








I. GENERAL

This FSSP sets the guidelines for the formation, membership, and responsibilities of the Housekeeping Services Employee Advisory Committee (EAC).

II. PROCEDURE

A. The Housekeeping Services EAC is a formal forum for the communication, discussion, and resolution of broad-based suggestions, concerns, and issues within Housekeeping Services.  This procedure is not intended to be a substitute for required reporting or direct action to correct immediate concerns and problems that are normally handled by Housekeeping Services management and supervision as they arise nor is the intent to be a campus wide advisory committee.  The focus should be on ways to improve Housekeeping Services operations and service to customers.

B. In December of each year, the Operations Managers are responsible for making appointments of two years duration with staggered terms.  “Staggered terms” means that approximately one-half of the Committee members’ terms expire in alternating years.  This ensures continuity and consistency for the Committee.  In the year of transition to staggered terms, approximately one-half of the members will be appointed to one-year terms and the other half to two-year terms.  In the following year and thereafter, all appointments will be for terms of two years.  Committee appointments and the transition to “staggered terms” will be coordinated through the office of the Director of Housekeeping Services.   The selection of the three “At Large” members will be decided in December of even numbered years, by an election.  Each housekeeper will have one vote.  The EAC will conduct the election.  The three housekeepers receiving the most votes will be appointed to the EAC for two years.  

1. Membership will be as follows:

a. Student Recreational Center -- One member from the Student Recreation Center

b. School of Medicine -- Three members, two from the evening shift and one from the day shift at the Brody Medical Center 

c. Academics -- Three members, one from the day shift and two from the evening shift of the Academic areas 

d. Housing – Two members from Housing Services 

e. At Large – Three at large members

2. A representative from the Department of Human Resources (HR) will be an ex officio member of the Committee.  The HR representative will participate in an advisory and consultative role with no voting rights.  The HR representative will provide the Committee with information and support help when appropriate.

3. Two representatives from Housekeeping Services, including at least one representative from the Housekeeping Services EAC, appointed by the Director of Housekeeping Services will serve on the Facilities Services Employee Involvement Committee (EIC) for terms of two years each.  To ensure continuity and consistency on the EIC, the terms of the representatives from Housekeeping Services will expire in alternating years.   

C. The Director of Housekeeping Services will serve as the Committee “Facilitator.”  The Facilitator’s responsibilities include attending meetings, helping to record the minutes of meetings, and assisting in determination of whether or not an item is an EAC issue or should be discussed in a different forum.  In the event of his/her absence, the Facilitator will arrange for a substitute to fill in at the meeting.  

D. An EAC Co-Chair will be elected each year from the general Committee membership with two-year terms.  Co-Chair will serve for a one-year period.  After the one-year term, the current Co-Chair will automatically become the Chair for the next one-year period.  

E. The EAC Chair will preside over all meetings, post all meeting notices, and solicit suggestions and concerns from the Committee members.  Should the Chair be absent from a meeting or is unable to continue to serve, the Co-Chair will assume the Chair’s duties. 

F. If the EAC Co-Chair is unable to continue to serve, the Committee will elect a new Co-Chair.  The Co-Chair will assume the duties of the Chair in his/her absence or in the event the Chair is unable to continue to serve.  If the assumption of duties becomes permanent, the Committee will elect a new Co-Chair.  

G. All Housekeeping Services personnel will be made aware of the existence of this program and may submit suggestions and concerns to the Committee either through a representative, in one of the Comment Boxes located in various areas on campus, or by attending a Committee meeting.  Attendance at a meeting must be scheduled through the EAC Chair and the employee's supervisor.

H. The EAC Facilitator will resolve items or assign them to various individuals as appropriate for resolution. The EAC Facilitator is responsible for ensuring that the minutes of the Housekeeping Services EAC meetings and the resolutions are forwarded to the Senior Associate Vice Chancellor of Campus Operations for approval.  Once an item has been resolved, it will be reported as such in the minutes or attachments to the minutes. 
I. Individuals assigned resolution responsibility shall resolve items in a timely manner.  If at all possible, this will be done, in writing, by the next regularly scheduled meeting.  If the item is not resolved prior to the next scheduled meeting, the status of the item, including where the item stands in the resolution process, must be reported to the Committee.

