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315 West Forest Hilf Avenue « Oak Creek, Wl 53154
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March 29, 1999

Dear Members of the Wisconsin Joint Finance Committee,

I am the Director of Information Systerns with Morris Material Handling located in Oak Creek,
Wisconsin. We are a manufacturer of overhead cranes and hoists. Our Oak Creek facility is not
only one of our larger manufacturing sites but is the corporate headquarters for cur worldwide
operations as well.

I arvi writing to you today to express ouf support for the Tnformmation Technology Initiative, which
appears in the state budget, as proposed by Governor Thompson.

As you know, there s 2 huge demand for IT wotkers in both the public and private sectors. Many of
these jobs are unfilled due to a lack of trained workers. Many employers are looking to the colleges
to produce more graduates with technical skills.

The Governor proposes to hire 800 student IT workers and provide them with training and
experience. . Student IT workers would assist faculty and staff with integrating technology into the
classroom and maintaining administrative systems, as well a5 providing customer support to students.
This program would create a labor force of trained IT workers, and thus strengthen Wisconsin’s
ability to compete in a global econemy

The Studeﬁt Technoiugy Serwces program in p]ace at UW-Milwaukee is 2 grezt model to foiiow
Expanding this program here, and across the state, has the following advantages for Wisconsin:

1. It opens technology tramning to a broader range of students than the traditional
technically onented training does. It is increasingly important for business to have
people who are involved in Marketing, Human Resources, Economics, foreign language,
etc. to have a strong technology background.

2. It integrates technology directly into the learning process. This is not just an abstract
class these students take but it is practical, real-world, exposure to how technology is
used.

3. This program is also a great model that business should study. There is 2 situation here
where you are dealing with a workforce, the students, who are working part time, with
very flexible schedules, and the workforce churns every semester. As businesses move
towards outsourcing more operations to specialized service providers and as businesses
try to cope with the labor shortage via flexible hiring programs, we can learn a lot from
these type. of programs. We can study which managemem techniques and

: Orgamzauonai structures work and which don’t wcnrk ~

Havmg moved from Narthem Wxsconsm to the deaukee area in just the last two years 1
was able to see how the distance learning initiatives brought educational opportunities to
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rural Wisconsin. I also saw how rural schools profited from internet connections.. As a
past member of the Universal Service Fund Council I was very pleased to be able to be a
part of helping the Public Service Commussion draft rules on universal access to telephone
service for all of Wisconsin's citizens. All of these mitiatives have been very positive steps
in raising the level of opportunity for all citizens.

Your support of Governor Thompson’s budget for Instructional Technology will be another
step in ensuring Wisconsin citizens and business prosper in a global economy.

Sincerely,

T Ao Foct.

Thomas J. Lucas
Director of Informaton Systems
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April 5, 1999

Dear Members of the Wisconsin Jeint Finance Committee:

My name is Dave Galeite and I'm the District Manager of The Revere Group’s Milwaukee office. The

Revere Group is an information technology consulting firm with 5 offices nationally, over 406 employees,
and approximately 45 employees in Milwaukee. I'm wrstmg to inform you of The Revere Group’s support

for the Information Technology Initiative, which appears in the state budget, as proposed by Governor

Thompson

information technology skills.

As part of Revere s busmess we hoid severa} raundtable events where we bring together between five and
ten information technology leaders from various Wisconsin businesses. During these events we discuss the
problems and issues associated with utilizing information technology in today’s businesses. A resounding
and constant outcry, which was expressed in all four of our 1998 roundtables, was the need for people with

1 too feel the pains of not having enough skilled resources to meet the demand for technology consulting

services. Revere’s revenue growth is restricted more by the lack of resources than a lack of demand. We

are continually searching for skilled professionals to add to our staff.

The UW Regents propose to hire 800 student information technology (IT) workers who will receive both

training and experience. These student I'T workers will assist faculty, staff, and students with the

maintenanice and installation of information technology systems. These skill sets are exactly the kind

needed by Wisconsin businesses. By increasing the number of skilled resources, Wisconsin businesses can
become leadeérs in technology as well as improve their competitiveness in the marketplace. Both of which

are healthy for the economy and residents of Wisconsin.

