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Hot Topics 

“Managing at Yale” Aims to Achieve Higher Performance 

In April, Yale will launch Managing at Yale, a new initiative that provides all non-faculty managers with the training they need to enhance their managerial performance and effectively develop their staff.  This initiative is designed to address the varying needs of new and experienced managers while providing a consistent framework of leadership expectations and accountabilities required for all managers.

The Managing at Yale Essentials Program provides the information that new managers of all levels (with less than two years of experience in the role) need to know, such as HR policies and employment law. Another manager training program, The Great Manager Program, is geared towards experienced managers of all levels and includes a more in-depth treatment of leadership expectations, labor relations and diversity and inclusiveness.  The Extraordinary Leader Program, the third program offered as part of the Managing at Yale training curriculum, is limited to senior managers and requires nomination for participation. 

The Managing at Yale Essentials Program, a two-day program, is scheduled to be piloted on April 1 through 2.  Managers selected to participate in the pilot phase of this program have received an email invitation.  The Great Manager Program will be piloted April 21 through 23 and The Extraordinary Leader Program will be piloted within the next few months.  Managers will be selected to participate in the pilots of these programs, as well.

After completing these training programs, all managers will be better equipped to demonstrate the following leadership expectations and accountabilities to ensure higher performance:

LEADERSHIP EXPECTATIONS

· Demonstrate integrity and character 

· Achieve outstanding results 

· Inspire and develop people 

· Lead innovation and positive change 

ACCOUNTABILITIES

· Hire talent and build the team 

· Set goals and deliver results 

· Provide supervision 

· Manage operations 

· Evaluate performance and develop people 

· Share information 

· Acquire technical knowledge and expertise 

Administrative Services

No news items for this month.

Finance

Reminder:  Deadlines and Schedules for Submitting Payroll

Please be sure to review Payroll Schedules and Calendars on the website of the Finance & Administration division. Check there for information about pay periods, when checks are distributed. The March, and April calendars are currently available. 

Human Resources

WorkLife Workshops for March 

Yale WorkLife is sponsoring the following workshops during March.  Registration is free.  Further details are on our website. 

· Child Care Information Session, March 25, Yale School of Medicine Library, 333 Cedar Street, Room 101A, 12 p.m.-1 p.m. 

· Fundamentals of Budgeting and Handling Credit, March 27, 155 Whitney Avenue Room 110, 12 p.m.-1:30 p.m. 

· What Children Wish Their Parents Knew About Bullying, April 1, 320 York Street Room 110, 12 p.m.-1:15 p.m.
 Backup Child Care Available 

Yale provides eligible faculty, staff, post-docs and students up to 40 hours of subsidized back-up child care per fiscal year (July 1 - June 30). These services are intended to assist parents and guardians in arranging care for their children when their usual caregivers are not available. The back-up child care service is provided through Caregivers on Call, which has a network of caregivers in all 50 states and services both major metropolitan areas and smaller communities. Due to its extensive network, parents or guardians may also use this service when traveling to meetings and conferences for work. To learn more and to register for the service, visit www.yale.edu/backupcare or call 432-8069.

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 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 back-up 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. 
· Visit Our New Parent Registry - The Yale WorkLife Program is creating a “Parent Registry.” The registry will be a list of parents who have formerly used child care providers and schools in the Greater New Haven area and have agreed to serve as references for other Yale University families. This resource can help parents and/or guardians learn more about child care centers, family child care homes, and public and private schools. If you are interested in serving as a reference, or for more information, please e-mail worklife@yale.edu or call (203) 432-8069. 

International
H-1B Workshop, March 26, 2009

If you would like to learn about the complexities of the H-1B process, the OISS will sponsor an H-1B workshop on Thursday, March 26, 2009 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.  Parking is very limited so please consider using Yale Shuttle service.  There is no fee for the workshop.
Procurement

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

· Potentially Compromised Yale University Purchasing Cards Due to Heartland Payment Systems Security Breach
· Procurement Course Schedule 

· Contract Listing Updates 

Sustainability
Yale Sustainability Summit Starts March 30th
The Second Annual Yale Sustainability Summit will be March 30 through April 3. This week-long collection of events will build on the increasingly strong campus-wide understanding of Yale's sustainability initiatives, how these changes affect the work we do as a university, and how everyone in our community can become involved.  
This year’s Summit will focus on Yale’s role within the local and global contexts, and the importance of efficiency, innovation, and balance in the current economic climate.

