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Announcement - Senior Directors of Business Operations
Stephen Murphy

From: 
Stephen Murphy

To:  
Deans, Directors, Chairs, Business Managers, Finance & Administration

Sent: 
Thursday, August 30, 2007

Subject:
Announcement - Senior Directors of Business Operations

 

I am pleased to announce that Jack Beecher and Brian Rebeschi have accepted positions as Senior Directors of Business Operations effective October 1, 2007.  Jack will have responsibility for the Other Academic and Support units, and Brian will have responsibility for the Officer units.

In their new roles Jack and Brian will be responsible for ensuring the departments, schools, and units in their respective groups receive high quality financial and administrative support.  The business managers (lead department administrators) in each of these groups will have a reporting line to the Senior Directors.  This reporting relationship is in addition to the business manager’s reporting line to the Dean, Director, or Chair of the unit.  Jack and Brian will also be members of the Business Operations senior leadership team, and they will be responsible for identifying, evaluating, and leading university-wide initiatives to improve the financial and administrative support for faculty, students, and staff at Yale.

Jack currently serves as the Clinical Administrator for the Department of Anesthesiology in the Yale School of Medicine (YSM), and he is the President of the MGMA Anesthesia Administration Assembly.  Jack has been involved in numerous University committees and projects, including as a departmental advisor in the business systems planning process for Finance & Administration and as a leader of “Career Pathing in Finance,” an acclaimed program for helping administrative staff develop their careers at Yale.  Jack earned his B.S. from Quinnipiac and his M.P.H. from Yale.

Brian currently serves as the Clinical Administrator for the Child Study Center and the Department of Orthopaedics & Rehabilitation in YSM.  Brian has a reputation as a strong leader and developer of people and as an innovator of business practices and systems.  He also serves on the Business Services Improvement Advisory Group, which counsels the Vice President for Finance & Administration on opportunities to improve the cost and quality of support services at Yale.  Brian earned his B.S. from Central Connecticut State University and his master’s degree in healthcare administration from Quinnipiac.

Please join me in congratulating Jack and Brian and wishing them great success in their new roles.

Sincerely,

Stephen Murphy

Associate Vice President for Business Operations

Finance & Administration

Yale University

2 Whitney Avenue, 7th Floor

New Haven, CT  06510

(203) 432-8090

 

For more information on Business Operations, please see
www.yale.edu/fa/businessops
Annual Oracle Upgrade Notice
Each fall, maintenance is done to keep Yale’s Payroll applications up-to-date and to maintain reliable service of the Oracle Financial, Human Resources, Procurement and Reporting applications - including the Data Warehouse and Brio Portal - that provide the underpinnings of many of Yale’s administrative systems. 

This year, the upgrade is scheduled to take place from Friday, Oct 12 5:00 pm – Oct 14.   Full system access will be available the morning of Monday October 15 at 8 am. This means that the above-mentioned applications will not be available during this period. At this time, we expect this upgrade to have minimal impact to the end user community. As more information becomes available, we will communicate any changes in the applications.  Details should be available by September 15.

A website has been established to contain details of the impact on each application as a result of the upgrade.  In the meantime, If you have any questions or concerns about this year’s upgrade, please send an email to elizabeth.anderson@yale.edu 

Annual Oracle Upgrade Website:  http://www.yale.edu/oboe/oracleupgrade 

New Director of Best Practices Initiative

The University and Locals 34 and 35 are pleased to welcome Jane Savage as the new director of Best Practices.  Savage will be supporting the Best Practices Initiative and labor-management partnership between Yale and Locals 34 and 35, Federation of University Employees, UNITE HERE.  To date, joint Best Practices projects have been undertaken at Yale in Athletics, Dining Services, Yale Animal Resources Center, Center for British Arts, the Library, Yale University Health Services, Internal Medicine, Yale Medical Group, and Facilities, and Savage will be working with the parties to expand the initiative.  An alumna of the Yale School of Management, Savage comes to her new position with experience consulting on a variety of organization development and labor management efforts.  These included healthcare organizations involved in a partnership between the League of Voluntary Hospitals and Homes of New York and 1199 SEIU, as well as Fortune 500 apparel, chemical, and auto supply manufacturers partnering with UNITE HERE.