Throughout my daily interaction with Wisconsin businesses regarding technology issues I continually see

the lack of skilled resources impeding revenue growth and productivity improvements. Please provide your

financial support to the UW Regents Information Technology/Distance Education program.

Thank you for your time and should you have any questions please feel free to contact me at 414-944-3159,

Sincerely,

Dave Galaite
Vice President
District Manager, Milwaukee
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Date: April 8, 1599

To: - Members of the Joint Finance Committee, State of Wisconsin

From: Margaret Kennedy, Program Manager, Student Technology Services, UW-

Milwaukee W
Re:  Allocation recomntended in the Governor’s Budget for hiring and training of

Information Technology student employees on UW System campuses

In this section of our presentation are letters from students employed at the UW
Milwaukee campus in the Student Technology Services Division.

For the past year and a half I have served as one of the primary staff developers of the A
Student Technology Services program on the Milwaukee campus, of which these students
are a part. Based on the success of this model program, brought to reality by the labors of
the students who have written to you and who testify today, I support the $4.9 million
allocation recommended in the Governor’s Budget for hiring and training of Information
Technology student employees on UW System campuses. It is a sound idea and we

know it will bear fruit for the UW System, for the students, for their future employers

and for the State of Wisconsin. - : o

The Milwaukee Student Technology Services organization is composed of students who
provide a wide range of technology support services to the UWM campus community,
including Help Desk, Network Support, Web Design, Programming, Troubleshooting,
Television, Graphics, Photography and Printing. The campus benefits by receiving
support for these mission critical functions. The students benefit by receiving both
financial support and added value to their academic work, across all disciplines.
Wisconsin employers benefit by hiring our graduates who arrive on the job ready to use
and learn the powerful technology tools in which companies have invested.

One unique aspect of our program is the degree to which we place student supervisors in
charge of the management of their peers. These supervisors receive training and practice
in the professional skills in demand by employers today, managing a budget, directing the
day-to-day tasks of their employees, developing training plans for them and conducting
performance reviews.

Another important feature of STS is that we have brought together a group of advisors
from industry that meet with us regularly to provide feedback on our program. They are

Margaret Kennedy, mok@uwin.edu
(414) 229-6633

PO Box 413+ Milwaukee, Wi 53201 414 229-4616



interested in working with our students during summer internships, during which time
they can assess skills'and plan for future hiring.

The State of Wisconsin Departments of Workforce Development and Commerce issued a
report last August, which supports this kind of initiative. (The report is available at
hitp:/Farww.dwd. state. wi.us/dwd/Forums/report htm) The report indicates that a labor
shortage exists in all geographical areas of the state, and that one factor contributing to
the problem is the number of new jobs being created that require formal training or
extensive periods of work experience.

A trend discussed in the report is that there are more students taking a longer time to
solidify vocational choices. Many students go to school intermittently or part-time, 2
national trend, but unfortunately the percentage of Wisconsin residents who eventually
earn a baccalaureate degree is 20.6% versus the national average of 23%. Our student
empioyees see their peers who graduate jump into'a much higher wage bracket than they
could: mmmand without a degree. This becomes even more dramatic within the first
coupi""ef years on the 3ob ‘Thus we beileve this miflatwe will help nazrow the gap

previ !
Furih Tmofe, they can work wzth us to keep our training in ime with- the expectations of

i gradzaates.that they have proven themseives w1th work habﬁs wlnch we ngorousiy
enforce. - _

As the report indicated, in order to create the productive workplace of the next century,
we need to enhance existing partnerships among business, labor, education and
governmﬁnt to address the needs of employers and empioyees It appears that this budget
allocation is one such innovation in our enhancing existing partnerships. Thus I heartily
recommend passage of this item in the Governor’s budget.

Thank you for this opportunity to share with you the success of our program and for
having this opportunity to testify.

