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Hot Topics

Reminder and Seminar: Stem Cell Research Compliance Policy

As the State of Connecticut has recently announced funding for 12 more investigators at Yale for research projects on stem cells, this is a good time to remind staff of the Provost’s policy on the conduct of human embryonic stem cell (hESC) research. The policy applies to all persons who conduct hESC research as Yale students, faculty or staff, using Yale facilities, or paid for with Yale funds. 

The role of the Department Business Office is to assist PIs to ensure that federal funds are not used, directly or indirectly, to support research on non-registered hESC lines. Department Administrators who administer awards that support hESC research are responsible for several items under this policy, which can be viewed online.
You can learn more about stem cell research in non-scientific terms by attending “STEM CELLS: Everything You Wanted To Know But Were Afraid to Ask.” Dr. Haifan Lin, Director of the Yale Stem Cell Center, will be presenting the seminar on June 18, 2008 at 12 p.m. in TAC, N107. Questions regarding the program can be addressed to Kristin Dugan.

If you have any questions about the policies or procedures for conducting stem cell research, please contact Paula Wilson.

 

New FOCUS e-Learning Tool for Managers 

Over the next few weeks, managers will be involved in assessing performance, making salary recommendations and conducting performance discussions with staff members. To support that work, a new e-Learning tool has been developed to guide managers through the FOCUS performance management process and to ensure that key parts of the review discussion take place.

Please take a moment to view the e-Learning tool, which is about twelve minutes long. It contains valuable tips and techniques that you may want to include in your written and verbal assessments with your staff members.

Administrative Services

New Yale Shuttle Vehicles

On April 7 the University's Parking and Transit office has put two new shuttle vehicles into service. As is also true of Yale's existing fleet, the new vehicles are fueled by a mix of 20% biodiesel and 80% Ultra-Low Sulfur Diesel (ULSD). They were built to the EPA's 2007 standards for diesel passenger vehicles, and as such, have particulate control technology incorporated into the engine design. The vehicles carry 43 passengers, and are part of a long-term vehicle replacement program.

Human Resources
 

Reminder: Deadlines and Schedules for Submitting Payroll

The Division of Finance maintains Payroll Schedules and Calendars on its website. Check there for information about pay periods, when checks are distributed, etc. The May and June calendars are currently available.

WorkLife Workshops In May 

Yale WorkLife is holding the following workshops during May. Registration is free. Further details are on our website or by calling 432-8069.

· May 6 - Bone Builders (Exercise for Osteoporosis) 

· May 7 - Sharing Difficult Adoption Information with Children 

· May 14 - Child Care Information Session 

· May 16 - College Admissions: Getting Started on the Process 

· May 22 - Managing Across the Miles: Long Distance Caregiving 

· May 29 - Etiquette in the Workplace 101 

· May 30 - Bike to Work at Yale 

Reminder: Resources for New and Expecting Parents or Parents of Young Children 

The Department of Human Resources has several resources to help new and expecting parents or parents of young children to help balance work and family life.

· The New Parent Packet contains a gift for a new child and information on University resources and services for parents/guardians. E-mail worklife@yale.edu. 

· Subsidized backup child care is available through Caregivers On Call.  Visit our website for more information or call 432-8069. 

· The Yale Babysitting Service establishes a link between Yale faculty, staff and students to access babysitting services provided by Yale students 

· Child Care Resource and Referral - The WorkLife Program has an Online Child Care Directory. Request a printed copy at worklife@yale.edu. Be sure to include your name and on-campus address. 

· Child Care Coordinator - Schedule a telephone or in-person session with the Yale Child Care Coordinator by e-mailing worklife@yale.edu or by calling 432-8069. 

Procurement

Click on the links below for information about updates and changes in Procurement Office procedures.

· Procurement Course Schedule May
· Submitting 2008 Student Prizes, Awards and Fellowships
· Contract Listing Updates
· Data Warehouse Reports Now Provide Additional EMS Information
· Account Holder Reports Now Contain Initiator Column
· A/P Worklist Update
· First Annual Sustainability Fair Update
· Millipore Name Change
Training

Procurement Course Schedule

There are several courses this month from Procurement on:

· Accuship 

· Purchasing Skills 

· SciQuest eProcurement 

· EMS 

· VIP Number Requests and Assignments 

· Web Invoice Payment (WIP) 

Office of Environmental Health & Safety Training Schedule for May 

N.B. Locations for OEHS Training: Due to building renovations at 135 College Street, the Office of Environmental Health and Safety 135 College lower level training room will not be available for training classes for the upcoming months. Training classes will continue to be held, but the location(s) vary.  Please check with OEHS prior to your classroom session for the current training location. Call OEHS at 785-3550 or email safetytraining@yale.edu for more information.