Most recently, Savage worked at the Cornell University ILR School Extension Division where she assisted its leadership team in undertaking significant changes to their mission and services, managed the Organizational Change Group, and co-founded and directed a change management training program for HR/OD professionals, consultants, and managers.

United Way of Greater New Haven Announces September Days of Caring
United Way of Greater New Haven announces that Days of Caring, the annual region-wide community volunteer event through which volunteers work on one-time improvement projects in the community, will take place September 9-15. Yale University faculty and student groups are long-time participants and, in the past, have contributed to a wide range of Days of Caring projects such as park cleanups, classroom readings, yard work and painting for local nonprofits, in addition to the annual Children’s Book Drive. 

Last year the University Book Drive collected over 1,300 books under the leadership of Diane Turner, Associate University Librarian for Human Resources, Staff Training, and Security. Turner has led the book drive at Yale for the past three years. This year United Way will work with Ms. Turner as a consultant to help expand the book drive to all of the college and university campuses in Greater New Haven with a goal of collecting 3,000 books to donate to New Haven Reads and Read to Grow. If you would like to help with promotion of the Book Drive and the collection of books contact Andrew Gray at andrew.gray@yale.edu. To donate new or gently used children and parenting books, look for Book Drop locations around campus from September 9 through 28. 

“Each year I am even more impressed by the dedication of the University to our community,” said Janet Lindner, Associate Vice President for Administration and Yale’s 2007 United Way Campaign Coordinator. “As an institution of higher learning, we know that literacy can truly make a difference. We hope to provide books to as many children as possible through our Children’s Book Drive.”

Yale faculty and interested students or student groups are encouraged to participate in one or more of the many volunteer projects available during Days of Caring, September 9-15. To volunteer, visit www.uwgnh.org 

ADMINISTRATIVE SERVICES


Yale Office of Sustainability
http://www.yale.edu/sustainability/
Parking and Transit has MOVED
http://www.yale.edu/parkingandtransit/
Off-Campus Housing has MOVED
http://www.yale.edu/gradhousing/ochousing/
Understanding Campus Mail
How long does it take for a campus envelope to be delivered? How is your campus mail routed around campus? What can you do to insure quick, accurate delivery? 

Campus Mail services more than 230 departments around campus, delivering and picking up both US and Campus mail. Each week the Central Mailroom alone handles more than 1,100 pieces of campus mail. Let's take a minute to look at how this mail is distributed:

Central and science areas: We utilize four delivery routes to pick up mail US and campus mail once a day in the morning. All routes leave the central mailroom at 8:30 am loaded with the previous days campus mail. Each stop receives one campus mail/US mail drop off and pick up. All picked up mail is brought back to the central mailroom where it is sorted and prepared for delivery the following morning. US Mail is taken to the US Postal Service terminal on Brewery Street by 2 PM daily. Large mailings received at the Central Mailroom are almost always sorted the same day they are received and delivered with the next campus mail delivery. Your mail is picked up one morning and delivered the following morning.
Medical area: All departments or their authorized agent go to the mailroom in the basement of SHM to pick up and/or drop off their mail at their convenience. Incoming mail is sorted and is ready to be picked up throughout the day. Mail for the Yale-New Haven Hospital is directed through the medical mailroom.

What can slow your mail? An inaccurate or incomplete address. Simply writing "Sue, business office" or "IRQNJ" on the envelope will definitely cause delays.

Insure quick, accurate delivery:

1. Know your pick up time. Be sure to put your outgoing mail out for pick up before your department's pick up time. 

2. Use official Yale University Inter-Departmental Mail envelopes. The require the necessary information for correct delivery and they cost less than going to an outside source. Order your envelopes HERE. 

3. Use a complete campus address including person's name, department name and campus address. Unsure if an address is a campus address? Check pages ix-xii of your Yale Directory. If the address is listed under the "Campus Mail" column, it receives a campus mail delivery.
New 13-Ounce Mail Rule

According to the US Postal Service, a new Postal Service rule is now in effect for packages and envelopes that weigh more than 13-ounces. This impacts mail addressed with stamps for postage being mailed at a location other than a Post office retail service counter.