Margaret Kennedy, mnk@uwm edu
(414) 229-6633



3559 Cramer Ave.
Milwaukee, WI 53211

Wisconsin Joint Finance Committee
Madison, W1

April 8, 1999

Dear Members of the Wisconsin Joint Finance Committee:

T'am a junior at the University of Wisconsin - Milwaukee. [ am majoring in Spanish and
Latin American Studies with a minor in Spanish Business. My current position in Student
Technology Services is as Peer Training Supervisor.

I'am writing to you today to express my support for the Information Technology training
initiative for student workers across the state, which has been supported by Governor
Thompson in his proposal for the state budget. With this funding, students at other uw
System campuses can receive the training and on-the-job experience that I have been
fortunate to experience through Student Technology Services. The student workers will
receive the opportunity to enhance both their life and professional experiences.

STS has greatly enriched my computer knowledge and experience workin g in a business
atmosphere. I believe that having first hand experience in the hiring process, budget

decisions, leading training sessions and supervisory skills will make me more marketable
when searching for a career after graduation. As a foreign language major, I have had no

~academic: training in or classes on computer technology. L have learned all of my computer.

* knowledge from STS training sessions and on the job experience. In comparison with past
“campus employment, I have gained many skills and have risen above my classmates
through my experiences with this organization. STS provides a solid job background in
technical skills and customer service, from which.the student and his/her future employer
will benefit. I feel that this University, along with STS, has provided me with great job
experience and technical knowledge. Similar organizations and opportunities for students
throughout Wisconsin will prepare them with the confidence and experience upon
graduation. With my experience in STS, I feel confident upon entering the job market.

Your support of Governor Thompson's budget for Informational Technology training
across the state will be a positive step up in Wisconsin's future employees and will make
this state a leader in education and technology.

Sincerely,

g Lol

Regina Bard

STS Peer Training Supervisor
Student Technology Services
University of Wisconsin - Milwaukee
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Manjula Dammanna
2533 North Oakland Avenue Apt. #101
Milwaukee, W1 53211

Joint Finance Committee
Madison, W1

April 7, 1999
Dear Members of the Joint Commifiee on Finance,

lam a graduate student here at {}mversuy of Wisconsin-Milwaukee studying Urban
Planning and Geographical Information Systems. I currently work for Student
Technology Services as a Student Supervisor for Classroom Support.

I support the Information Technology training for student workers throughout all the UW
system campuses. The state funding Governor Thompson proposed will allow more
options to smaller UW campuses for student training. The students will also be better
prepared for future technology demands in Wisconsin and elsewhere.

Working for STS has been a positive experience for me. STS training tremendously
enhanced my technical knowledge and customer service skills. [ feel that there is no
' .:__.___department here on-our campus that can prowde the skills offered by STS.. The positive -

~eXperiences. thh STS have complnnented my education, I have been able to- apply STS
technology training in my coursework. An example of this is Powerpoint. I use the
Powerpoint program for all my graduate presentations. In addition, dealing with
students, staff, and faculty who have multimedia and technology needs on a regular basis
increased my communication skills. 1 believe technical knowledge is important but
communication skills are vital in any setting. STS teaches these skills to anyone who has
the desire to learn. The students are then equipped with skills needed to succeed in
technology or related careers.

Therefore, your support of Governor Thompson's budget for Information Technology
training across the state is vital. It will bring many positive effects to Wisconsin and
make this state a leader in education and technology. Thank you for your time and
support.

Smcerely,

] jl
Wb B e

Manjula Rao Dammanna
Student Supervisor




2905 North Bartlett Avenue #2
Milwaukee, WI 53211
April 6, 1999

Joint Finance Committee
Madison, WI

Dear Members of the Joint Finance Committee:

I am a sophomore at the University of Wisconsin-Milwaukee, double majoring in Art
(drawing and painting), and Business. I have worked for Information and Media
Technologies’ department of Student Technology Services (STS) for the past 2 years as
Switchboard Operator, Courier, Lab Consultant, and Assistant Human Resources
Coordinator (all at different times). Currently, I am a Computer Lab Supervisor and
Student Project Coordinator.

