internal Affairs Comnmittee



Internal Affairs Committee Report
January 4, 2001

Mary Lynin Pozniak, Claudia Clark, and Anne Saviers met on December 22, 2000.
Prirnary discussion focussed on ASC elaction issues:

Executive will be asked to verify that apportionments ara correact.

Efforts will be mads to streamling the election procedure.

Chair of 1A will contact Joe Luthman to review constitutent lists with the
goal of ensuring that functional areas are properly represented.

The issue of stopping out for 2 years will be re-visited with regard to
regulations as stated in ASC amendments and by-laws.

By-laws pertaining to  electizn procedurss  will be  reviewed and
suggestions for posgible revisions will be submitted following consultation with
the Arlicles and By-laws sub-committze.

Proceduras for soliciting self-nominations will be clarifisd.

A schadule will be set up identifying the dates for mailing and collecting of
the different ballots and voling information.

IA Committes will develop election ballots and make sure that they are
printad and distributed appropriately; ballots will be color-coded by functional
area.

Respectfully submitied,

Anne N. Saviers
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To: lona@bgnet.bysu.edu, cmolnar@bgnet.bgsu.edu, ginsbur@bygnet.bgsu.edu,
tcoulte @ bgnet.bgsu.edu, sallyr@bgnet.bgsu.edu
Subject: internal affairs/one more time

| would like to have our meetings, for Internal Affairs, initially once a month. How about 12:00
noon on the first Thursday of the month, right before Administrative Staff Council at the
Greenery?

There are five, as of now, areas we need to concentrate on:

1. Monitor the ASC Website - give opinions, see if website is relevant to ad staff and others.
Get input

2. The voting process for ASC - possibly going on-line

3. Orientation packets

4. Roberts Rules of Order

- 5. THIS IS A TRICKY ONE- we need to come up with a name and a procedure for spousal
hire/welcome....ie...if a person is hired and their spouse is hired by 'invitation', how do we
introduce, welcome etc the spouse to their area and the Ad Staff as a whole.

Please get back to me with any input you may have.
Thanks
Happy Homecoming

Penny L. Nemitz
Coordinator/TLC
Instructor/Humanities
BGSU/Firelands

“It is the supreme art of the teacher to awaken joy in creative expression anc knowledge"
Einstein

“Only two things are infinite, the universe and human stupidity, and I'm not sure about the
former" Einstein

Printed for Penny Nemitz <pnemitz @bznet.bzsu.eduz- 10/18/2004

@
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To: Penny Nemitz <pnemitz@bgnet.bgsu.edu>
Subject: Re: internal affairs/one more time

Penny,

Hil | did get your message. Lona and | are going to meet on Thursday moring to discuss the
spousal hire process. we will get back to you on that and everything else after that meeting.

Sally

At 11:39 AM 10/15/2004 -0400, you wrote:
| would like to have our meetings, for Internal Affairs, initially once a month. How about 12:00

noon on the first Thursday of the month, right before Administrative Staff Council at the
Greenery?

There are five, as of now, areas we need to concentrate on:

1. Monitor the ASC Website - give opinions, see if website is relevant to ad staff and others.
Get input

2. The voting process for ASC - possibly going on-line

3. Orientation packets

4. Roberts Rules of Order

5. THIS IS A TRICKY ONE- we need to come up with a name and a procedure for spousal
hire/welcome....ie...if a person is hired and their spouse is hired by ‘invitation', how do we
introduce, welcome etc the spouse to their area and the Ad Staff as a whole.

Please get back to me with any input you may have.
Thanks
Happy Homecoming

Penny L. Nemitz
Coordinator/TLC
Instructor/Humanities
BGSU/Firelands

"It is the supreme art of the teacher to awaken joy in creative expression and knowledge"
Einstein '

"Only two things are infinite, the universe and human stupidity, and I'm not sure about the
former" Einstein

bt g R S PR R R XL SNt S NS EE A 3 SR L S R RS S LS L S £ 2N

Sally Raymont

Director of Education Abroad
Center for International Programs
McDonald North, Suite 61
Bowling Green State University
Bowling Green, Ohio 43403
Phone: (419) 372-0479

Fax: (419) 372-2429

Prinied {or Penny Nemitz <pnemitz @bgnet.bzsu.edu> 10/18/2004
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To: Penny Nemitz <pnemitz@bgnet.bgsu.edu>
Subject: Re: internal affairs/one more time

Hi Penny,

That should work out fine for me. For our next ASC meeting on November 4th, | think I'm
doing a demo of Blackboard for the group so | may need to check out the internet connection a
few minutes before the whole ASC meeting so may need to leave the Internal Affairs meeting
a few minutes early. Otherwise, at this time, that time works fine for me.