This new US Postal Service rule applies to stamped items only. Yale Mail Service is still able to pick up your letters and packages as before for delivery to the US Postal Service, but now we must pick up packages over 13 ounces, not 16 ounces.

Customers can use a convenient online postage application or an Automated Postal Center if they wish to mail items that weigh more than 13-ounces in Postal Service collection boxes or Post Office lobby mail slots, or if they wish to leave the items for pickup by their letter carriers. Online postage applications include the Postal Service's Click-N-Ship service on usps.com and PC Postage from an authorized USPS vendor.

If a customer is unable to use one of the above methods to prepare and affix postage, items weighing more than 13-ounces must be presented for mailing to an employee at a Post Office retail service counter. Business customers who use postage meters can continue to use meter postage for packages of any weight and mailing method. 

New decals on USPS collection boxes inform customers that deposit of stamped mail over 13-ounces is prohibited, and any such mail will be returned.

Previously, the prohibition applied to mail over 16-ounces. The change is part of ongoing security measures established by the Postal Service, in cooperation with other government agencies, to keep the public, customers, employees and the mail safe.

FINANCE

JSA / GL Closing Deadlines for August 2007

August 31, Friday -  Final AP daily push to the GL for August 2007.

September 5, Wednesday - 3:00 PM - Deadline for approval of SWAP transactions for August 2007.

September 5, Wednesday - 5:00 PM - Deadline for SFTP of external source system batches for August 2007.

September 6, Thursday - 3:00 PM - Deadline for JSA authorization and LD distribution adjustments for August 2007.

September 7, Friday - 8:30 AM - Authorization may begin for September 2007 JSA batches and LD distribution adjustments.

September 10, Monday - First AP push to the GL for September 2007.

September 10, Monday - 5:00 PM - August 2007 GL closing.

September 11, Tuesday - 8:30 AM - Final August 2007 GL balance information including fund balance updates available in the Data Warehouse.

September 11, Tuesday morning - The Month End event begins in the DW.  Portal Users scheduled to receive Month End reports will get them throughout the day and possibly the next day.

The Account Holder Report by Person and the Account Holder Report by PTAO are available in the Hyperion (Data Warehouse) Portal.  For demonstrations of the new reports, visit the Monthly Financial Review website located at: www.yale.edu/mfr. 

If you have any questions or comments, please contact your local support provider (http://www.yale.edu/its/help/supportgroups.html) or the ITS Help Desk at 785-3200, 432-9000 or helpdesk@yale.edu.

Updates will be posted at: www.yale.edu/its/status 

GENERAL INTEREST


Save the Date!  October 6th is Annual Employee Day
Human Resources' 11th annual employee day at the Yale Bowl is scheduled for Saturday, October 6, 2007. Yale staff members, their immediate families, and Yale retirees with a guest are treated to free admission to the football game as well as a complementary hot-dog lunch at the Yale Hospitality tent. Lunch will be served from 10:30 a.m. to game time. Kick-off for the game, Dartmouth vs. Yale is at 12:30 p.m.
 
This year, Labor Management has partnered with Human Resources to sponsor the event. Please mark you calendars now since the get-together is just a month away. HR looks forward to see you at this fun event, so keep your fingers crossed for good weather. For further information, contact Internal Communications at 2-7014.
New EAP Newsletter
Beginning this month, the Wellness Corporation will be distributing their EAP newsletter in a new and expanded format.  The new publication, entitled Balanced Living, includes up-to-date articles on medical, wellness, and work/life balance issues, as well as  helpful information on legal and financial matters.  The website, www.wellnessworklife.com, will continue to provide relevant articles on these topics and more.

Research and Administration Newsletter
http://www.yale.edu/oranewsletter/
Training Management System (TMS) Participation Reaches All Time High
TMS has hit an all time participation high in the month of August due in large part to the efforts of business managers, administrators and individuals from all across campus.  The support of the grassroots efforts of Jessica Hammatt and Debbie Stanley-McAulay has been overwhelming.