My time with STS has provided diverse and extensive training in many technical and
related fields. Each position requires a certain amount of on-the-job training in customer
service and technical support. I will be with this organization for another three years;
imagine all the additional knowledge and training I will gain through their different
programs.as I move from one division of STS to another. The opportunities for students
on this.campus should be available for students on all UW campuses.

Thus, I support Governor Thompson’s proposed state budget that would fund Information
Technology training for student workers throughout the state at all UW System
campuses. If every university in Wisconsin has a program like STS, UW graduates will
be prepared to meet the high demand for technical skills with confidence and real-world
knowledge.

Sincerely,

Nina Rosenberg
Student Technology Services

CCL Supervisor
University of Wisconsin-Milwaukee Student



3204 W. Alvina Ave
Greenfield, WI 53221

Joint Finance Committee
Madison, WI

April 5, 1999

Dear Members of the Joint Committee on Finance,

I am a junior majoring in Management Information Systems here at the University
Wisconsin-Milwaukee. I currently work for Student Technology Services as a Campus
Computer Lab Consultant and Peer Trainer.

I support Information Technology training for student workers throughout the

state at all UW System campuses, which Governor Thompson has proposed funding UW
campuses to have more options in training their students, better preparing

them to meet the demands of the ever-so-fast changing world that awaits them upon
graduation.

Working for STS has added to my knowledge by gwmg me valuable customer service as
well as hands-ontechnical experience. These experiences have also complnnented and
furthered my education. Majoring in a field such as MIS, the STS organization has
provided me with the knowledge as to what is expected and will be expected of a student
majoring with such a degree. From the skills and lessons that I learn here, I look forward
to and feel confident for the future career that awaits me.

Your support of Governor Thompson's budget for Information Technology
training across the state will bring positive effects to Wisconsin and make
this state a leader in education and technology.

Sincerely,

Anin G

Smriti Sharma

Campus Computer Lab Consultant/Peer Trainer
University Wisconsin-Milwaukee Student




2605 N. Prospect, Apt. 1
Milwaukee, W1 53211

Joint Finance Committee
Madison, WI

April 5, 1999

Dear Members of the Joint Committee on Finance,

The biggest unspoken benefit of the Student Technology Services initiative is the
sense of responsibility and ownership that students can receive from the program. By
putting students in charge of every aspect of the labs, we learn how to run a major
corporation. While MS Word classes are a dime a dozen, STS teaches real world,
management level skills that are priceless and rare,

I know that coming out of the STS program, 1 will have a significant advantage
over any other applicant in the field. Through the broad range of activities and training, 1
feel [ am better qualified for a huge range of information technology jobs; more so than
students who merely major in a specific field. The benefits STS has given to me, and
mote importantly to any of my future employers, is only beginning to gestate and will
pay off mm*e and mme as I buﬂd on the solid foundation I have recieved from STS.

Sincerely, - " /// -

Noah L. Rosenbearg :
Campus Computer Lab Lead Supervisor
University of Wisconsin-Milwaukee Student



Joint Finance Committee
Madison, W1

April 7, 1999

Dear Members of the Joint Finance Committee,

I am a senior graduating in May from the University Wisconsin-Milwaukee. [ am majoring in
Graphic Design and currently work for Student Technology Services as a CCL Supervisor as well
as a Help Desk Consultant.

Working for STS of Information and Media Technologies has proved to be an irreplaceable
experience for me. Seeing that I will be entering the professional job market very soon, I feel that
my work done in the areas of management and consulting here with STS has trained me in areas I
would never have been trained in from my academic courses alone. Adding in the extra skills I've
learned bere will certainly give me an advantage in the next couple months.

By supporting Governor Thompson's budget proposal, you are ensuring that future students of the
University of Wisconsin system will have the opportunity to work first hand with current
technologies as well as work in an environment that puts personal excellence and advancement
first.

