MEMORANDUM 

TO:

Tina Updike, chair, Employee Advisory Committee

FROM:
Kathy Shuler and Connie Kerlin, co-chairs

Employee Appreciation Day 2000 

SUBJECT: 
EADay 2000 Report and Funding Request for 2001 
DATE: 
June 9, 2000


This year’s Employee Appreciation Day was held Thursday, May 18. Our theme for this year was “All Together One”. The All Together One logo was used on the EADay brochure, the web page, and the buttons. 1,331 people participated in the picnic on the quad (there were approximately 1,200 participants in 1999; almost an 11% increase), and 819 employees registered for workshops (last year: 760; a 7.8% increase). Employees were allowed to register for up to five workshops this year. 

Participant evaluations were made available at the Hospitality Table all day and at the lunch. Of those who returned evaluations, 94% agreed or strongly agreed that the variety of activities was sufficient, 98% agreed or strongly agreed that the confirmation package included everything needed for the day, and all those who returned evaluations agreed or strongly agreed that attending Employee Appreciation Day was worth their time and that the Day should be repeated next year.

Workshops:


Fifty-four workshops were offered, 32 of which were new and 22 were repeated from last year. Five workshops from last year were not offered again this year. There were a total of 73 workshop sessions scheduled (some popular workshops were offered twice during the day). A listing of the workshops is attached. 819 people registered for at least one class. Employees registered for 2,044 spaces in workshops, setting yet another record for workshop registrations (last year employees registered for 1,850 spaces). Following the recommendation from last year’s steering committee, employees were allowed to register for up to five workshops (rather than ten). As last year, participants registered for an average of 2.5 workshops each.


Of those who returned participant evaluations, 99% agreed or strongly agreed that the workshops were well-organized; 99% reported that the workshops were informative, and 94% stated the room where the workshops were held was comfortable and appropriate.


Shuttle bus service was arranged for six of the workshops (a total of nine sessions).


Special activities scheduled this year included free billiards in Taylor Down Under throughout the day and the Virginia Blood Mobile on the Commons. The billiards was extremely popular, and the Blood Mobile acquired over 30 pints of blood for the day.

Picnic:

The committee decided on the following menu at $7.20 per person:


Cold fried chicken


Potato salad


Baked macaroni & cheese


Broccoli salad


Baked beans


Ice cream


Assorted sodas


The cake cost $400. The official time of the picnic was 11:30 a.m. – 1:00 p.m. (instead of 1:30 as in previous years), and unofficially people were allowed to begin going through the lines at 11:00 a.m. This shortened the lines at the buffet; there was very little wait. The EADay buttons were used as the employees’ admission to the lunch instead of using tickets this year, and this worked very well. We recommend continuing this practice next year.


Although the Convocation Center was scheduled as a rain location a year in advance, major renovations were scheduled in the Convocation Center that prevented us from using the Convo as a rain site. The next best choice was the Godwin Gym. Although it is smaller than the Convocation Center, the advantage was that it is in the center of the campus and would be closer for most people. Fortunately we were blessed with a sunny day and did not have to deal with the problem of having to move the entertainment and food into a restricted space.


Of those who returned participant evaluations, 100% rated the picnic location as good. Ninety-nine percent were pleased with the lunch (in spite of numerous comments on the evaluations reporting that the cold fried chicken was not their favorite).

Budget:

The President granted the committee additional funds this year, for a total of $17,872. Items were donated by departments, including the morning coffee at Taylor Down Under, door prizes from various departments on campus as well as from many community businesses. EADay t-shirts were also given away as door prizes during the lunch and were very popular. Expenses for 2000 were $17,819.06, including an agency service charge of $606.00, which was not a part of the original budget. Excluding this amount, the total expenses were $17,213.06. We stayed within our budgeted amount of $17,872.00. The final budget report is attached, as well as the budget request for 2001.


The budget request for 2001 reflects an increase of $1,541 (8.6%) over this year’s approved budget. An increase of $360 is shown in the budget for the picnic to reflect an increase in the projected number of attendees to 1,350 (1,331 people were counted at the picnic this year). There is also an increase of $100 for workshops. Many of the popular workshops have a cost for supplies. Most of the increase, however, is for the Registrar to work 40 hours per week instead of 20 hours per week. The work required to process the registration requests for 800 - 1,000 workshop attendees requires a considerable amount of time, and the committee does not want to impose an undue burden of time on any of the committee members who already have many demands performing their own work duties. The work of the Registrar in ensuring that participants are placed in as many classes as possible, answering questions, and updating the workshop database is a full-time endeavor. Joe Archer and Lisa Knicely contributed many hours of their time in addition to their regular workload to assist with the registration process this year. The committee does not want to continue to overburden committee members and thereby discourage them from contributing to this important event.