As for input on the areas you listed...

1. We could probably pretty easily create an online form to ask admin staff for their input on
the web site, or even utilize the ASC Blackboard organization to create a survey. That might
be a way to get feedback for the snte 2. Online voting could be done anonymously using a
Blackboard survey.

That might be something we want to explore as an option. This could also be done via an
online form but the results would still need to be compiled manually.

3. [would need to learn more about what the orientation packet contains; I'm not familiar with
it right now.

4. Robert's Rules...is this something we will be discussing in terms of how the meetings are
run? I'm not sure what kind of feedback you are looking for. | think it's a good idea to have
some structure and agenda for meetings and for the ones I've attended so far, | think Joe does
a great job running the meetings. 5. | am unfamiliar with the spousal hire process. Wouldn't
they be subject to the same procedures as any other hire? To be honest, | was not aware that
BGSU offered positions to spouses if someone is hired. | would be interested in discussing

this further at our meeting.

If you need more information or feedback from me, just let me know. | look forward to working
with you!

Connie

Connie Molnar

Assistant Director, Center for Teaching, Learning & Technology

Bowling Green State University

cmolnar@bgnet.bgsu.edu

(419) 372-7900

Penny Nemitz wrote:

| would like to have our meetings, for Internal Affairs, initially once a month. How about 12:00
noon on the first Thursday of the month, right before Administrative Staff Council at the

Greenery?
There are five, as of now, areas we need to concentrate on:

1. Monitor the ASC Website - give opinions, see if website is relevant to ad staff and others
Get input

2. The voting process for ASC - possibly going on-line

3. Orientation packets

4. Roberts Rules of Order ‘
5. THIS IS A TRICKY ONE- we need to come up with a name and a procedure for spousal

hire/welcome....ie...if a person is hired and their spouse is hired by ‘invitation', how do we
introduce, welcome etc the spouse to their area and the Ad Staff as a whole.

file://CADOCUME-~1\NemitzZ\LOCALS~ \Temp\eud5.htm 10/18/2004
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ASC Goals for 2004-2005

A) PWC
1) Change vacation days paid (o retirees from 45 (o 60 days (same as Classified)
2) Advanced notice of poiential loss of vacation time
3) Recommended guidelines for comp/flex time for hours worked over 40

4)

5)
6)
7

S)
9

Review working envitonment for Administrative Staff. Clarify wording of
statement in handbook.  (variable work schedule and use of term ‘perpetual’)
Swandardize how Mercer is used in the hiring process

Clarify role of Mercer

Continue work toward midpoint without penalizing other employees.
Continue review of Compensation overall including benefits package

Request salary study by zender, # yrs service

Request turnover study by gender, # yrs service, salary

10) Request midpoint studies
11) Extra personal day for meritorious staff
-12) Health care benefits for pari-time staff

B) Professional Development

1) Program to have older and younger admin staff work together to learn
more from each other

2y Mentor/mentee program for Adminisirative Staff Council and New
Employee Orientation

3) Coniinue to review incentives to promote Administrative staff
development

C) Internal Affairs

1) Use Blackboard io communicate with administrative staff
2) Enhance communication with constituents
3) Survey Adminisirative Staff for needs, wants
4) Investigate campus community for how to promote wellness/fitness
5) Discussed the dwindling numbers of the council and how to recruit more
eligible reps to join. _
e Perhaps stress more communication between reps and
constituents
e Personal interaction beiween reps and constituents
e Perhaps bring back the practice of zending out the ASC minutes
to the constituents instead of relying on them to check the web
site
e Along with the email, include a personalized summary of the
meeting/minutes to help constituents understand details
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page 2 ASC Goals 04/05

D) External Affairs
1) Generate suppart University-wide to have staff involvement with ASC
2) External affairs — promote admin staff
3) Iniroduce more fundraising opportunities, maybe as part of specific
committees. Something similar o Classified Staff Council’s golf outing

E) Awards
1) Stress the importance of nominating qualified individuals for the awards
chosen by the awards committee
2) Spirit of BG Award (very FEW nominations this year)
3) BG Best
4) Ferrari Award
5) Belter attendance to fall/spring events

F)Unassigned

1) Fill out membership — 3 more people

2) Work with President to mine the expertise of employees retiring - Succession
planning

3) Stress the impartance of a standardized evaluation process that should be used
for all Administrative Staff on campus and to actually use it! It is understood
that some staff members on campus are not being evaluated every year and
those that are have not been on the same ‘playing field’.