Sigﬁirely, P
Regaﬁ Kwiatkowski

Information and Media Technologies
MIT Lab Supervisor

Help Desk Consultant



Lorie Kieffer
STS Human Resources Supervisor
UW-Milwaukee
April 6, 1999

Dear Members of the Joint Finance Committee,

I 'am a first year graduate student at the University of Wisconsin-Milwaukee in the
Masters.in Human Resources and Labor Relations (MHRLR) program. Currently, I work
for Student Technniogy Services (STS) as the Human Resources Supervisor while I
attend classes as a full-time graduate student

The purpose of this letter is to express. 0 yeu my support for the Information Technology
training for student workers throughout the state at all UW System campuses which
Governor Thompson has proposed funding for in the state budget. The technical and soft
skiil training that can be offered as a result of this funding will serve to enhance work
place performance for currently employed UW students and better prepare them as
upcorning college graduates to meet the demands of the job market with skills not
typically acquired through academic coursework.

~ Working for STS has provided me with the opportunity to participate in some of this

- trainingnot, typ;caliy offered as‘part of my academic curriculum: *As a result; T can tell
you first hand the technical skill building classes have: already pmvc:n ‘beneficial to me as
an employee and as a future Human Resource Professional. [ believe these skills and the
first hand experience of performing in a Human Resources capacity for STS when
combined with the strength of UW-Milwaukee MHRLR program will ensure success in
current and future career endeavors.

Your support of Governor Thompson’s budget for Information Technology trainin g
across the state will bring positive effects to Wisconsin and make this state a leader in
education and technology. Thank you for your support!

Sincerely,

Lorie Kieffer




8133 South 36th Street
Frankhn, WI 53132

Joint Finance Committee
Madison, WI

April 5, 1999

Dear Members of the Joint Finance Committee,
1 am a junior at the University Wisconsin-Milwaukee.

I am majoring in Mechanical Engineering and I currently work for Student Technology Services as
a computer consultant/technician,

I support Information Technology training for student workers throughout the state at all UW
System campuses, which Governor Thompson has proposed funding for in the proposed state
budget. This funding will allow the smaller UW campuses to have more options in training their
students, better preparing them to meet the demands of Wisconsin when they graduate.

Working for STS has been very rewarding, The skills I learned from training and on the job
experience have enhanced my education as a mechanical engineer. Also, I find it so much easier to
complete my homework and other tasks now that I know how to use computer systems more
effectively and efficiently.

Yoursupportof Governor Thompébn’é”bﬁdget for Tnformation Technology traiﬁin'gécfoss the state
will bring positive effects to Wisconsin and make this state a leader in education and technology.

Sincerely,

Justin E. Seipel
Student Technology Services
- University Wisconsin-Milwaukee Student



441 West Bayfield Avenue
Glendale, W1 53217

Joint Finance Commitice
Madison, W1

Wednesday, April 07, 1999
Dear Members of the Joint Committee on Finance,

I am a sophomore at the University of Wisconsin-Milwaukee. I am studying for a major
in Electrical Engineering and a minor in Computer Science. While at UWM [ am
working for the Student Technology Services as a cz:msnltant in the computer labs.

I support Governor Thompson and his pmpesad funding ef Infermatxan Technology in
his proposed state budget. 1believe that extra’ funding will not-only heip UW-Milwaukee
but all Wasconsm state Umvarsmes “The extra funding will better equip the Universities
to train their students to meet the demands of post graduation, which will benefit
Wisconsin. .

Working for the University in the Student Technology Services has given me experience
that will aid me in the future. Ibelieve that the problem solving techniques and technical
cusmmcr support experience that I have received will greatly help me in my engineering
career. I'have received experience in a professional environment, which would otherwise
have not been avallable to me.

oI order to make Wisconsin a leader in education of technologies increased funding in

--'ztcchnoiogy training is a must. This is- why I urge you to support Governor Thompson in
his proposed budget for increased funding of Information Technologies.

