


Be Prepared for Flu Season

The University is taking steps, based
on the advice of the World Health
Organization, the U.S. Centers for
Disease Control, and the Tennessee
and Shelby County public health
officials, to minimize the spread of
H1IN1 (swine) flu.

U of M health officials highly
recommend flu shots for seasonal

flu. The University will provide
on-campus inoculation for seasonal
flu beginning September 22. The cost
is $18. A schedule of dates, times and
places for the shots is available online
at http://saweb.memphis.edu/health/
immunization/flushots.htm.

The University is also planning to
provide inoculations for the HIN1
(swine) flu to students, faculty, and
staff at the University of Memphis
when the vaccine becomes

available. The University has already
pre-registered to receive the vaccine;
however, we may receive only limited
supplies of the vaccine, and the
priority for dispensing it to groups at
varying levels of risk from the HIN1
virus will be decided by federal and
state health officials. As of now, we
do not know when it will arrive;
however, as soon as we do know, we
will notify the campus about the
places and times for on-campus
inoculation.

Prevention is the best ‘cure.” Here
are some of the best ways to stay
healthy; we urge you to adopt these
precautions:
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Routinely and frequently wipe
shared surfaces, e.g., doorknobs,
stair handrails, telephone hand-
sets, computer keyboards, etc.,
with alcohol-based germicidal
cleaners.

Keep hand sanitizer dispensers or
towelettes available for use in
classrooms and areas of frequent
interaction among people, e.g.,
receptionists’ desks, computer
labs, etc.

Cover your mouth and nose
whenever you cough or

sneeze. Preferably, cough or
sneeze “into your sleeve or
elbow.” If you use a tissue, throw
it away after you’ve used it once.

Wash your hands often, especially
after you cough or sneeze; use
soap and water. Alcohol-based
hand cleaners are also effective in
killing flu germs. Avoid shaking
hands with other people when-
ever possible.

Avoid touching your eyes, nose, or
mouth. Germs spread easily that
way.

Get the seasonal flu shot; it will be
available on campus for $18. A
schedule is posted at: http://
saweb.memphis.edu/health/
immunization/flushots.htm.

Try to avoid close contact with sick
people. The recommended
distance between people is a
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minimum of 6 feet. Flu symptoms can
include fever, body aches, runny or
stuffy nose, sore throat, vomiting,
and/or diarrhea.

If YOU are sick, stay home and stay
away from others. When you have
been fever-free — without the use of
fever-reducing medication —for 24
hours, then you may return to school
or work.

Student Health Service’s blog —
www.uofmshs.typepad.com — already
carries recommendations for protect-
ing yourself from the flu. Student
Health Services will also use Twitter to
send up-to-the-minute messages
regarding the HIN1 (swine) flu; the
Twitter URL is www.twitter.com/

uofmshs.

The University has also developed a
Web page specifically about the HIN1
(swine) flu and our efforts to combat it
on campus. That URL

is: www.memphis.edu/swineflu.php.

If you have specific questions not
answered in this letter, please contact
the University’s Student Health
Services by phone at 901-678-2287, or
visit the SHS Web site, http://
saweb.mempbhis.edu/health.
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Seasonal Flu Shot Schedule for Fall 2009
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Methodist Le Bonheur Healthcare

Outreach nurses will be administer-
ing these immunizations.

e Please wear clothing which allows

easy access to your upper arm
area.

Bring your insurance card, as they

are able to file for you.

Payment may be made by cash,
check (to Methodist Le Bonheur)

or credit card.

Vaccine price list as of July 2009

(dependent upon market costs).

Influenza (Flu) $ 18.00
Pneumonia $ 40.00

Day Date Time Campus Location
Tuesday September 22, 2009 12-2 College of Fine Arts, 1st floor Lobby
Wednesday September 30, 2009 12-2 Ball Hall, Room 207
Thursday October 1, 2009 12-2 Engineering Administration, Lobby
Monday October 5, 2009 12-2 Student Health Services, Check in
Tuesday October 6, 2009 12-2 Law School, 1st Floor Student Lounge, Room 100
Thursday October 8, 2009 12-2 Student Health Services, Check in
Monday October 12, 2009 12-2 J.W. Brister Hall, Room 202
Tuesday October 13, 2009 12 -2 College of Business, 1st floor Lobby
Wednesday October 14, 2009 12-2 McWherter Library, Main Lobby
Tuesday October 27, 2009 12-2 | Administration Bldg., (Benefits Fair) 1st floor Lobby

QUESTIONS: 678-2287 or 678-4745

Campus CERT Train-the-Trainer Course

A Campus CERT train-the-trainer
course is scheduled on-campus:

WHEN: September 29 - October 1, 2009
WHO: University Faculty and Staff (who
desire to be future instructors)

HOW: Register online no later than
September 21, 2009, at:
www.c-cert.msu.edu

What is CERT?