4) Hawaiian shirt day

S) Getiing more guests to ASC meetings

6) Lunch meetings with CSC and Faculty Senate

7) Chiristmas lunch for ASC with Ribeau and Dobb (like CSC has)

8) More Firelands contacts

9) Guest to speak about Academic Plan (Al Gonzalez?)

10) ITC website; Ask the CIO (Petryshak) to guest as ASC

11) Folkins — new tuition intitiatives

G) Amendments

1) Executive summary for handbook .

2) Alter handbook to remove centingency on Faculty Senate
participation. It should read that we request FS to delegate someone as
an ‘ex officio” member of ASC, without the vequirement that Faculty
Senate respond in kind.

3) Review bylaws with regards to recruiting members for Council

4) How many years away from ASC before eligible for election — now 3,
but 1 or 2 should suffice?

H) Scholarships
1) Scholarship - study raffle substitute or make bigzer prizes or promoting it
better
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ASC Mission

The purpose of the ASC is to support the mission of Bowling Green State Univerzity throuzh
representing administrative staff members by promoting their general welfare; seeking profescional
development opporiunities; maintaining communications among staff members; and reviewing,
initiating, and making recommendations on institutional policies.

ASC: Who We Are

Articulate
Awesome
Concerned
Culturally diverse
Curious
Dedicated
Dynamic
Educated
Energetic
Friendly
Fun
Inquisitive
Professional
Respected
Responsible
Talented

Administrative Staff Council: A Look at our Past

In May 1982, a group of contract staff met informally to explore the possibility of forming a
representative group o “assess and express the needs and concems of all contract staff members here at
BGSU.” Staff members present ai the meeting unanimously passed a motion t form an ad hoc steering
committee (o investigate and propose an ongoing, permanent orzanizational structure. Members of the
founding group communicated the motion on June 24, 1952, in a letrer o Dr. Paul Olscamp, President:
Recognizing the need to establish a representarive group to serve as an advocate of contract staff
interesis and concerns, we move that an ad hoc commitiee be established.ro cxplore and propose an
ongoing organizational structuve through which this puypose can be fulfilled.

All contract staff received a charter for vating in October 1982, and by November, the first elections
were held. Communication continued thronzhont this process between contract staff and President
Olscamp, still president at Western Washington University.

By the begimning of the following year, the gronp crganized as the Adminisirative Staff Council (ASC),
developed a charier (found in the Adminisirative Staff Handbook as Appendix B), initiated bylaws
(listed in the Administranive Staff Handbook az Appendix A), and convened a special

meeting on February 1, 1983 o discuss, unexpeciedly, an issue regarding a PERS pick-up propasal. The
standard was sei in March 1983 for meetings o take place on the first Thursday of every month, from
1:00 p.m. to 2:30 p.m. The Ferrari Award Commiittee, Merit Committee, Bylaws Committee,



Professional Development Committee, and Handbook Revision Commiitiee, (Iater changed 1o Personnel
Welfare Commitiee) were esiablished at this meeiing. Executive Convmitiee meeiings were set for the
second and fourth Tuesdays of the month during the lunch hour, although, by committee cansensus, any
alternate-Tuesday meeting schadule may be followed. The first guest sp2aker was Dr. Panl Olscamp at

the May 1983 meeting, a tradition that has continued each year in the fall

In August 1983, ASC held its first opening day recepiion. Monies remaining from contributions to fund
the reception were used to create an ASC foundation account. The Profescional Development
Commitiee began to sponzor worlishops during the first year and later added a

luncheon worlehop series. Funds for pluf\,SS ional development were added to the ASC budzet in the
1989-90 year.

Dy Suzmne Crawiford received the first Fervari Award, esialblizhad i the nasne of Dr. Mizhael Fenaot, which recognizes
autsicmding rniversify leadership. A BGSU faculty raeniber presenied the award 6 D, Crawfond in the form of an original
work: of art. Funding for the Ferai Award was appropriated from the ASC aperating budzet undl 1991, when the Council
campaizned (o endow (he award. Dwing fall semesier 1992, the award was changed fron an orizinal atworl: © a cash
award of $1,000, 15 be funded subsaquendy tuough the Vice President of Acadernic Affairs area.

