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School of Education Administrative Forum
Thursday, September 21, 2017
159 Education Building  The Wisconsin Idea Room  9:30 a.m.


AGENDA

· HR and Payroll – Gautam, Sarah & teri

· Sexual Harassment and Sexual Violence Prevention Training – Required On-Line Training Update
· Background Checks required before hires can be entered
· Student Hires
· Supervisor Change Form
· Legal Holidays this year
· The Benefits Fair

· Financial Management - Toby 

· Capital Equipment Trainings
· Lodging Policy 201.H
· Approved Driver Database 

· LEAVE REPORTING PROCESS REVIEW – Gautam & teri

If there are any topics that you would like us to cover, or if you have suggestions for special guests or training opportunities that you would like to see at future forums, please let us know.
DID YOU KNOW?
Flu Shots for UW Employees
Each year, influenza causes UW employees to miss up to five days of work. To limit the effects of the flu on the campus community, UHS hosts employee flu shot clinics in the fall. UW-Madison supports the CDC recommendation that individuals older than six months receive an annual flu shot.
No appointment is needed however the employee flu shot clinics are not available for spouses/partners or children.
Bring your health insurance card. If you have Anthem-Blue Cross/Blue Shield, Dean Care, Group Health Cooperative, Humana, Physicians Plus, WPS, United Healthcare, or Unity, payment will be processed directly to your health insurance provider. Otherwise, there will be a $34 fee for the shot (payable by cash, check, Visa or MasterCard).
2017 employee flu shot clinics
	Date
	Time
	Location

	Wednesday, Sept. 13
	9 am - 11 am
	Influenza Research Institute, 575 Science Dr. (Room 239)

	Monday, Sept. 18
	8 am - noon
	WISPC (The Commons Room)

	Tuesday, Sept. 19
	8 am - noon
	Old Red Gym, 716 Langdon St. (On Wisconsin Room)

	Tuesday, Sept. 19
	2 - 4 pm
	State Hygiene Lab - Agriculture Dr. (2nd Floor Fishbowl)

	Thursday, Sept. 21
	8 - 11 am
	WIMR, 1111 Highland Ave. (Room 6001 A/B/C)

	Friday, Sept. 22
	8 - 11 am
	Medical Science Center (Room 1210)

	Friday, Sept. 22
	1 -4 pm
	21 N. Park St. (Room 1106/1108)

	Monday, Sept. 25*
	Noon - 2 pm
	WNPRC (Room 219) *Only for WNPRC staff

	Monday, Sept. 25
	3:30 - 4:30 pm
	Physical Science Lab, 3725 Schneider Dr., Stoughton (Large conference room)

	Tuesday, Sept. 26
	8 am - noon
	Ingraham Hall (Room 336)

	Tuesday, Sept. 26
	 2 - 5 pm
	WARF (Room 132)

	Wednesday, Sept. 27
	11 pm - 1 am
	Vet Med (Atrium Room), for 2nd & 3rd shift FPM staff

	Wednesday, Sept. 27
	5 - 7 pm
	Eagle Heights, 611 Eagle Heights (Room 139)

	Thursday, Sept. 28
	9 am - noon
	Waisman Center (Auditorium Breakout Space)

	Friday, Sept. 29
	9 am - 4 pm
	Health Sciences Learning Center, 750 Highland Ave. (Room 1345)

	Tuesday, Oct. 3
	8 am - 1 pm
	Gordon Dining & Event Center (Overture Room)

	Wednesday, Oct. 4
	11:30 am - 2 pm
	Facilities Planning & Management, 30 N. Mills St. (Room 362)

	Friday, Oct. 6
	9 am - 4 pm
	Health Sciences Learning Center, 750 Highland Ave. (Room 1345)

	Tuesday, Oct. 17
	11 am - 7 pm
	Union South, 1308 W. Dayton St. (Varsity Hall 1)



SUBMIT A NOMINATION FOR THE BUCKY AWARD! 
(Business Office U-Rah-Rah Congratulations & Kudos to You!) 

· Melissa Amos-Landgraf, Associate Dean for Administration, (608) 262-4474 
· Kweku Brewoo, Financial Specialist Senior, (608) 890-2514
· teri engelke, Assistant Dean for Human Resources, (608) 262-6139 
· Sarah Gomez Rendon, Human Resources Assistant Advanced, (608) 262-4079 
· Gautam Jayanthi, Human Resources Specialist, (608) 262-9149
· Toby Schellhase, Accountant - Journey, (608) 262-1765 
· Beth Walsh, Assistant Dean - Gifts, Grants & Contracts, (608) 263-5559 
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