The Campus Community Emergency
Response Team (CERT) program is
designed to prepare faculty, staff and
students to help themselves, their
family (friends), and their neighbors
(local residents) in the event of a
disaster. Because emergency services
personnel will not be able to

help everyone immediately, students
can make a difference by using the
training to save lives and protect
property.

This training covers basic skills that are
important to know in a disaster when
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emergency services are not available.
With training and practice and by
working as a team, staff and students
will be able to do the greatest good
for the greatest number after a
disaster, while protecting themselves
from becoming a victim. This training
is not intended for First Responders
(Police, Fire, EMS) as they already
have a background in the subject area.
When emergencies occur, CERT
members can give critical support to
first responders, provide immediate
assistance to victims and organize
spontaneous volunteers at a disaster
site. CERT members can also help with
non-emergency projects that help
improve the safety of the campus
community.

The University of Memphis Crisis
Management Office, working with
Physical Plant training staff, is
coordinating and implementing the
training for Campus Community

Emergency Response Team volunteers
to respond to any type of emergency
situation. This department will
maintain and manage a database of all
volunteer members of this CERT
program in case of an emergency.

Each CERT member will receive
training in the following areas:
Emergency Preparedness

Fire Safety

Emergency Medical Operations
CERT organization

Disaster Psychology

Terrorism and CERT

Course Review and Disaster
Simulation

Become an active part of the campus
by becoming a CERT trainer.

cY

COMMUNITY EMERGEN
RESPONSE TEAM
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Important: New I-9 Form New GA’s, Part-time Instructors, and :
Effective August 27, 2009 :: Temporaries — Reminder to Departmental Reps .

Information Update

+ + All new employees including Graduate Assistants must
. o . +. complete the Employment Eligibility Verification Form I-9. This .
. The' gxpl'ratlon date O,f the Employment Eligibility - » ;) 465 citizens and noncitizens. Acceptable documents are .
J ! eriieeiion e (-3 naty AUzUeE 51, 2002, . . listed on the back of the form at http://www.uscis.gov/files/
. . form/i-9.pdf. The form must be certified within three (3) days

. of the employee’s official start date. Payment to the employee .

. may be delayed until this action is completed.

. U.S. Citizenship and Immigration Services
. (USCIS) have announced the Office of Manage-
. ment and Budget extended its approval of Form

: I-9 (Employment Eligibility Velrification)hto : * Additionally, please remind new employees their first payroll
: Augus(; 3d1' 50:2' Conseirent W LREl _?S q : + check may be a paper check, not direct deposited. All paper
N CIEITCIE S O W S E A [ERICI U C LN WY ooy s o7 physically picked up by the employee at the

. of August 7, 200_9' The r.mew form i.s located at: - « Bursar's Office located in Wilder Tower. Employees must have
: http://www.uscis.gov/files/form/i-9.pdf. e picture ID

| want to add UBD e s~~~ N
insurance coveragez | HR Directo

Insurance other than medical may |
be added during the Annual Enroll-
ment Transfer Period each fall (Oct
15—Nov 14). If you did not elect
medical coverage when you were
first eligible, special qualifications
have to be met in order to add it
late. There is no open enrollment
for health coverage.

Human Resources
Administration

l

l

l

171 Admin Bldg | 678-4766 ||
l

l

Employee Benefits 167 Admin Bldg | 678-3573 |
l

l

l

l

l

l

Employee Relations | 171 Admin Bldg | 678-3076

Employment 159 Admin Bldg | 678-2601

4
QUESTIONS Please speak with a benefits
specialist for further information
regarding your personal situation
at 678-3573.