In September 1983, Council passed a resoluiion requesting that discussion be initiated with President
Olscamp regarding ASC representation on the University Board of Trusiees. ASC Chair Gregg
DeCrane, serving his second (erm, began attending the Board committee meetings and full Board
meetings as an ASC representative in tlie

fall of 1990.

Enthusiastic Council members generated sirong interest in establishing an Administrative Staff
Scholarship late in 1984,  The initial goal was to establish a pledze program and award a student
scholarzhip in 1936, from the endowmeni of $5,000 ai that tirae. The scholarship/pledge program was
the first of its lind on campua. Other group: have since borrowed this concept. The 2oal of $5,000 was
reached, and the first scholarzhip was awarded during the 1985-86 year. Currently, this zrowing
endowment exceeds $89,000. The Foundation periadically announces that it will match up to $5,000 in
funds raised for the scholarship.

13
3

ASC recognized the importance of providing more opportunities for adminisivative staff members to
gocialize with each other. In January 1990, ASC held its first winter reception. GASP (Gathering

of Administrative Staff Personnel) meetings were held dwring the evenings of the ASC meetings. Thes
gatherings discontinued because attendance gradually declined. Council members are investigatin
other opportunities for sacial interaction.

ce
o
nz

Since 1952, ASC hasdealt with many issues, hoste d' 1teresting zuest speakers, and gained representation
on all university standing committees. In the first ten years, ASC has grown into an effective and well
respected constituent gronp. :

Several issues, however, remain unaddressed. In the spring of 1993, the Executive Committee developed
a longranze plan for approaching these issues in the Council’s second decade. If the past iz a prologue to
the future, the next ten years will be even more challenging and exciting for the ASC.

e
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Accomplishments Since 1982

Since 1982, ASC has assessed the needs of its constituents; acted on their concerns; encountered
challenges from all levels of the University and community; and successfully developed a list of
accomplishments of which it can be proud. Most notably, ASC has:

¢ Produced a professional development day, “Invest in Yourself,” thal included attendees from
adminizirative and classified staff, students, and faculty.

e Ascisted Human Resources in the preliminary work of the Precident’s Compensation Plan for
Administrative Staff.

¢ Implemented a new design for the ASC web page.

e Passedar

res ulullun in suppori of a Wellness Plan for university staff and faculty, to be followed up
in successive year

* In concert with Human Resources, worked to ensure that all units on campus have “merit” award
documents and processes in place.

* Raised the number of vacation days from 20 to 22.

* Achieved reprezentation on the Boafd of Trustees

/Sem resolutions o the State regarding funding inequities in higher education

* Encouraged and implemented representation {rom the Firelands campus

»  Successfully lobbied for two days personal leave for administrative ztafl members

* Lowered the waiting periad for dependent fee waivers from five to three years of employment

e Served on constituent commitiees, such as the Healith Care Task Force, to ensure adequate
representation of adminisirative staff concems on critical issues

* Pariicipated in the developmeni of an administrative staff pexformance evaluation instrument to be
used consistently across all campus areas

e Reorganized the ASC ¢&lection process

* Established Saturday course offerings for BGSU siaff, created the Professiomal Connection Program,
and expanded staff recognition opportunities

¢ Achieved ramoval of the one-year wailing period for access to accrued vacation.

» Established, maintaine d, and added to an ASC website: htip:/Avww bzsu.edworzanizations/asc

While this list is far from exhaustive, it reflecis the efforts of a conscientious organization dedicated to
meeting the needs of administrators, and, ultimately, all members of the Bowling Green State University
community.



ASC Meetings

Regular Council meetings are held on the first Thursday of every month during the academic year, and
as needed in the summer, from 1:30 p.. 9 3900 pam. Council members are informed of the date, time,
and location of cach of these meetings through a comprehensive list of meetings provided by the
Secretary. In addition, minutes of the previous month’s meeting are distributed to all administrative staff
at least two weels prior to the meeting. If you are unable o attend a meetingz, you may dezignate an
alternate from your functional area to attend in your place. No Council

member may have an aliemate attend more than three meetings per year.