We will be continuing to meet with departments in the fall months and we will be supporting the efforts of the departments by providing on going reports and new flexible options for gathering assessment data.  In addition an administrator’s toolkit for this initiative is now available.  It includes standard text addressing both the assessment requirement and the sexual harassment training, an excel version of the assessment, and a user manual for My Orgs.  If you would like the toolkit please contact Jessica at Jessica.hammatt@yale.edu.

MEDEX Secure Travel Assistance Program Enhancements
Effective September 1, 2007, legal dependents traveling with Yale faculty or staff on University business will be automatically covered under the University MEDEX program and no longer need to enroll.

For personal travel, faculty and staff may continue to enroll dependents at $4.00 per person per month by contacting MEDEX directly.  Complete details and instructions can be found on the Risk Management website under “Can I add Dependents?” http://www.yale.edu/riskmanagement/programs/medex.html
For University programs wishing coverage for non-Yale affiliates, chaperones, volunteers or guides who intend to travel with a University travel group, “Small Group” coverage is available at $4.00 per person per month.  

The “Small Group” program also allows continued coverage for graduating seniors who intend to travel after graduation due to the award of a Yale grant or fellowship at no additional cost.  To ensure continued coverage, Fellowship sponsors should complete the “Small Group” form for those graduating seniors in need of continued coverage and submit to MEDEX.   The complete details, instructions and form can be found on the link above.

Please contact Vicki Ramsay at 2-8258 or victoria.ramsay@yale.edu with any questions, or to obtain additional information.

Sending Mass Emails – Tips and Advice

http://blogs.yale.edu/roller/page/ITS?entry=sending_mass_emails_tips_amp
Discounts, Services, and Resources for Faculty and Staff

The goodies page offers information about discounts, services and resources for eligible Yale University faculty and staff. Please click here for more information.

http://www.yale.edu/hronline/worklife/goodies.html
ITS Production Application System Status

http://lux.its.yale.edu/statpages/index.html
Other Yale E-Newsletters and Periodicals

Yale Bulletin & Calendar
Benefits 
The Circuit (ITS)
Controller's Office
Engineering 
Financial Review
Library (Nota Bene) 


 HYPERLINK "http://www.yale.edu/ppdev/whatsnew.html" PPDev-What's New

 HYPERLINK "http://www.yale.edu/procurement/news/index.htm"  
Procurement 
Safety Bulletin 
Tax Office
Travel 
working@yale 
Yale Daily News
Yale Medical Group 

ITS HelpDesk Contact Information

http://www.yale.edu/its/helpdesk/
HUMAN RESOURCES

STARS System and Business Process Update
http://www.yale.edu/hronline/stars/documents/STARSBusinessProcess_LateAugustUpdate_002.pdf
2008 Benefits Open Enrollment Announcement
This year’s medical and dental open enrollment is scheduled to begin November 5th and end November 18th.  Flexible spending account elections will be accepted through December 31, 2007.   As with every year, we encourage employees to enroll or make changes to their benefits via employee self-service.  More communication regarding open enrollment with be sent to employees under separate cover.

There will also be several Benefit Fairs taking place across campus.  Be on the look out for more information as we get closer.   Check the Benefits website at www.yale.edu/openenrollment for updates.
New and Improved Post-Doctoral Fellow Benefits Enrollment Form

You may now access the new and improved Post-Doc Fellows Medical and Dental enrollment form which includes the department authorization for subsidy on line at www.yale.edu/benefits
Click on Post-Doctoral Fellows, then on Forms and Documents
It can be found under the section entitled Enrollment/Eligibility Forms.

Here is a direct link to the form:  http://www.yale.edu/hronline/benefits/forms/enrollment/PDF_Subsid_form.pdf
Any questions, please contact the Benefits Office at 2-5550

Access Your Employee Benefit Statement Online
Employee Benefit statements are available online via Employee self-service.  You can access this information by clicking on the Employee self-service icon located in the upper left hand corner of the human resources website at www.yale.edu/hronline. You will need your NetId and password in order to access your personalized Employee benefit statement.