Registration information.

	Course
	Date
	Time

	Biosafety
	May 7
	1 a.m. - 3:30 p.m.

	Biosafety
	May 21
	10 a.m. - 12:30 p.m.

	Bloodborne Pathogen
	May 8
	9 - 11 a.m.

	Bloodborne Pathogen
	May 28
	1:30 - 3:30 p.m.

	Bloodborne Pathogen Refresher
	May 27
	9 - 10 a.m.

	Confined Space
	May 13
	9 - 11 a.m.

	Laboratory Chemical Safety
	May 15
	9:15 - 10:45 a.m.

	Powered Industrial Vehicles
	May 20
	9  - 11 a.m.

	Radiation Safety Orientation
	May 6
	1 - 3:45 p.m.

	Radiation Safety Orientation
	May 22
	9:30 a.m. - 12:15 p.m.

	Respiratory Protection
	May 16
	10:30 - 11:30 a.m.

	Safe Use of Biological Safety Cabinets
	May 14
	2 - 3 p.m.

	Safety Orientation Non-Lab
	May 7
	8:30 - 9:40 a.m.

	Shipping and Transport of Hazardous Biological Agents
	May 14
	10 a.m. - 12 p.m.

	Tuberculosis Awareness
	May 6
	9 - 10 a.m.


 

IT and Computer Courses From the Organizational Development and Learning Center for May 

Registration and location information. 

	Course
	Date
	Time

	Microsoft Outlook 2003/2007
	May 5 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	May 5 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	May 5 
	1:30-4:30 p.m.

	Excel 2003: Level 2
	May 5 
	9 a.m.-12 p.m.

	Excel 2003: Level 2
	May 7 
	9 a.m.-12 p.m.

	Excel 2003: Formulas & Functions
	May 6 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	May 6 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	May 6 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	May 7 
	9 a.m.-12 p.m.

	Computers Made Easy
	May 8 
	9 a.m.-12 p.m.

	Adobe Photoshop CS3: Level One
	May 8 
	9 a.m.-4:30 p.m.

	Microsoft Outlook 2003/2007
	May 12 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	May 13 
	9 a.m.-12 p.m.

	Access 2003: Level 3
	May 13 
	1:30-4:30 p.m.

	Access 2003: Level 3
	May 15 
	1:30-4:30 p.m.

	PowerPoint 2003: Level 1
	May 13 
	9: 00 a.m.-12 p.m.

	PowerPoint 2003: Level 1
	May 15 
	9: 00 a.m.-12 p.m.

	Word 2003: Tabs & Tables
	May 14 
	9 a.m.-12 p.m.

	Buying Office & Computer Supplies/Equipment using SciQuest eProcurement
	May 14 
	9-11:30 a.m.

	Microsoft Outlook 2003/2007
	May 15 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	May 15 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	May 15 
	1:30-4:30 p.m.

	Be Productive in Excel 2007
	May 15 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	May 16 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	May 19 
	1:30-4:30 p.m.

	Understanding Database Design
	May 19 
	1:30-4:30 p.m.

	Windows XP: Level 1
	May 20 
	9 a.m.-12 p.m.

	Windows XP: Level 1
	May 22 
	9 a.m.-12 p.m.

	Excel 2003: Level 3
	May 20 
	9 a.m.-12 p.m.

	Excel 2003: Level 3
	May 22 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	May 20 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	May 20 
	1:30-4:30 p.m.

	Microsoft Entourage 2004 for the MAC
	May 21 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	May 21 
	1:30-4:30 p.m.

	Accuship Online Shipping Solution
	May 22 
	9-11 a.m.

	Microsoft Outlook 2003/2007
	May 22 
	1:30-4:30 p.m.

	Adobe Photoshop CS3: Level Two
	May 22 
	9 a.m.-4:30 p.m.

	PowerPoint 2003: Level 1
	May 27 
	9 a.m.-12 p.m.

	PowerPoint 2003: Level 1
	May 29 
	9 a.m.-12 p.m.

	Excel 2003: Level 1
	May 27 
	1:30-4:30 p.m.

	Excel 2003: Level 1
	May 29 
	1:30-4:30 p.m.

	Excel 2003: Database
	May 28 
	9 a.m.-12 p.m.

	Excel 2003: Database
	May 30 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	May 29 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	May 29 
	1:30-4:30 p.m.

	Buying Laboratory and Medical Supplies using SciQuest eProcurement
	May 29 
	1:30 p.m.-3:30 p.m.

	Microsoft Outlook 2003/2007
	May 29 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	May 30 
	9 a.m.-12 p.m.