ASC meetings are generally 90 minutes in length and follow Robert’s Rulzs of Qrder, Newly Revised on
parliamentary procedure. Meetings are convened by the Chair, who calls the meeting to order.
Following approval of the minutes, the

Chair, Chanr-Elect, and Secretary each give a report. If there is a guest speaker, s/he typically addresses
the Council and any questions, prior to the officer reports. The Chair then leads the Council throuzh the
agenda by soliciting reports from each committee. Prior to adjournment, each

representative is allowed the opportunity o pariicipate in “For the Good of the Order,” an activity which

allows each member to update the Council on activities in their area or department.

ASC Bylaws

The governing rules by which the ASC operates are called the bylaws. The Amendmenis Committee 18
responsible for initiating or accepting suggestions for changes to the bylaws. The bylaws serve as an
excellent resource for clarifying questions about the election process, meeting structure, and committee
work. If changes in the bylaws are recornmended, they raust be approved by a three- fourths (3/4) vote
of the members present at the Council meeting where the amendments are discussed. The ASC bylaws
are listed in your Adminizirative Siaff Handbook as Appendix A.

ASC Leadership

Each year, following the election of ASC representatives, the Eleciion Comriitee requests nominees for
officers from the Executive Commmittee and the general administrative staff via public notice in The
Moniior. The entire administrative staff voies for the three positions of Chair, Chair-Elect, and
Secretary.

Chair

The Chair serves a one-year term. This position carries with it extensive responsibilities which include:
presiding at and preparing agendas for monthly Council and all Execuiive Comniittee mectings;
representing the ASC at appropriate meetings including the Board of Trustees committee and full board
meetings; appointing, with Execuoiive Committee approval, chairs of ASC committees and overseeing
committee progress; with assistance fror the Chair-Elect, reviewing the annual budget for a patential
proposal of revision; appointing a liaison for the Classified Staff Council and for the Faculty Senate; and
preparing, with the Executive Commiittee, an annual sununary of activities and accomplishments.

Chair-Elect

The Chair- Elect maintains the budget for ASC. S/he assumes all responsibilities of the Chiair in case of
the Chair’s absence or resignation. The Chair-Elect accepts Chair responsibilities with the passing of the
gavel at the end of the June meeting, when all newly elected and outgoing ASC representaiives are
present.
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Secretary

The Secretary maintains accurate minnies of all Council and Executive Commiitee meetings and ensures
that they are distributed to all administrative staff members. The Secretary assists with correspondence,
records and attendance, chairs the Elections Subcommittee (which is part of the Internal Affairs
Subcomumittes), distributes ballots and maintains election eligibility and voting records.

ASC Committees: An Overview of their Functions

Administrative stafl members at BGSU are responsible for promating a healthy climate for learning and
professional growth, and for asserting the leadeiship and support essential (o enhance the University’s
programs and services. All administrative staff members should chare a sense of working towards a
common goal—ithat of maintaining the high standards of the University and its vision io be the premier
leaiming community in Ohic and one of the best in ihe nation. To thiz end, ASC haz established a
committee structure, which provides adminisirative staff members with the means for addressing their
needs and for promoting their efforts.

Executive Committee

The ASC Executive Committee acts for the Administrative Siaff Council between meetings and serves
as or designates a liaison between the ASC and other govemnance zroups, individuals, and agencies.
Nominations are handled annually

by the Internal Affairs Commiitee who prepares a list by functional area of those ASC members eligible
for election to the Execative Committee.

ASC Standing Committees

The members of ASC standing committees include ASC member: and admindstrative staff members-at-
large as appointed by the Chair. ASC representatives and adminisirative staff members-at-large are
nominated or may self- nominate (o serve on ASC standing comittees. The Chair of ASC shall appoint
a chair for each standing coramittee from the ASC memberzhip. Duties and responsibilities of each
ASC standing committee are listed as follows:

Amendments Cominittee
This commiittee both initiates and receives proposed amendments (o the Charter or Bylaws and reports to
the ASC on all proposed amendments.

Awards and Special Recognitions Committee

This committee develops and recommends o ASC ways (o recognize administrative staff for their
outstanding achievements. The committee also coordinates the advertisement, selection, and
presentation of the awards and special recognition including the annual Ferrart Award. Committee
members shall represent each functional area and shall have been employed by the University for at least
three years. '

External Affairs Committee

This committee is responsible for developing commmniiy involvement projects for adndnistrative staff;
developing ways to improve opening day activities for administrative staff; and working on developing
good public relations with other groups on campns, off carnpus and with the media.
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Finance Committee
The Chair-Elect maintains the ASC budget and submiits a budget revision proposal 1o ASC for approval,
as necessary prior to subnission to the appropriate divizion Vice-President.

