IT Student Employment and Training Program

Minutes from the December 11, 2003 Supervisor Meeting

Present:  Rebecca Buckman, Julie Churchill, Allan Davis, Mary Jo deMeza, Allen Einerson, Faye Engebretsen, Dave Halbach, Jodi Hare, Jeff Herriott, Connie Murray, Samantha Ninnemann, Rajen Patel, Lisa Rowland, Richard Van Schoonhoven, Dotti Weiss, and Connie Wiersma 

Hiring 

· Hiring and Payroll information can be found at http://www.uww.edu/TIR/itse/   (Note:  there are still some modifications that need to be done to the site due to the results of this meeting)

· All hiring paperwork needs to go to HR and must be approved prior to the student's first day of work.  Note:  Returning students may still need to complete a Selective Service form.  

Payroll

· For those that do not enter payroll directly, payroll must be submitted to itse@uww.edu prior to HR deadlines; a reminder will be sent out.

· Do not include ITSE Training Workshop hours on payroll submission for ITSE students; those students' hours will be added to the training funding automatically.  Process:  A slip will be handed out to all students attending workshops informing the supervisors that they did attend the training workshop and that the training coordinator will automatically pay the ITSE students for attending.  It also states that any student that is not on ITSE funding may be paid by the department for attending training.

· Do include on your payroll submissions (on a separate line and note that it is training) any departmental training or specialized software training that the student attended (i.e., lab orientation, Cisco training, GIS training, etc).  This time does not count against your employment allocation and is paid from the funds specifically designated for training.  Please email itse@uww.edu if you need clarification on this issue or refer to core section of minutes.

· For those that do enter payroll directly into the payroll system, any training hours need to be submitted to itse@uww.edu prior to HR deadlines.

Assessment Forms

· In previous years there were two assessment forms for ITSE students the student self-evaluation form and the Assessment of IT Student Employee Work Performance.  It was determined at the meeting that we as a group need to make the Assessment of IT Student Employee Work Performance form more useful to supervisors and to discontinue using the student self-evaluation form.  

· Sections of the Assessment of IT Student Employee Work Performance form regarding the benefits of the training sessions should be completed by the student when evaluated.

· A copy of the Assessment of IT Student Employee Work Performance is to be sent to Lisa Rowland at the end of each semester.  This will not be done this semester; instead, the group will work on making the form more useful for spring semester.  

· Please send any suggested changes to the Assessment form to Lisa Rowland in Andersen 2003 (or via email at rowlandl@uww.edu.)  The form can be found at http://www.uww.edu/TIR/itse/WorkPerformance.doc.  Lisa will send out the suggested revised form to all to make final comments before implementing.

· It was suggested that the revised assessment form be put on line for electronic submission.  The training coordinator will attempt to do so over winterim.

Training Workshops

· ITSE workshops are now open to ALL student employees in technology positions, regardless of funding source.  

· The attendance for Fall 2003 training workshops was 26 ITSE attendees and 49 non-ITSE attendees.  The committee then discussed ideas for a more effective core curriculum and for increasing attendance.  (specifics are listed below)

· There is a new self-registration site for students to register for training: http://www.uww.edu/TIR/workshop/stuwrkshp/  

· T&IR will be happy to distribute the workshop training schedule and instructions directly to students as well as to supervisors, providing supervisors forward a list of email addresses for their students.  In addition, a reminder will be sent out to students prior to the workshop that they are scheduled to attend.  It was suggested that the training coordinator cc: the supervisor as well.

· Now that students register through a database, it will be much easier to track attendance as well as evaluations.

Core Training

· It was agreed that instead of having three particular courses that everyone must attend, that it would be better to have a set of core courses that a supervisor could chose from to best fit the students needs for their position.  The core package determined at the meeting would include a choice of three from the following:  1.)  Networked Desktop  2.)  Person to Person, Phone, and Email Skills  3.)  Macintosh Basics  4.)  Web Accessibility, and  5.)  Professional Ethics   

· It was suggested that Desktop Applications & Online Services should only be 1 hour and only for New Students on campus.  After further discussion, it was thought that ALL students on campus should take it, and that the training coordinator should work with New Student Programs to see if it could be incorporated into the new/transfer student orientations.  The training coordinator will contact New Student Programs. 

· It was also determined that having the core courses the first week of classes would not be beneficial to most areas due to particular departmental training needs that need to be met.  (An exception to this may be the Mac Basics class which could be taught the first week of classes.)  It was also agreed that completing the training over two semesters would be helpful.

· If departments have an equivalent curriculum for a core course, the departmental course could replace the core requirement.  The department would need to work with the training coordinator to determine if it is equivalent; and if so, students would then receive credit for attending and would be paid from the ITSE training account as well.  

· Students who have not completed the minimum training within the first two semesters will not be allowed to continue to be employed on the ITSE funding.  This is not a motivator for students; however, it is a requirement of the funding.  It was suggested that supervisors remind students that if they do not attend the training that they will not be able to continue to employ the student (unless alternative funding is available).  It was discussed that student would be more motivated to attend training if they received raises based on completed training as well as a positive evaluation.  

· It was also discussed that the training coordinator should include more advanced training sessions in the training schedule (such as advanced Photoshop, Dreamweaver, Word, and Excel).  It was also noted that if a student has a need for a course that is offered to staff, but not typically to students, that the supervisor could make arrangements with Lisa Rowland to have the student attend if there is room available.