 

Organizational Development & Learning Center Training Schedule for May 

Registration and location information.

	Title
	Date
	Time

	FOCUS: Goal Setting and Feedback for SUPERVISORS
	May 8 
	9 a.m-12 p.m.

	FOCUS: Goal Setting and Feedback for NON-SUPERVISORS
	May 8 
	1-4 p.m.

	Coaching for Performance
	May 9 
	9 a.m-12 p.m.

	Precision Thinking and Problem Solving Skills
	May 13 
	9 a.m-4 p.m.

	Making Your Resume Work for You
	May 14 
	9 a.m-12 p.m.

	Making Your Resume Work for You
	May 21 
	9 a.m-12 p.m.

	Customer Service for Front Line Service Providers
	May 15 
	9 a.m-12 p.m.

	Hiring International Faculty and Staff
	May 15 
	1:30-4:30 p.m.

	Supervisory Education Program: Managing Up
	May 20 
	9 a.m-12 p.m.

	Preparing for the Job Interview: Securing the Next Position
	May 28 
	9 a.m-12 p.m.

	
	June 4 
	9 a.m-12 p.m.

	Business Writing
	May 28 
	1 -4 p.m.

	Business Writing
	June 4 
	1 -4 p.m.

	Coaching for Development
	May 28 
	9 a.m-12 p.m.


Sustainability

Yale Launches Sustainability Pledge

The Yale Office of Sustainability is pleased to announce the launch of the first University wide Sustainability Pledge.

The goal of the pledge is to continue to build upon the growing campus support around sustainability initiatives at Yale. The pledge demonstrates how the collective actions of a large group of individuals across campus can contribute to the vision of a sustainable campus.

The pledge encourages faculty, staff and students to make a tangible commitment to sustainability through their everyday actions and behaviors. Taking the pledge involves committing to at least three new actions that are within one’s capacity, sharing the activities in which one is already engaging to be more sustainable, and raising awareness by promoting the pledge to at least three other friends and colleagues.

Yale’s Office of Sustainability established the pledge to increase the already vibrant community involvement and energy that has coalesced around sustainability at Yale. The goal of the effort is to have at least 2,500 members of the Yale community pledge to be more sustainable. Take the pledge today!


For more information contact Bob Ferretti at the Yale Office of
Sustainability. 

General Interest

Reminder: ITS Help Desk Resources

The ITS Help Desk is the first point of contact for most computing-related issues at the University. Anyone can contact the ITS Help Desk and, if appropriate, get connected to their support provider.  You can contact the help desk at 432-9000, or 785-3200, or helpdesk@yale.edu.  The Help Desk also works closely with the Client Accounts (CA) team, which provides access to various University and YSM services and applications. Client Accounts processes requests to create, delete, or otherwise modify accounts for email, scheduling, back up, Oracle and BMS 2000.

For more information on getting help at the University, see our website. Also, you can keep up-to-date with recent ITS developments at our blog.

Mail Tip: "Please Forward"

Oftentimes departments will write “Please forward” on mail for an employee who has moved on, but Mail Services doesn't know where it should be forwarded. A few guidelines will help:

1.) When a person leaves your department, print up labels with the words "FORWARD TO" and the correct address info on them (run off extra sheets on a copy machine). When mail arrives for that person, just apply a label over the address portion of the original address leaving only the person's name showing, cross off the bar codes, and put it in your outgoing US mail.

2.) Advise anyone leaving that you will forward mail for a short time, say three months. After that, their mail will be sent to the Junk Mail Program for canceling. This will give the person ample time to advise their correspondents of their new address.

3.) Use the Junk Mail Program. Mail will be cancelled, saving you the job of doing it. Simply keep a bucket in your office with a sign on it "JUNK MAIL". Whenever you receive mail for that person, or any mail for your department that you do not want to receive, just throw it in the bucket. When the bucket is full, tape the sign on top of the bucket and put it with your outgoing campus mail for our mail carriers. All mail in that bucket will be cancelled for you.

 About Business Management at Yale 

Business Management at Yale provides important and timely information to the community of business management professionals at Yale University.
This electronic publication supports the efforts of Finance and Administration staff to deliver high quality service to members of the Yale community.

Robert McGuire, Interim Editor

Website:  http://www.yale.edu/hronline/busmgr/
Submission Guidelines

Business Management at Yale uses a modified Associated Press style.  Contributors are asked to submit articles using the inverted pyramid style of writing whenever possible.  The editors reserve the right to edit submissions for length, content, or style.

If the information submitted is available on your website, please provide a link to the original source material.  

Provide a descriptive title for your article to give readers a clear expectation of the content.

For more information about using the inverted pyramid style of writing, please click here.
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