SAVE THE DATES
u Thursday, October 8, 2009 Service Award Ceremony ]

Friday, October 9, 2009 Homecoming Parade, Pep Rally
and Employee Appreciation!
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Superior customer service is a Univer- Customer Sewice and YOU!

sity goal. Whether we are performing

in the capacity of staff, faculty, or e Focus on the customer. from the outside. This will also build a
student workers, serving our e Getinvolved in the solution of any stronger bond between co-workers
customers with excellence is always problem the customer may have. ;.4 make our campus a more positive
our main focus. e Anticipate the customers’ needs. .
. i experience for everyone.

e Make a commitment to practice
This fall, we would like to remind continuous learning and encour-
everyone of the importance of being age those around you, too.
customer-focused by sharing the Remember your internal customers...
following key principles to buildinga  those we work with every day. Keep-
service culture: ing all customers in mind will allow us

e Learn what the “big picture” is for - .
to readily improve our service to those
your area. How does your

department fit? we work with as well as those we help l Poor Y \
|

Reminder: Nominations for Period 1 Outstanding Employees are still
being accepted. If you know of a staff member or an administrator who:

e Demonstrates dedication in achieving the mission of the University and their operating department.

e Exhibits style and influence to motivate those with whom they interact.
e Performs assigned tasks in an exemplary fashion and inspires other employees to improve.
o Exemplifies outstanding conduct in the performance of duties over a period of years.

e Executes outstanding reliability and cooperation toward departmental goals and objectives.

employeerelations/nomination.php. For additional information contact Margie Williamson at

mawllmsn@memphis.edu.

REMEMBER... STUDENT EMPLOYEE WORKSHOP

University staff and functions and University resources. An overview of the
faculty please don’t value of customer service and how it relates to student
forget the September worker success is also discussed.
student employee work-
shops. These two-hour Dates and Time: 9/14/09 1pm — 3pm
training sessions will 9/21/09 1pm — 3pm
allow student workers to

discuss the importance of their jobs; the critical impor- Location: 177B Administration Building

tance of professionalism; and the importance of payroll
To register, please go to http://learningcurve.memphis.edu .
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Training Opportunities

Don’t miss the opportunity to

Tralnjn

on

24

@j attend some of these training

§0 ’ sessions. If you would like special-
ized training for your depart-
ment, please contact us at

678-3575 or 678-4231.

September 2009

Monday, September 14, 2009
Student Employee Workshop

Thursday, September 17, 2009

1:00 p.m. — 3:00 p.m.

10:00 a.m. — 12:00 p.m.

Stress Management for the Busy Campus Professional

Friday, September 18, 2009
DiSC Training

Monday, September 21, 2009
Student Employee Workshop

Thursday, September 24, 2009
E-Training (In-Class Training)

October 2009

Friday, October 2, 2009
Secrets of Interviewing Success

Thursday, October 8, 2009
Workers’ Compensation

Thursday, October 15, 2009
FMLA

Tuesday, October 20, 2009
The Diversity Difference

Thursday, October 22, 2009
Business Writing |

Friday, October 23, 2009
Business Writing |l

Monday, October 26, 2009
Proofreading and Editing

Thursday, October 29, 2009
E-Training (In-Class Training)

1:00 p.m. — 4:30 p.m.

1:00 p.m. — 3:00 p.m.

9:00 a.m. — 10:00 a.m.

9:00 a.m. — 12:00 p.m.

11:30 a.m. — 1:00 p.m.

11:30 a.m. — 1:00 p.m.

1:00 p.m. — 4:00 p.m.

9:00 a.m. — 12:00 p.m.

9:00 a.m. — 12:00 p.m.

9:00 a.m. — 12:00 p.m.

9:00 a.m. — 10:00 a.m.

All classes will be held in Room 177B Administration Building.
To register, please go to:
http://learningcurve.memphis.edu

Professional Development Certificate
This new program provides helpful tools
for self-improvement in terms of
communication, stress management,
organization and personal development.
Participants must complete three
courses in class, three online courses and two “Training Buffet”
workshops to be eligible for certification. For more information
regarding this certification program, visit: http://
uofmpt.memphis.edu/ProfDev.pdf.

Business Soft Skills Achievement Certificate

Success in today’s business world is driven by access, informa-
tion, and speed. E-Training gives you all this and more; it is
flexible, fast, and convenient; and it saves time, money, and
resources. By utilizing these online resources, employees come
away with improved skills that translate into confidence and
improved on-the-job efficiency and productivity. It is all offered
on-demand at your own desktop, anytime, anywhere.

The Element K On Demand Training includes
Business Skills Silver Library, Harvard Manage
Mentor Plus Library, Occupational Safety Library
and Employment Law Library. Check out the
most recent courses at http://
uofmpt.memphis.edu/ondemandtraining.htm.

> ]
In order to obtain this certificate, participants

need to complete at least FOUR online courses from our online
training library. See details at http://uofmpt.memphis.edu/
Achievement.pdf.

Certificate for Business Writing
Participants must attend all three sessions in order to obtain the

certificate.

e Business Writing |

e Business Writing Il

e Proofreading and Editing

If you have any questions, please call 678-4231. You may also
email us at proftraining@memphis.edu.
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