Internal Affairs Committee

This committee 13 responsible for developing and updating he Orientation prozram and orientation
handbook for new ASC members In addition, the commitiee examines the election process and males
the appropitate recommendations. This .
committee also maintains the ASC web site. A subconmiiitee of the internal Affairs committee is the
Elections Subcommiuee which is responsible for initiaiing, conducting, tabulating, and announcing the
results of electionz for ASC and appropriate University stand ing comrmittees.

Personnel Welfare Committee

This comrmitiee annually reviews the Adminisirative Staqff Handbook and studies and recommends
Council action on matters involving general salary policies, benefits, performance, evaluation, and
policies and procedures that affect the functioning of adminiziraiive staff in their positions. The
committée includes at least one representative from each functional area. The chair serves on the
Executive Committee. _

A subcommaittee of the Personnel Welfare ("‘r»nnnil'tce i¢ the Salary Subcommittee. This
cubcommiitee shall compile comparative data and male a salary proposal each year on behalf of
administrative staff. The chair of this subcommitlee is selected from members of
the Personnel Welfare Committee

Professional Development Committee

Thizs committee is charged with aiding and encouraging professional "1uwl]‘l and development of
administraiive staff, It Gtud'es nd recommends aciion with regard to requests for professional Jeave,
continuing education, and recognition of professional achlevelm.nt.

Scholarship Committee
This committee administers all aspects of the admlnlsuauw staff scholarship program, including

advertising, selection, and presentation of the scholarship. This commitiee is also responsible for

initiating ways to raise funds for the scholarship.

University Standing Committees
Administrative staff elected to University standing committees need not be ASC representatives and are

elected by the entire administrative staff.

Ad Hoc Committees

ASC ad hoc commitiees are created by the Executive Comunictee, which appointe members. These
members need not be ASC representatives. Afier two years, an ASC ad hoc commiitee ither ceases 1o
function or becomes a standing committes, through action of the Amendments Committee. For more
detailed information about

committees, refer to the Bylaws, Appendix A of the Adminisirative Staff Handbook.
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ASC Member
Responsibilities

ASC members are commitied o service and excellence at Bowling Green State University. Election to
ASC is an honor among peers and carries with it respongibilities and obligations as follows:

* Aitend all ASC meetings
* Participate on ASC standing or ad hoc
committees
* Participate on University standing
committees by election or appointment
* Contact and get to know your caonstituent group at the beginning of the year
e Inform your constituent group of issues involving administrative staff in a timely fashion by phone,
email or memo , :
e Poll your constituent group about issues which will be voted on at ASC micetings
* Personally contact new constituents (o welcome her/him to the University, explain the roles of ASC
and Council menibers
* Represent views of administraiive staff in the public arena
* Participate in policy making at Bowling Green State University

ASC Goals 2003-2004

1. Coniinue working with Human Rezouces and Administration in developing an  approved
compensation plan for real compensation zrowth. Both short and lonz tevm plans to reach agreed goals
need 1o be established. Our compensation plan must be consistent, equitable, and marlzét-conscious.
Our plan must include rewarding the achievements in excellence by administrative staff employees.

2. In these times of budget and staffing constraints, promote reasonable and healthy working conditions

L.

for administrative staff employees, including more options (o improve mental and physical health.

3. Review, recommend and implement measures for streamlining and improving our
conununications with administrative staff members. Establish consistent conumunication and
reporting links with administraiive members who are on University Standing comimittees.

4. Review Appendix G dealing with Adminiztrative Staff compensation. If deemed appropriate,
make recommendation for change.
5. Review recomunend, implement and document procedures for all ASC comumittees. This should
include recommendations made from current ASC comimitiee imembers to new members of the zame
committee for the next year.



Administrative Staff Council - Internal AffairS Committee

Summary of Goals for 2003-2004

1.

R

Committee worked with Ben Bolbach to update the ASC website. Notes have
been placed in the Secretary’s notebook with suggested timeframes and
contacts for keeping website up-to-date.