Sincerely,

Brian Eggebrecht
Student Technology Services: consultant
University of Wisconsin-Milwaukee Student



3559 North Cramer Avenue
Milwaukee, WI 53211

April 5, 1999

Dear Members of the Joint Committee on Finance,

[am a senior graduating in May from the University Wisconsin-Milwaukee. I am
majoring in Management Information Systems and currently work for Student
Teclmology Services as the: Smdent Manager.

Isuppert Infﬁmation Technology training for student workers throughout the state at all
UW System’ campuses, which Governor Thempso:; has proposed funding for in the
proposed state buéget This fundmg will allow the smalier UW campuses-to have more
options in trammg their students, ‘better preparing them to meet the demands of
‘Wisconsin when they graduate

Working for STS has given me valuable expenence in working for an organization that is
trying to solve current technology problems and make the most reasonable decisions for
future- changcs Most importantly, these experiences have complimented my education. I
have been able to stay-on campus and have a flexible work schedule that fits in easily
with my classes. As a soon-to-be graduate of UWM, I feel that this University has
prepared me acadcmlcaﬂy and given me enough working experience to feel confident to

_ _enter the job market that the State of W;sconsm has to offer. . - -

- = Y‘om: _ uppezt'i;f Géveme:r Th(}mpsan s buclget fer Inf@n‘néﬁnn Technoiogy trammg

across the state will brmg positive effects to Wisconsin and make this state a leader in
edacatwn and technology.

Smcarely,

//;;;aw mei,;hﬁ

Patricia Singer
Student Technology Services Manager
University Wisconsin-Milwaukee Student



3229 N. Oakland Ave. #7
Milwaukee, WI 53211

Dear Members of the Joint Finance Committee,

I am a junior at the University of Wisconsin - Milwaukee. Iam majoring in Elementary
Education and currently work for Student Technology Services as the Technical Services
Supervisor..

I support Governor Thompson’s proposed funding for Information Technology training
for student workers at all UW System campuses. This ﬁznding will allow all UW
campuses to have more optmns in tralnmg thezf students

Through STS tra,lmng and my on~the~job expenences STS has provlded me wn:h the

. experiences to combine technical and customer service. skills. STS has enhanced my job
- skills as well as my computer knowledge. Majoring in Elementary Education I haven’t

learned the technical skills in my academic classes. The STS program can teach anyone
technical skills and computer software. The value of STS lies in its ability to start with

someone who doesn’t have these skills, with a desire to learn and to finish with someone
who is eqmpped with skills needed to succeed i in any career.

' _Your support of Governor Thompson’s budget for Infermanon Technoiogy tra:mng
_ _across the staie wﬂl ’brmg posztlve eﬁ'ects to Wzsconsm and make ti:us staie a leader in

Tara Heagland :
Student Technology Services: Technical Services Supervisor
* University of Wisconsin - Milwaukee




Lou Ann Bohn
2572 N, Farwell Ave,
Milwankee, W1 53211

April 8, 1999

Deax_l&ﬁeiﬁbérs of .the fﬁ_i:n.t :Camnﬁttee on Finance,

a stuid _.enit at ﬁae Umv&rsﬁy of Wisconsin-Milwaukee and am employed by its .. .
Infc}rmatxo and Media. Technology })msmn, As such, 1 am part of the Student
Techn@io' _y Servzces (STS) pmgram and recewe on-gomg trammg m technoiogy, |

bétweﬁzz the abundame of avaﬂahie high techn@iogy _;ebs n Wlsccnsm and the dearth of
qualified people to fill them. Simply graduating with a degree in Computer Science these
days- wﬁi noi do Most technelogy«related gobs demand proﬁcwncy in customer service.

Twill recewe a Bachei@r s l@gme :.m' ternamnai Smdles fmm UW— Mﬂwaakee n May
Bscagse of the cemputer and ﬁnwtha-jgb custemer service trammg I recewed through the

have thi;: op;aﬁ'rtuinty to enter Wisconsm s warkferce ready to be productwe citizens!