J. The minutes of meetings will include a summary of all items discussed at the meetings, the status of each item, the resolution of items since the last meeting, a list and status of items that are still unresolved or pending, a current list of Committee members, an attendance list including a list of members who were absent (excused or unexcused) and information concerning the next meeting.  The list of unresolved items should be carried forward in the minutes until resolution.   The list should include the item number, a brief description, the name of the person to whom the item was assigned for resolution, and the status of the item.  This is to ensure no items are overlooked or “slip through the cracks.”

K. The EAC Chair or his/her designee will post meeting minutes in all Housekeeping Services Satellites and the Departmental Bulletin Board.  Ultimate responsibility for posting minutes belongs to the Chair.  
L. The EAC Facilitator will distribute copies of the minutes and the resolutions to the Facilitators of the Housekeeping Services Safety Committee, Facilities Services Employee Involvement Committee, and Facilities Services Safety Committee.  It is the responsibility of the Facilitator to review minutes from the other Committees and discuss pertinent issues and resolutions with the Housekeeping Services EAC.  This is not a mandate to make copies of minutes of the other Committee meetings to distribute to the Housekeeping Services EAC members.     
M. Guidelines to be used in selection of EAC Members:

1. Such persons should have developed good working relationships within their department and division.

2. Such persons should be truly interested in the subjects of improving morale, promoting Teamwork, fostering Ownership, increasing participation, solving work related problems and concerns, correcting misconceptions, and finding ways to recognize and reward good performance.  

3. Such persons should be able to act effectively as an “EAC Advisor” to the department and/or management, thus acting as the eyes, ears, and voice of the EAC within their work groups and area.

N. Membership Duties are as follows:

1. Members will be the liaison between the EAC and their work groups and/or areas.

2. Members will attend all EAC meetings and will participate as requested.  Attendance is a job requirement.  Absences will generally be excused only if the member is on approved leave.

3. Members will keep their work groups/areas current on EAC activities.

4. Members will, when appropriate, participate in training sessions sponsored by Housekeeping Services, Facilities Services, and/or HR.

5. Members will alert the EAC about morale, general operational and/or perceived concerns and issues that arise and/or are not currently being adequately handled.

O. A member may be removed from the EAC by the Director of Housekeeping Services or his/her designee due to disciplinary action, absenteeism, transfer to another area, etc.  The Director shall select another housekeeper to complete the balance of the term of the removed member.  See section II.E and F if the Chair or Co-Chair is removed.

P. It is the responsibility of the Supervisor of the Committee member to notify the Facilitator or the Chair prior to the meeting if the Committee member will be unable to attend a Committee meeting.  

Q. It is the responsibility of the Supervisor of the Committee member to notify the Chair if the Committee member will be unable to attend several meetings.  The Chair will decide if a new Committee member will be appointed to take the place of the absent member for the remainder of the absent member’s term.  The Chair will notify the Facilitator of his/her decision.  The Facilitator will appoint a new member, as appropriate.

R. The EAC meetings will normally be held on the last Thursday of each month at 3:30 PM in the Housekeeping Main Office conference room, unless otherwise scheduled.  Each meeting will be held to approximately one and one-half hours.  Managers and supervisors will ensure that members are released from other duties in order to attend the meetings.  The Facilitator may call additional meetings if warranted.  

S. The Facilitator will review the academic calendar at the beginning of each year to determine if the regularly scheduled meetings in May and December should be rescheduled to avoid conflict with commencement preparations.  The Facilitator will also review the academic calendar to determine if a regularly scheduled meeting occurs during Spring Break.  If so, the meeting shall be rescheduled to avoid conflict with scheduled work during the Break.   

T. The EAC meeting will not be held in August due to the conflict with school start-up.

U. EAC Meetings:
1. Meeting business is to be an informal open discussion.  The purpose of the meeting is to bring up broad-based concerns and issues within Housekeeping Services and minor problem solving.  
2. Meeting Agenda:
a. Read, approve, and/or amend the minutes from the previous meeting. 

b. Discuss any unresolved concerns and issues.

c. Discuss any new concerns and issues. These will be itemized in the minutes.

d. Discuss any job enrichment/improvement issues or ideas.

V. Refer to FSSP 21-0010 Housekeepers Award for Excellence Program and FSSP 21-0023 Housekeeping Supervisors’ Award for Excellence Program for the EAC’s role in these programs.

W. Annually, the EAC shall elect a representative to the Chancellor’s Diversity Council.  The Chair shall be an automatic nominee. 
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