Homebuyer Program

http://www.yale.edu/hronline/hbuyer/seminars.htm
Send New Yale Parents a New Parent Packet

Balancing work with the arrival of a new child can be difficult, Yale offers parents (faculty, staff and post-docs) support to make the transition a little easier. As a component of Yale’s WorkLife program, which is designed to “improve the quality of life for members of the Yale Community and their families,” the Department of Human Resources sends University employees and students who adopt or give birth to children a “New Parent Packet” containing helpful information to ease the daily challenge of balancing work and family life.

The packet includes a gift for the child and a wealth of information for parents about University services such as babysitting and day care as well as tips and advice on flexible work schedules. The packet even comes with a selection of “favorite songs, games and art activities” compiled for children by the staff of Yale’s affiliated child-care programs.

To request that a New Parent Packet be sent out or for more information, please e-mail worklife@yale.edu or call Susan Abramson at 2-8069 with the following information:



· Parent name 

· Yale affiliation (Faculty, M&P, C&T, S&M, Post-doc, Graduate or professional student)

· Home address

· Child's date of birth (for size appropriate gift)

NOTE: Please notify the parent that you are providing the WorkLife Program with this information.

Back-Up Child Care:  Register Before You Need It

Balancing work with the arrival of a new child can be difficult, Yale offers parents (faculty, staff and post-docs) support to make the transition a little easier. As a component of Yale’s WorkLife program, which is designed to “improve the quality of life for members of the Yale Community and their families,” the Department of Human Resources sends University employees and students who adopt or give birth to children a “New Parent Packet” containing helpful information to ease the daily challenge of balancing work and family life.

The packet includes a gift for the child and a wealth of information for parents about University services such as babysitting and day care as well as tips and advice on flexible work schedules. The packet even comes with a selection of “favorite songs, games and art activities” compiled for children by the staff of Yale’s affiliated child-care programs.

To request that a New Parent Packet be sent out or for more information, please e-mail worklife@yale.edu or call Susan Abramson at 2-8069 with the following information:
Parent name 

· Yale affiliation (Faculty, M&P, C&T, S&M, Post-doc, Graduate or professional student) 

· Home address 

· Child's date of birth (for size appropriate gift) 

NOTE: Please notify the parent that you are providing the WorkLife Program with this information.

Lactation / Breastfeeding Room Locations on Campus

http://www.yale.edu/hronline/busmgr/0708/documents/BreastfeedRooms.pdf
INTERNATIONAL


Newly Arrived International Students and Scholars Should Check In with OISS
Newly arrived International Students and Scholars must check in with the Office of International Students and Scholars upon arrival.  In addition to making sure their immigration status is in order, new arrivals will receive a packet of helpful information about Yale and New Haven, as well as invitations to all the fall orientation events.

Apply for a Social Security Number on Campus
Representatives from the U.S. Social Security Office will be on campus to accept applications for US social security numbers from Yale international students and scholars who meet the eligibility requirements.  New arrivals must wait at least 14 days from the date of entry to apply. The Social Security application sessions will take place at the International Center, 421 Temple Street, from 2:00 – 4:00 on Wednesday, September 5th and Thursday, September 13th.

Orientation for Spouses and Partners of Yale International Students and Scholars (ISPY)
On September 5, 6 and 7th, OISS and the International Spouses and Partners at Yale (ISPY) will host a three-day orientation for spouses and partners.  The orientation will provide an opportunity for new spouses and partners to come together and share information, go out to lunch, take day trips as well as other social activities.  For more information about ISPY and to register, go to

http://groups.msn.com/ISPYInternationalSpousesandPartnersatYale
Annual Reception for Yale’s International Community
Everyone is invited to join in a celebration to welcome Yale’s international students and scholars.  In addition to excellent food and beverages, there will be great music for dancing.  The reception, which is hosted by the MacMillan Center for International and Area Studies and the Office of International Students and Scholars, will be held on Wednesday, September 19th from 4:30 – 6:30pm at Henry Luce Hall, 34 Hillhouse Avenue. 

H-1B Workshop for Hiring Departments
If you would like to learn about the complexities of the H-1B process and have an opportunity to pose your questions, OISS invites you to an H-1B workshop on Wednesday, October 17, 2007 from 9:00-10:30.  To sign up, send an email to Janice.pinkard@yale.edu.  