Thank 'y()u,

&7




2336 N. 65th Street
Wauwatosa, W1 53213
April 6, 1999

Members of the Joint Finance Committee:

I am writing to ask you to support the information technology initiative which appears in Governor
Thompson’s proposed state budget.

I am currently a staff member in the Division of Information and Media Technologies at UW—
Milwaukee and have been employed in technical positions at institutes of higher education for most of
my career. It has been my observation that classroom work alone does not fully prepare students for
employment in today’s highly-technical job market. In addition to technical knowledge, students need
to develop such skills as responsibility, customer service, and the ability to work with others. Actual,
on-the-job work experiences are needed to provide students with a complete education.

Programs such as UW-Milwaukee’s Student Technology Services provide students with this valuable
on-the-job training and expﬁ:rzence It fills out thelr educatlon and makes them productive emp}oyees
strai ght out af school - :

The proposed information technology initiative would fund such programs throughout the UW System.
It would provide UW graduates with an extra edge in the job market, while at the same time providing
Wisconsin businesses with the highly-skilled, technical employees they will be needing.

Again, I urge you to support this initiative.

Sincerely,

Susan McKay



®
UNIVERSITY or WISCONSIN MITWAUKEE

I&MT Classroom Support
P.O. Box 413
Milwaukee, WI 53201

April 7, 1999

Jomnt Finance Committee
Madison, Wisconsin

Dear Members of the Joint Finance Committee:

It has been my great pleasure to have worked with students over the last thirty years.

Many of these I personally trained, assigned and scheduled in various media-related

tasks. Now there is University of Wisconsin-Milwaukee’s own Student Technology

Services, a system developed for the purpose of not only employment but empowerment

as well. Joe Douglas, now Director of Information and Media Technologies at UWM,

brought this concept, already tried and true, from Washington State at Pullman,

Washington. Joe presented the idea to the I&MT staff with the goal of establishing a

similar system here. | was one of two staff members who traveled to Pullman to witness

that campus’ student system in action. Duly impressed are words that best describe what T
saw: information techﬂology students who; through a: coheswe peer orgamzatlon recruit;’
hire, fire, . schedule; supervise, “and “manage themselves. Student staff are given

encouragement and opportunities to progress through levels of line employment that can

lead to eventual supervisory or management positions. A big advantage is that through

their jobs as computer consultants, help desk analysts, classroom media technology

assistants, desktop technicians, and others, they not only receive invaluable computer and

customer relations skills, but also become more employable at graduation. Therefore, 1

wholeheartedly support Governor Thompson’s proposed budget for UW System-wide

information technology training. Your support is vital in making all this happen. The

results will bring many positive effects to Wisconsin and ensure our state’s leadership in

education and technology. Thank you in advance for your support.

1&MT Classroom Support:
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rmzalzon & Medza Teabw[egas Studdent Tedmolorfr Sm}zcas

Student Technology Services (S 7S)
Employee Handbook

About STS

Student Technology Services (STS) is the student employment sector of the Information and Media
'Technologles {1&MT) Division.. Every student worker employed by 1&MT is automatically part of STS.
STS is a unique organization in that it 1s smdent maﬁaged though it exists to support the overall goais and
objectives of J&MT.

STS is an innovative 'mitiétive that benefits étudem$ while also me&thg the technology suppért xieeds of the
UWM community. According to I1&MT Director Joe Douglas, STS' goal is “to add real value to the
students’ academic experience and help prepare them for life after graduation.”

Student empowerment is a top priority. Its purpase is to give student employees the instruction they need
to become competent in various areas of technology and to give them the responsibility and authority to
make decisions and provide customer services. 1&MT Director Joe Douglas states that this enables
students to gain "real professmnai experience mciudmg supervisory experience, training, time management
skills, interaction with diverse populations in a variety of situations, budgeting, team-building and creative
problem—so!vmg .

E 'STS isan Equai Opperrumty Empioyer and seeks to reﬁect ti}e daverszty of the umversxty cammumty STS
welcomes students of every acadernic discipline.