Publicity/Brochure:

The committee decided to place the President’s letter on the front panel of the brochure and modify the back panel to allow more room on the brochure for workshop descriptions. The brochure also included the time schedule, as it did last year. The brochures were sent out just after spring break. Flyers were mailed individually to all employees in February with information about the web registration process and advising employees to get a password if they had not already done so. The flyers included instruction on how to open e-mail accounts on the web and listed the Information Center sites.

Entertainment:

Entertainment this year included the Staff Infection, which has performed every previous year, and Glick & Phillips, a local and well-loved comedy/music duo. The Staff Infection continues to be popular, although some employees reported that the music was too loud and interfered with conversation on the Quad. (Of the participants who returned evaluations, 92% reported that they enjoyed the entertainment.) The Glick & Phillips duo was not loud enough for all employees on the Quad to hear them. This act was probably better-suited to a more confined space where people were not carrying on conversations among themselves and could more easily hear the jokes and comments. David Taylor served as emcee for the fifth year, and Dr. Rose addressed employees during the lunch.

Registration:

The committee decided to try an entirely on-line process for registration this year. Connie Kerlin arranged to have sites set up using the Information Centers to provide computers and assistance for employees who do not have ready computer access. Information Centers were located in Sonner Hall, Warren Hall, Taylor Hall, and the College Center. Lisa Knicely set up an EADay Registration Assistance Center in the University Services building, and Melissa Ludholtz set up a center in Gibbons Hall. The registration period was March 20-31. Registrants were limited to five workshops. Employees registered using their e-mail and password, then an e-mail confirmation was sent immediately after the employee registered. Employees could register for the lunch only, and if an employee registered for a workshop, they were also automatically registered for lunch. 


The College of Business loaned the committee a computer to use as a server, and Joe Archer worked many long hours in redesigning the web page. Although we did all that we could to extend computer access to all employees, we learned that there were large blocks of employees in Dining Services and Facilities Management who still felt disadvantaged because they did not have easy access to a computer. Although sites were set up in various locations on campus to assist with registration, employees still felt the process was unfair. 

Recommendations for EADay 2001:
· Recommended date for Employee Appreciation Day 2001: Thursday, May 17. The Convocation Center and the University Center have been reserved.

· To provide a fair and equitable method of registration for ALL employees, implement a mail-only registration process using a section of the brochure for registration as was done in previous years. The steering committee is committed to making this event as inclusive of the entire JMU community as possible. While we would strongly prefer that the registration process reflect the recognition of JMU as a “most wired” campus, and we did attempt to do that this year, there are still many staff employees who do not have a desktop computer or even ready access to computers. Until this group of employees becomes “wired” and adequately trained to utilize electronic means of communication, the only method of direct communication for them is using the campus mail system. 

· Hire one or two wage employees to handle the registration process. There should be enough money in the budget to fund at least one wage employee from the beginning of the registration period through EADay (approximately ten weeks at 40 hours per week). The Registrar will be available all day to answer calls (not just part of the day, creating back-logs of calls and e-mail to be returned) and will contact employees who are closed out of classes to register them for alternatives where possible. The Registrar will also serve as a resource person to provide assistance to employees with questions about registration. A separate e-mail address should be set up for the Registrar. A member of the Steering Committee who takes on the responsibility of maintaining the web page or coordinating the registration process should not be overburdened with the demands of coordinating the registration process. Employees do, after all, have their own jobs to perform, and this committee work should not be so time-consuming that it takes an undue amount of time away from their normal duties.

· Assign a Registration Coordinator from the Steering Committee. This person will supervise and provide direction for the Registrar.

· Establish a web page for information and announcements only. Assign a member of the Steering Committee to keep the web page updated as classes fill.

· Establish a database to keep track of registration. The Registrar should maintain this database.

· Establish a separate MSC for registration. No faxes. Date stamp all registration forms as they are received. As we did this year, assign a separate phone number for the Registrar.

· Consider reducing the number of workshops that employees can register to one in the morning and one in the afternoon and/or offering more sessions of the popular workshops with small enrollment limitations so that more employees can register for their preferred workshops.

· Procedures should be clearly defined for employees to cancel or change a class after the official registration period has ended. This will allow the Registrar to place other employees in classes that have filled. 

· The co-chairs should meet with the Executive Council in March to ask for support of EADay by the vice presidents, deans and directors. The steering committee recognizes that the essential functions of the university must be maintained, but requests that directors make it possible for employees to participate in the events of the day and continue to refrain from scheduling meetings in conflict with the activities. Supervisors should actively encourage employees to attend several workshops and the lunch.

· Include the open billiards in Taylor Down Under (this was extremely popular) and the Blood Mobile as part of the activities for the day. Additions to activities for 2001: movies and popcorn in Grafton-Stovall Theatre; games on the Quad during lunch.

Attachments:


Budget report for EADay 2000


Funding request for EADay 2001


Employee Feedback 

Listing of workshops


Listing of instructors


Listing of Hospitality Table prizes


Proposed 2001 Steering Committee and subcommittee coordinators

