JSIS All-Staff Meeting
Wednesday, August 16, 2023
10:30-11:30 am

Agenda
1. Updates from the Director - Danny Hoffman
2. Strategic Planning updates - Lacey Colleran
3. Adaptive Planning Update - Tony English
4. Standard Records Retention plan - Martha Walsh
5. Joint Outreach Retreat Announcement - Kristi Roundtree
6. [Time Permitting] Workday Finance Knowledge Sharing - Nick Gottschall


1. Updates from JSIS Director – Danny Hoffman
Strategic planning – productive conversations as a result of the first round. Response rate has been good, and answers thoughtful.

· Faculty retreat – September 20, morning
· All-School meeting – September 20, afternoon (Andrea Woody may not be able to join, but we will have a big-picture current state of the school)

Priorities for next few years (will discuss more at All-School Meeting) will include student engagement.

Danny in Mauritania from September 4-17, mostly unreachable.

2. Strategic Planning – Lacey Colleran
Robust return of values worksheets, and clear that people put a lot of time and thought into them. Steering Committee* has gotten through 1/3 of responses, leading to some great conversations about commonalities and differences between units. Can see a roadmap towards solutions.

Based on current review, commonalities include:
· Alignment with UW values
· Collaboration
· Sense of needing to capture what our community is – locally, nationally, internationally
· Empathy

Slides:
Reminder of norms and expectations (set at 7/20 staff meeting)

Process for Strategic Planning:
Worksheets
1. Values Worksheet (complete)
2. Environmental Analysis Worksheet – rolled out Thursday, 8/17 (will provide additional time for this new worksheet, based on feedback from the previous one)
3. Strengths, Weakness, Opportunities and Threats (SWOT) Worksheet
Templates
4. Risk Assessment
5. Action Plans (inform Performance Management Workplans)
6. Snapshots (inform Impact/Year End reports)

EA Worksheet will look and feel very familiar (similar to the Values Worksheet). Questions are jumping off points/conversation starters. Don’t get stuck on specific questions if they are not appropriate for your unit. Still not looking for solutions, but will be asking for examples and context – slight uptick in granularity and specificity from the Values Worksheet. Expected due date – August 31, 2023.

Question: Important to understand how staff and faculty are being asked to participate.
· All staff and faculty will receive same worksheets. Faculty will be asked to fill out worksheets if they are available and choose and return them before the faculty retreat so there is time for Steering Committee to collate their responses and integrate them into the data. 
· Staff will be more focused on operational details and mission components.
· Faculty will be run through a visioning exercise and workshop.

Question: will there be an opportunity for staff to also participate in visioning planning?
· Connect with someone on steering committee if staff have pieces like that to include – not everyone will have an idea for that, it will be more effective to collect individual feedback.

Timeline is changing
· July 2023: Strategic Planning process rollout
· August and September 2023: Worksheets
· September 2023: Focus, goals, strategies; Faculty retreat; some sort of celebration; All-School meeting and report out
· Autumn quarter: Communicate, risk assessment, solidify action plans
· February 2024: Monitor using templates, communicate snapshots, update plans


Steering Committee:

David Bachman (AD)
Lacey Colleran (CAO)
Sara Curran (faculty)
Sylvia De Cassan (staff)
Radhika Govindrajan (faculty)
Danny Hoffman (director)
Hajin Jun (faculty)
Noam Pianko (AD)
Jeremy Pritchard (staff)
Students (undergraduate and graduate)


3. Adaptive Planning Update – Tony English
Received update that Finance Transformation Team is working on loading carry forward gift balances – but have discovered that they are inaccurate. Will provide update when we know more.

Adaptive Planning budgeting for next cycle: no firm date yet, but CAS says we should start training and rollout in November 2023. Next planning cycle will be for three years. More information in coming months. Training and support from CAS and JSIS. Budget Planners from the last cycle will have the same role.

Question: Any resources available now that we can review/use to prepare for rollout?
· Link on FT website with information about Adaptive system and how it works.
· Review of Release 1 from last year.
· Tony will send out links.

Question: Will the process be similar to last year’s budgeting, or different now that we are in Workday Finance?
· Unclear, but probably the same basic framework. Tony doesn’t have details yet.

Question: Do we have any publicly available information on what was spent by the UW on this process?
· No clear information.

Question: More information on activity codes/activity tags?
· Expectation from college is to make do with what we have for now. Process for requesting new tags, but no changes will be made for now while we are still in the “stabilization period.”
· Use “memo field” to make notes about activities.

Question: What is the expectation for reconciliation right now, since we can’t see activities?
· CAS’ advice: no need for detailed reconciliation going forward, based on the approval process for transactions.
· Recommendation from Tony: take a look at Workday Finance reports and eyeball activities to see if they are accurate; if not, see Tony.

Question: What reports can we run to see what has been charged?
· R 1287.3 – Income statement report to show month-by-month activity. Will show summarized balance (but don’t count on that balance as accurate right now). Has dropdown next to dollar amount to show line item detail for transactions.

Question: Are there plans for additional formal trainings for Cost Center managers or peer-to-peer sharing on how to run reports/share best practices? Could learn from each other as peers without putting more strain on the business office.
· This has been asked by multiple people. Yes, an informal type of training would be best, and Tony would be happy to attend, and will attempt to schedule.
· Business Office is working on a set of support documents for best practices and processes.

4. Standard Records Retention Plan – Martha Walsh
History of JSIS, Centers, Programs: what things should we think about keeping, while units organize files and documents?

· Old bylaws
· Newsletters
· Letters from directors
· Annual reports
· Etc.

How do other centers decide to keep/archive these records? Japan Studies keeps track of significant news items and events on website in the News Archive.

· Canadian Studies keeps a lot on website and uses it as a repository. Keeps other materials on the server, but some of those files are so old that they are now out of format.

· Jewish Studies – had a training on information management for the UW, with best practices recommended by the type of record. Kara will try to find documentation of that training and who provided it.
· Tony English will send out info for Records Retention – although this is more about what’s legally required, not things to be kept for historical interest.
Tries to do an oral history from directors/faculty every 10 years, with reports/papers from those people kept on record. A great resource to learn from, and productive exercise.
· Qualitative resources like this can give a much better sense of values and life in JSIS.

· Korean Studies – looked at what can legally be deleted, then assessed what should be kept. Working on digitizing everything physical. Similar to Canadian Studies, is maintaining some on server, some physical.
· What types of information are being reported out, and how is that information being shared with faculty?
· Focused on Center Director, not faculty unless they specifically ask.
· Increasing transparency and access through OneDrive – making virtually everything available to anyone who is affiliated through the UW.

· OAS – used to keep many paper records, student records for approx. 6 years. Most files are digital now, stored on R Drive (server). Paper documents from students are digitized. Joni keeps physical archive of past handouts, etc. which will be presented to staff to decide on their significance.

Question: How many Centers/Programs have a handbook to outline how to manage these things?
· Helpful to have as a guideline for identifying how to retain records of importance.
· Important to have redundancy and a backup for if a staff member is gone!
· Center for Korean Studies – currently updating a program manual. May be relevant to other centers; Ian is very happy to share once he’s finished working on it.

5. Joint Outreach Retreat – Phil Sheckleton
September 21, 2023 – hosted at Kristi Roundtree’s home
9:30/10:00 am – 3:30/4:00 pm

JO is a venue where Centers/Programs discuss activities related to outreach. Retreat is open to anyone at JSIS who is interested.

Will include team building activities; food provided. Details to come.