Committee reviewed two separate constituent lists as well as reviewed previously
used worksheets o determine which staff members belonged to which functional
area vs. Presidential area. An updated Appropriations Worksheet has been
placed in the Secretary’s notebook.

Began initial discussions with Terry Herman on possibility of on-line voting using
Blactboard. Tenry tool: new position with the University and was no longer
available to pursue this initiative. Committee recommends continuing to
pursue this idea if resources are available.

Discussions were held at ASC Executive Committee; including Amendments
chair, to decide which safety nets could be implemented to ensure there is proper
representation on Council. Recommendations were made to recruit staff not
only by self-nominations but by co-worker nominations, and by Council
member solicitation. Additional recommendations were to reduce the 3 year
wait period between council terms as well as limit the replacement terms to 1
or 2 year terms.

Liztprocs were mainiained by the ASC Chair and Chair-elect for the 2003-04 yr.

ASC merabers and constituent lisis for 2003-04 were updated by the ASC Chair
and Chair-elect. ASC 2004-05 members list was updated by the Secretary in
June 2004. The 2004-05 Constituent lists will need to be updated by the new
committee members or officers.

ASC Committees and their members for 2003-04 were updated on the web by the
ASC Chair. The 2004-05 ASC Committees List was updated and provided to the
2004-05 Chair. Once Committee Chairs are confirmed, ASC Chair to update
the website.

2003-04 Secretary and remaining [A Committee member organized, conducted,
and finalized elections for 2004-05. See Secretary’s Notebook for more details.

AIl' ASC meeting minutes have been compiled and are available on the ASC
website.

10. Yearly wrap-up repart.. .better late than, never © See the Secretary’s notebook

for more details on each of the above goals and timelines.
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#Other recommendaiion for 2004-05 Internal Affairs Committee

e Continue to review Orientation materials and events. Due to the lack of
committee members in 2003-04 this was not donie as thoroughly as it could have

been.

Compare/cross-reference language on ASC website and Orientation materials to
thase in the Administrative Staff Handbook. Clarify such things as functional

area vs. presidential areas, etc.

Respectfully submitted by,
Tina Coulter

Internal Affairs Chair 2003-04
ASC Secretary 2003-04

July 14, 2004
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Internal Affairs Committee - This commilies shall develop and update the Crientaticn
Program for new ASC members, which shall involve providing written information and

C practical lzarming opportunities, including the Mantor/Msntes Program and/or
presantations or training seminars during or ouiside of Council meetings.  An averview of
Counecil including committes assignments, respansibilities, and accomplishments shall b2
includad. The Committze shoubd respond to concerns and maks recommandations about
the structure or configuration of Council rmestings; and shall examing and condust the
election proczss and make appropriatz recommendations. The Committes shall also
maintain the ASC web site,

Elections Sub-Committee - This sub-committze shall be composed of the ASC
Secretary, who shall bz its chair, the Chair-Elect, and oither council members as needed.
The sub-committee shall assist the Secreiary in iniliating, conducting, tabulating, and
announcing the University standing committe=s and in maintaining election sligibility and
voting records. :

2003-2004 GOALS

1. Work with Ben Bolbach o update the ASC website.

2. Revisw and make recommendations for the amwouni of Council members per Presidential
area.

3. Work with Terry Herman to snsure feagibility of on-line vating.  If feasible establish.

4. Work with Amendments committee and add safety nets (o the elsction procedure to

ensura that there is proper representation on the Council,
5. Update and maintain the ASC and Administrative Staff listprocs.
- Establish a process to add/ delete stalf from listproca.

8. Add a list of ASC membsars and their constituents to the website

7. Add ASC commiltees and their members 10 the website.

8. Assist in all aspeats of slactions.

9. Assist ASC chair by taking minutas of meetings and compiling them in &lsctronic format.

L

10. A yearly wrap-up, in elsctronic word format, of the commities’s work and
documentation for all appropriaie procedures must bs zubmitted to the Chair by the

April, 2004 Council mesting.

Tina Coulter (co-chair) tcoulte@bgnet.bgsu.edu
i?.&m(;u,;{.Amelie Brogden (co-chair) amelieb@bgnet.bgsu.edu
W;@Sue Lau slau®@bgnet.bgsu.edu

Michaal Ginsburg (at-large) ginsbur@bgnit.bgsu.edu

. . -

*ﬁnylo} L Cathzrine Shaffner (ai-large) cmshaff @yahiso.com
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