The Summit will feature events hosted by various departments around the university, a “Better Buying Bazaar” to be held in the President’s Room of Woolsey Hall, panel presentations and film screenings, and a “Sustainable Living” exhibit at the Peabody Museum. For a full calendar of events, visit the Summit’s website at www.yale.edu/sustainability/summit.
As a part of this week of activities, departments around campus are arranging to hold their own events. If your department is interested in hosting an event during the summit, please contact Luke Bassett, Sustainability Summit organizer, at luke.bassett@yale.edu
Training
Procurement Course Schedule

There are several courses this month from Procurement on:

· Accuship (March 11 & 31) 

· A/P Worklist (March 11) 

· Purchasing Skills (one-day overview, by request) 

· SciQuest eProcurement (March 18)
· Expense Management System (March 11) 

· VIP Number Requests and Assignments (March 18) 

· Web Invoice Payment (March 9) 

Environmental Health & Safety (EHS) Training Schedule for March 

Environmental Health & Safety (EHS) training courses are offered periodically throughout the year. Descriptions for the course can be found online at http://www.yale.edu/oehs/training.htm  For a list of current training dates and times, please visit www.yale.edu/oehs/Documents/training/current.pdf to download a copy of the EHS training calendar.  All training seminars are held at Environmental Health & Safety, 135 College Street, room LL15. For additional information, call 785-3211. EHS Training Classes for March 2009 
· 02. Applied Radiation  Safety - Part II
· Biosafety Training
· Biosafety Level 3
· Bloodborne Pathogen for Lab and Clinic Personnel
· Laboratory Chemical Safety
· Respiratory Protection
· Safe Use of Biological Safety Cabinets
· Safety Orientation for Non-Laboratory Personnel
· Shipping and Transport of Hazardous Biological Agents
· Tuberculosis Awareness
 
EHS Offers the Following Web Training Courses:
· Bloodborne Pathogens for Researchers Laboratory Personnel
· Bloodborne Pathogens for Healthcare Workers
· Hazardous Chemical Waste Management
· Laboratory Chemical Safety
· Tuberculosis Awareness
Additional training may be scheduled for the following course(s) by calling 785-3211:
· Advanced Biosafety Seminar 
· Noise and Hearing Conservation 
· Office Ergonomics 
· Radiation Safety Survey/Spill Seminar 
IT and Computer Courses from the Organizational Development and Learning Center (ODLC) for March 

The following IT and computer training courses are available from ODLC this month. Registration and location information here.
	Course
	Dates
	Times

	HR Lunch & Learn for Human Resources Budget Process
	Mar. 2
	11:45 a.m.-1 p.m.

	Access 2003: Level 1
	Mar. 3
	9 a.m.-12 p.m.

	
	Mar. 5
	9 a.m.-12 p.m.

	Adobe Dreamweaver CS3: Level Two
	Mar. 5
	9 a.m.-4:30 p.m.

	Orbitz For Business Travel Clinic
	Mar. 6
	9 a.m.-11 a.m.

	HR Lunch & Learn: Excel 2007 Pivot Tables
	Mar. 9
	11:45 a.m.-1 p.m.

	Microsoft Outlook 2003/2007w
	Mar. 10
	1:30 p.m.-4 p.m.

	
	Mar. 12
	1:30 p.m.-4 p.m.

	PowerPoint 2003: Level 2
	Mar. 10
	9 a.m.-12 p.m.

	
	Mar. 12
	9 a.m.-12 p.m.

	Access 2003: Level 1
	Mar. 10
	9 a.m.-12 p.m.

	
	Mar. 12
	9 a.m.-12 p.m.

	Accounts Payable (AP) Worklist
	Mar. 11
	9 a.m.-11 a.m.

	Accuship Online Shipping Solution
	Mar. 11
	1:30 p.m.-3:30 p.m.

	PowerPoint 2003: Level 1
	Mar. 16
	1:30 p.m.-4:30 p.m.

	
	Mar. 18
	1:30 p.m.-4:30 p.m.

	Excel 2003: Level 1
	Mar. 17
	1:30 p.m.-4:30 p.m.

	
	Mar. 19
	1:30 p.m.-4:30 p.m.

	Excel 2003: Database
	Mar. 17
	9 a.m.-12 p.m.

	
	Mar. 19
	9 a.m.-12 p.m.

	SciQuest eProcurement
	Mar. 18
	1:30 p.m.-3:30 p.m.

