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NCAAR Employee Advisory Committee
Meeting Minutes

[bookmark: _Int_DiQoiCI3]Meeting Date:		October 16, 2024
[bookmark: _Int_kt2Tx70c]Location:		Robbinsville Administrative Office (Via Zoom)
Attendees: 		Summer Brancoccio
Lisa Schmitter 
Laura Rellinger- FVO
Olivia Koloszuk- Essex/Union SAI/BHI
Christy Tierney- North SAI/BHI
Hannah Bracciante- South SAI/BHI
Ryane Gouveia- Public Affairs
Michelle White- Administration

[bookmark: _Int_642idgbX]Beginning Time:	Meeting was called to order at 9:05 AM
[bookmark: _Int_bnJzuyGJ]Meeting Adjourned:	Meeting adjourned at 10:20 AM


Agenda Items

I. Approval of August meeting minutes
The Committee approved the August 2024 meeting minutes by email, prior to posting.

II. Review of Action Items from last meeting
a. The Personnel Manual was revised to reflect increased flexibility to staff schedules. Changes are no longer limited to a timed quarterly schedule (changes to AWS/SDO requests, start and end times, etc.). Any schedule change requests still require approval by a supervisor before implementation. Requests for an ongoing special accommodation to regularly defined work schedules must be discussed with the employee’s immediate supervisor and Program Director for initial approval to ensure minimal disruption to the operations of the program and the employee’s responsibilities. The request will then be presented to Lisa and/or Summer for final approval. This special accommodation does not pertain to one-time or occasional situations as paid time off is to be used for these types of occurrences. As a reminder, staff cannot leave early or come in late in lieu of lunch.

b. Summer presented the Conflict Resolution Policy to the CLAS Committee to explore the cultural considerations that may impact the effectiveness of the policy, particularly as it relates to the concern of staff using the policy in a relationship with an existing power differential. The CLAS Committee will discuss further, and Summer will bring the discussion back to the EAC.

c. Stacey confirmed SAI/BHI staff receive county ID badges when required.  The IT department is working on creating ID badges for the FVO staff as requested.

d. The Out of Office instructions on the ncaarinfo.org home page was removed.

e. Since IT is currently working on a new timesheet program/system, it was agreed that staff should continue to use the current paper version of timesheets for now. Once the new system is rolled out, guidelines will be widely distributed.

f. Summer presented a suggestion for the 2025 EAC representative plan based on the SAI/BHI restructuring. Representation from each staff meeting group would ensure equitable representation and fulfill reporting requirements of the EAC to staff meetings. EAC representation would include the following groups: North Administrative team, North Systems team, South Administrative team, South Systems team, FVO, Public Affairs, and Administration. 

i. Hannah asked if there should be two representatives per clinical/administrative region to lessen the load or if alternates could play a larger role. Olivia agrees and reports she did not send her EAC email to staff in a timely manner this month due to changes in her workload. It was clarified that one EAC representative and one EAC alternate would be identified from each team. It was determined EAC alternates can play a more active role in obtaining feedback for EAC meetings or attending meetings and this can be coordinated within each region. EAC alternates are required to attend the first EAC meeting of the year.

EAC meetings will return to a quarterly schedule in 2025. All teams should identify EAC representatives and alternates for 2025 before the December 2024 EAC meeting. Summer will email SAI/BHI Administrative and Systems Managers to notify them of the new structure and need to identify representatives and alternates for 2025.

Michelle volunteered to develop a list of reporting items for EAC representatives so they can more easily edit and send out immediate reporting to their teams following EAC meetings.

ii. Hannah mentioned she switched from Survey Monkey to Office 365 Forms for EAC survey engagement because they are free and anonymous. Hannah will provide a brief training on how to use 365 Forms in the December EAC meeting for those who want to use this resource. Christy noted anonymity makes follow up challenging at times. 

g. Michelle, Ryane, and Hannah will work on a climate conscious initiative.

h. The planning of Hannah and Pilar’s “water cooler” virtual socials is in progress.