The workshop will be held at the International Center, located at 421 Temple Street.  If you’re coming from the Medical School, the Yale Shuttle service stops directly across the street from OISS, in front of Helen Hadley Hall.  There is no fee for the workshop.
Events and Programs at the International Center
http://www.yale.edu/icenter/events.htm
PROCUREMENT

Scam Alert:  “Compu Clean”
http://www.yale.edu/procurement/documents/ScamAlertCompuClean.pdf
SciQuest Best Practices with Grant Funds
http://www.yale.edu/procurement/news/bmmn/documents/SQBestPractices.pdf
Scientific / Laboratory Vendor Shows October 3rd and 4th
Don't miss the Annual Scientific/Laboratory Vendor Shows hosted by Yale University Purchasing Services:

October 3, 10:30am-2:30pm MEDICAL SCHOOL 
Harkness Lounge and Patio

October 4, 10:30am-2:30pm, SCIENCE HILL 
Outside Courtyard of KBT, Bass and Gibbs Lab

· Get great information from over 50 vendors 

· Learn how Yale’s vendors are striving to become more environmentally friendly 

· Raffles, Giveaways, Munchies, Fun! 

For more information, contact Fran Consiglio at 2-9970.

To print a flyer for your lab or office, click here.

Behind the Scenes:  Green Purchasing
Behind the scenes this summer, Yale University Procurement has been advancing Environmentally Preferable Purchasing (EPP) otherwise known as “Green Purchasing” here at Yale.  While you have heard about specific measures to convert to 30% recycled content office paper and hybrid vehicles, we have recently taken several significant steps to ensure that the products we purchase have a reduced negative effect on human health and the environment compared to other services.  To that end, we have:
· Included EPP language in the draft of the General Purchasing Policy and General Purchasing Procedures to be reviewed/released this fall 

· Prepared a Guide to Environmentally Preferable Purchasing for Yale purchasers 

· Participated in NAEP’s Sustainability Institute and joined the Responsible Purchasing Network 

· Routinely include include a Sustainability Statement in Requests for Information and Requests for Proposals 

· Encourage presentations from Yale suppliers to learn more 

· Surveyed Top Yale suppliers on their activities (click here for survey results) 

· Surveyed other universities on their planning and progress (click here for survey results) 

· Updated Yale’s Green Purchasing web site 

In the near future, we are looking forward to initiating an outreach program in partnership with Office of Sustainability to further Yale’s goals.  

If you are interested in learning more about Green Purchasing, please contact Brenda Naegel at brenda.naegel@yale.edu or 432-5810.

Contract Listing Update

http://www.yale.edu/procurement/news/bmmn/documents/ContractListingUpdate.pdf
TRAINING

Business Applications Training 

To register, visit www.yale.edu/xtrain. 

	Procurement

	Purchasing Card Training 

	VIP Number Requests and Assignments 

	Web Invoice Payment (WIP)

	Human Resources

	C&T, Casual and Student Payroll 

	Casual Employee Setup and General Employee Maintenance

	Expense Management System (EMS) 

	General Accounting 

	Custom Commitments Responsibility

	Effort Reporting and Certification

	Journal Entry/Staging Area (JSA)

	Labor Distribution (LD)

	Receipts Identification Form - Cash Receipts (RIF)

	Financial Planning 

	Data Warehouse Reporting for HR/LD/Payroll

	Data Warehouse Reporting for New Users

	Introduction to Brio Query 6

	Budgets--Grant and Contract Oracle Financial Analyzer (OFA)