	Access 2003: Level 2
	Mar. 24
	9 a.m.-12 p.m.

	
	Mar. 26
	9 a.m.-12 p.m.

	Excel 2003: Level 1
	Mar. 24
	1:30 p.m.-4:30 p.m.

	
	Mar. 26
	1:30 p.m.-4:30 p.m.

	Word 2003: Merging Letters, Envelopes and Labels
	Mar. 25
	9 a.m.-12 p.m.

	Microsoft Outlook 2007 Advanced
	Mar. 25
	1:30 p.m.-4:30 p.m.

	Adobe Photoshop CS3: Level One
	Mar. 26
	9 a.m.-4:30 p.m.

	HR Lunch & Learn: Outlook 2007 Tips & Tricks
	Mar. 30
	11:45 a.m.-1 p.m.

	Accuship Online Shipping Solution
	Mar. 31
	9 a.m.-11 a.m.

	Be Productive in PowerPoint 2007
	Mar. 31
	1:30 p.m.-4:30 p.m.

	Access 2003: Level 1
	Mar. 31
	9 a.m.-12 p.m.


Organizational Development & Learning Center (ODLC) Training Schedule for March 

The following training courses are available from ODLC this month. Registration and location information here.
	Course
	Dates
	Times

	HR Lunch & Learn for Human Resources Budget Process
	Mar. 2
	11:45 a.m.-1 p.m.

	Cover Letter Workshop
	Mar. 4
	9 a.m.-12 p.m.

	Managing Up for Non-Supervisors
	Mar. 5
	9 a.m.-12 p.m.

	Customer Service for Front Line Service Providers
	Mar. 11
	9 a.m.-12 p.m.

	Principles and Practices of L34 Contract Administration for Managers
	Mar. 11
	1:30 p.m.-4:30 p.m.

	Dealing with Conflict and Confrontation in the Workplace
	Mar. 17
	9 a.m.-12 p.m.

	Managing Up for Supervisors
	Mar. 18
	9 a.m.-12 p.m.

	Preparing for the Job Interview: Securing the Next Position
	Mar. 18
	9 a.m.-12 p.m.

	
	Mar. 25
	9 a.m.-12 p.m.

	Creating a Career Plan
	Mar. 19
	9 a.m.-12 p.m.

	Yale University Police Department Citizen's Police Academy
	Mar. 24
	6 p.m.-8:30 p.m.

	
	Mar. 31
	6 p.m.-8:30 p.m.

	Expressing Yourself: The Art of Being Understood
	Mar. 25
	9 a.m.-12 p.m.

	Recognition & Prevention of Sexual Harassment for Non-Supervisors
	Mar. 26
	10 a.m.-12 p.m.

	Influencing Without Authority
	Mar. 31
	9 a.m.-4 p.m.


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. Individuals 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. CA 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.
Reminder: Who Can Sign for Your Paycheck?
When was the last time you looked at the list of people authorized to sign for your payroll? Are the people on your list still in your department? Names on your list are still authorized to sign for your payroll, even if they are no longer associated with Yale, so make sure to check on a regular basis who is authorized to sign.

If you need to make changes to your list, use the payroll authorization form. Fill in the form, print it out, have your business manager sign it, and then fax the completed form to 764-9312. A cover sheet is not needed. The changes will be made for the next payroll. 

If you know changes need to be made to your list, don't wait! Fax your updated list today. If you’re unsure to who is on your list, email lynne.beauchemin@yale.edu for the list of current signers for your department.

Mail Tip: USPS Announces New Prices on May 11

On May 11, 2009, United States Postal Service prices will be adjusted for First-Class Mail, Standard Mail, Periodicals, Package Services, and Special Services. The average increase by class of mail is at or below the rate of inflation as measured by the Consumer Price Index.

The price of a First-Class Mail stamp will increase from $0.42 to $0.44¢. The Forever Stamp (shown here) can be used— regardless of when purchased — to mail 1-ounce letters after the price change, without the need for additional postage.

To view and print the complete list of new prices, visit the US Postal Service web site here. Downloadable pricing files are available at the bottom of the page.

New prices for the most commonly used stamps appear below

· $0.44 First-Class Mail letter (1 oz.)
· $0.88 Large envelopes - first ounce

· $1.22 Parcels - first ounce

· $0.17 Additional counes

· $0.28 Postcard

· $0.31 Stamped Card

· $0.54 Stamped Envelope
Human Resources Internal Communications—March 2009