Representatives take the floor 

III. Essex/Union
a. Olivia presented a suggestion that the client’s preferred language be added to the Client screen in Atlantis to highlight the need for translation services and/or Language Line services. 

i. Summer stated this is a program-specific request but will notify Stacey of the suggestion.
 
b. Olivia presented the question if staff can have a half-hour paid lunch and if they do not take it, are able to leave half-hour early. 

i. Summer and Lisa stated this is not permitted.

c. Olivia asked if we could cash out unused vacation hours rather than the current practice of rolling over a certain number of vacation hours.

i. Lisa said this was a great idea and explored it several years ago but, unfortunately, it could not be accommodated due to budgetary limitations.

IV. North
a. Christy inquired if NCAAR could identify employee of the month per region. 

i. Ryane shared about her experience with this practice at NCAAR in the past and reported it upset some staff members, which ultimately led to the program’s elimination after the first employee was honored. Summer and Lisa discussed this practice in the Board of Director’s Human Resources Subcommittee and decided it was difficult to determine fair and equitable criteria for acknowledgement that empowers employees rather than reinforcing measuring success by productivity or another isolated metric. As a result, NCAAR started a random employee appreciation gift card drawing each quarter instead. Olivia suggested distributing a video of the drawing to staff. EAC members agreed, and Ryane, Lisa, and Michelle will coordinate this.

ii. Michelle suggested creating an internal NCAAR newsletter containing anniversaries, birthdays, staff recognition, and other information staff might enjoy. NCAAR had an internal newsletter in the past. Hannah shared that she and Pilar were already working on a similar idea. Ryane, Michelle, Hannah, and Pilar will work on launching the internal NCAAR newsletter. Lisa shared the calendar on the ncaarinfo.org website already has employee birthdays, unless a staff member has requested not to be identified. EAC representatives will notify staff to contact Human Resources if they would not like their birthday identified on the calendar and/or in the newsletter.

b. Christy inquired where the Northern holiday party will be and the status of the Clifton office since support staff have moved to the Essex office.

i. Summer stated it is up to the regions to decide on the location of their regional parties. The North may use the Clifton office or the Essex County office. 

c. Christy asked if it is ethical to have clients sign releases in English when they speak a different language. 

i. [bookmark: _Int_7aZEDYQd]Summer shared this has been explored in the CLAS Committee. Using a free translator application, like Google Translate, does not allow NCAAR to confirm its accuracy. NCAAR investigated translation services to translate forms into various languages, but multiple services were cost-prohibitive and charged by the word. Summer does not believe it is unethical for clients to sign releases in another language, but there must be a clear and comprehensive explanation given to the client and this should be documented. Summer and Stacey will ask providers how they are handling this.

d. Christy brought up recent difficulty with mobile deposit with reimbursement checks. She brought up that some staff believed this was due to a change in the NCAAR logo.

i. Michelle explained that our checks have not changed in many years and do not contain the NCAAR logo. The Accounting Department has been made aware of this issue and they tried using another printer and ordering different checks to attempt to resolve the issue. The problem appears to be bank-specific, because not all staff are having an issue with mobile deposit. Michelle asked Christy to ask those affected to contact her with details to assist in identification and resolution of the issue.

V. FVO
a. Laura has nothing to report.
 

VI. South
a. Hannah presented a question on behalf of a SAI/BHI Intake Coordinator.  If the last in-person client does not show and the employee’s in-office work is complete, could they go home to finish their workday rather than be in the office? She notes this could benefit someone who is paying for childcare.

i. Summer and Lisa recently revised the Personnel Manual to better align with the new post-COVID hybrid work environment. This includes the practice of obtaining supervisor approval for changes to work schedules, including in-office or at-home work. Lisa noted a broad blanket statement from Human Resources would exclude the multiple variables that need to be considered in decisions like this for each position and program. Therefore, Summer and Lisa feel comfortable allowing this to be a supervisory decision that supports both the needs of the employee as well as the program. Summer also noted it has been made clear that commute time is not included in an employee’s documented work time. She will follow up for additional clarification with the finance department.

VII. Public Affairs 
a. Ryane has nothing to report.

VIII. Administration 
a. Michelle has nothing to report.

IX. Central
a. Pilar was unable to attend but emailed prior to the meeting there is nothing to report.

X. New Business
a. The 2025 EAC representative restructuring was approved, and all staff will need to be notified to identify reps and alternates.

b. The EAC agreed to continue meeting every other month for the remainder of 2024.

Next Meeting: Wednesday, 12/11/24 from 9-11 am. 

Adjourn – Meeting adjourned at 10:20 AM
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