CSRA RESA

Standard Operational Procedures
Section V

Consultant Activity Reports

●
All consultants must submit a monthly activity report at the end of each month.  

●
All time should be coded and total 7.5 hours. When travel is necessary to deliver services at a location other than CSRA RESA, travel should be coded with the time used in delivering a service. 

●
Leave should be coded for the amount of time (full day, half day, etc.)

●
Service Area Codes under Directions I and II should be used for activities whenever possible.  If no appropriate code for an activity can be found under Directions I and II, a generic code may be used.

●
Staff and consultant day codes will be determined based on the day’s activities.

●
To assist in completing the activity report, appropriate Service Area Codes are listed with each objective in the CSRA RESA 3 Year Plan.

Technician Activity Reports

●
All technicians must submit a monthly report using the Filemaker Pro program.

●
Report should include:  pieces of equipment, number of miles driven, system visit information, and equipment categories or data that is included.


Support Staff Activity Reports

●
All support staff must submit a weekly activity report to the Executive Director including all duties performed during that week.

FY07 RESA Work Team Composition and Activities

Each team will prepare a brief oral presentation at monthly staff meetings.  Summary meetings will be held prior to staff meeting from 8 – 8:45 am excluding the Facilities Committee.  The Chairs of each Committee will schedule working meetings as needed.

1. Executive Leadership Team – Dr. Terry L. Nelson, Chair, Dr. Pam Bell-Smith, Debbie Davis, Dr. Ken Daniels & Dr. Gloria Gabriel.

The purpose of this team is to serve as resources in a support and advisory capacity to the CEO as requested.  All agency programs and operations are reviewed regularly.  This group will provide input regarding overall agency efficiency and effectiveness.

2. Human Relations – Faith Hopkins and Nancy Traylor, Co-Chairs, Lora Ernsbarger, Dr. Sam McGaw, Kathy Williams, Marcia Howell and Esther Wells

This team’s emphasis is to develop and implement successful strategies for promoting local system and agency activities in promoting education throughout the region.  This team will also coordinate benevolent acts for staff members and customer relation’s activities, administer Sunshine Fund/social activities, and implement/coordinate employee recognition programs.

3. Leadership Development – Rick Beal and Dr. Gloria Gabriel, Co-Chairs, Dr. Pam Bell-Smith, Dr. Sam McGaw & Dr. Ken Daniels

The focus of this committee is to assess system needs, coordinate various training and professional learning activities for current and aspiring leaders, and support statewide initiatives.

4. Technology – Zach Tavares and Gail Duggan, Co-Chairs, Lester Taylor, Aubrey Jones and Lisa Beckworth.  (Debbie Davis as resource member for assistance as needed)

This team’s emphasis will be to coordinate all technology purchases and developments for the RESA building, coordinate the Tech Team meetings, provide professional development for staff and provide personal support, and assist with planning and coordination of the Technology Fair.

5. Organizational Procedures – Patricia Saxon and Karen Collins, Co-Chairs, Debra Smalley, Terry Gant, Tracey Adams and Esther Wells.  (Dr. Pam Bell-Smith as resource members for assistance as needed)

The purpose of this committee is to devise a written document that complements the agency policy manual.  The document will serve as standard operating procedures for non-policy related items.  This will greatly assist with new employee orientation and enhance communication efforts.

6. Facilities Committee – Debbie Davis and Tracey Adams, Co-Chairs, Melvin Stewart, Debra Smalley and Rick Beal.  (Meet as called by Chairs)
Safety and security of employees are of paramount concern.  The purpose of this team is to monitor the agency facilities making certain that all repairs are fulfilled and the agency is properly represented.  An additional responsibility of this team is to serve as the formal safety committee as per workman’s compensation procedures.  This includes the development, maintenance and updating of the agency safety plan.