	Other Training 

	User Access TAC Training 

	Orbitz


IT Computer Courses
Register at www.yale.edu/learningcenter
	Course
	Date

	Operating System
	 

	Internet Basics
	Sept 14, 27 

	Windows XP: Level 1 
	Sept 24, 26 

	Microsoft Office 
	 

	Special Session: MS Office Computer Lab for the IEP 
	Sept 20 

	Excel 2003: Level 1 
	Sept 18, 20 

	Excel 2003: Level 2 
	Sept 10, 12 

	Excel 2003: Formulas and Functions 
	Sept 18 

	PowerPoint 2003: Level 1 
	Sept 5, 7, 18, 20 

	Word 2003: Level 1 
	Sept 11, 13 

	Word 2003: Tabs and Tables 
	Sept 13 

	Website Design 
	 

	Photoshop 8.0: Level 1 
	Sept 27 

	Web Editor: Dreamweaver 8: Level 1
	Sept 28


Learning Center Classes

Find details and register for Learning Center courses online at:
http://mire.med.yale.edu/lcdb/ 
	Course
	Date

	September
	 

	Mentoring for Growth and Development 
	Sept 7 

	Preparing for the Job Interview 
	Sept 12, 19 

	Supervisory Education Program: What to Say and How to Say It for New Supervisors and Managers 
	Sept 11 

	Pathways I
	Sept 12, 13, 14 

	Precision Thinking and Problem Solving Skills 
	Sept 19 

	Eudora Pro: Level 1 
	Sept 24 

	Making Your Resume Work for You 
	Sept 26, Oct 24 

	Management Skills for Administrative Professionals
	Sept 25 

	Creating a Career Plan 
	Sept 26 

	Customer Service for Front Line Service Providers 
	Sept 27 

	Supervisory Education Program: Shifting Perspectives Looking at Roles and Work Relationships Differently 
	Sept 27 

	Refining Speaking and Writing for Speakers of English as a Second Language 
	Sept 26,
Oct 3, 17, 24 

	Identity Theft 
	Sept 28 


Procurement Course Schedule 

http://www.yale.edu/procurement/news/bmmn/documents/CourseScheduleSeptember.pdf
Safety Training

The following safety training courses are offered periodically throughout the year. Descriptions for each of these courses can be found online at www.yale.edu/oehs/training.htm. All training seminars are held at the Office of Environmental Health & Safety, 135 College Street, lower level, room 15. For further assistance and information, call 785-3550.
	Course
	Date

	Biosafety Training 
	Sept 6, 26 

	Bloodborne Pathogens Initial Training
	Sept 11, 27 

	Bloodborne Pathogens Annual Retraining 
	Sept 18 

	Laboratory Chemical Safety
	Sept 11 

	Radiation Safety Orientation 
	Sept 13, 25 

	Respiratory Protection Training 
	Sept 12 

	Safe Use of Biological Safety Cabinets 
	Sept 18 

	Shipping and Transport of Hazardous Biological Agents
	Sept 11 

	Tuberculosis Awareness
	Sept 19 


Web Training:
Bloodborne Pathogens for Researchers http://info.med.yale.edu/bbp/
Bloodborne Pathogens for Healthcare Workers http://info.med.yale.edu/bbpclinical
Hazardous Chemical Waste Management http://info.med.yale.edu/chemhaz
Laboratory Chemical Safety http://info.med.yale.edu/chemsafe/
Tuberculosis Awareness http://www.yale.edu/oehs/TB/index.htm 
Laser Safety Awareness www.yale.edu/oehs/powerpoint/LaserSafetyTraining.htm 
X-Ray Diffraction Safety Awareness www.yale.edu/oehs/powerpoint/X-RayDiffraction.htm 
Call 5-3550 to schedule the following courses:

Biosafety Level 3
Hazardous Chemical Waste Management
Noise and Hearing Conservation
Office Ergonomics
Radiation Survey/Spill Seminar
Respiratory Protection Training 

Safety Training
Office of Environmental Health & Safety
135 College Street
www.yale.edu/oehs
5-3550

WorkLife Classes 
To register, or for more information, go to www.yale.edu/worklife/events or call 2-5660.

	Class
	Date

	Back-Up Child Care Briefing
	September 5, 21

	Preventing Burnout
	September 18

	Healthy On the Go 
	September 20 

	College Financial Aid: Getting Started 
	October 1 


2007 CHILDCARE DIRECTORY: 2007 Online Childcare Directory - Available now! 
Request a printed copy at worklife@yale.edu. 
Be sure to include your name and on-campus address.[image: image1.png]
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