STS Communications

In order to facilitate cdm:ﬁunication, there is a designated STS e-mail reflector. Every STS employee is on
this reflector and receives departmental information, job postings, policy changes, training updates, and any

other pertinent communications. Employees are expected to read STS mail regularly.

In addition, all STS employees are responsible for knowing about any updates or revisions to this
handbook. Updates and revisions will be distributed periodically by STS Human Resources.

A contact list of I&MT managers and STS personnel is included in Appendix A.

STS Organization Chart

To understand how STS is organized, an organization chart is included in this handbook for your reference.
(See Appendix B.)

STS Employvee Handbook
2 February §, 1999
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Responsibilities

STS agrees with the four basic principles for .105 Success spelled out by the Wisconsin Job Service.

1. Dependability/Reliability

We rely on STS employees to be on the job and require a reason, in advance, if they cannot be. Frequent
absences, even excused ones, cause problems for employers and co-workers and are canse for dismissal.
Likewise, reliability is important. An employee must be able to follow through on a task without continual
supervision.

2. Punctuality

We depend upon STS employees to report for work at the time specified. As with absenteeism, employees
who are late at the start of work create problems for co-workers, supervisors, and clients.

3. Quality of Work

We depend on STS employees to take care to execute the job functions they are assigned, whether that is
w1th customer service, data accuracy, system secunty, or any other function.

4 Ouant;ty of Work

We depend on STS employees to be productive on the job. While we gladly provide opportunities for
learning, we expect employees to attend to the job to which they are assigned. Personal work while on the
job is frowned on and must be cleared with an individual's supervisor.

STS Employee Handbook
3 February §, 1_999
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Leaving STS or Department

In addition to these four basic principles, we realize that STS employees who begin working in one
capacity may decide, over the course of their study at UWM, to move to another department or position
within STS. We encourage employees to seek assignments of increasing responsibility, though we ask that
they commit to one department for a semester or a year.

It is preferred that any student employee give a semester notice when he or she plans to leave STS or move
to another department. If this is not feasible, the employee shouid notify the supervisor in writing (e-mail)
at least two weeks before the last workday with the reason for leaving. At that time, the employee shouid
schedule an exit interview with the superv;sor or I&MT manager. At the exit interview, 1he employee and
supervisor shou}d confirm that all records are in order for employer references

On the last scheduled workday, all keys and I&MT/STS pmperty mustbe re:tumed tothe superv;ser All
personal materials should be removed from workstations and all personal data should be removed from
1&MT staff computers. Turn in the STS Employee Handbook to the STS Human Resources Department,
Bolton Hall Room 210.

When student employees leave a department, STS reqguests that they help train their successors. This will
offer individual students opportunities to broaden their experiences, while respecting the needs I&MT/STS
have for consistency in the service they provide the unjversity community.

’ STS Employee Handbook
4 February §, 1999
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Personal Attitudes and Habits

STS encourages student employees to develop attitudes that will go a long way tewaréi enhancing success.
»  Interpersonal skills -- listen, reflect, then respond.

»  Be open, share experiences and ideas.

»  Be discrete, share criticism constructively.

»  Be e?en to cgrrec’_fion.

®  When you make a mistake (we all do), notify your supervisor and apologize.

= Use and develop your own judgment, but ask for support when vou need it.

*  Accept responsibility and take on extra work when needed, but don't over-cotmmit.

= Take time to communicate, plan ahead.

*  Build the team -- sometimes leading, sometimes following.

* . Work hard and have fun! -

$TS Employee Handbook
5 February 8, 1999
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STS Work Rules

The STS Emplovee Handbook serves to elaborate on the policies set forth in the UWM Student
Employment Administrative Manual. The UWM manual is on-line at:

hetp:/iwww.uwm.edwDept/FINAID/fws/stud_employ_manual.hun!

Work rules for all UW System classified and student employees are spelled out in Appendix B. They are
not intended te restrict the rights of employees, but rather to advise employees of prohibited conduct.

Engacmg in one or more of the following forms of prohibited conduct may result in disciplinary action
ranging from a reprimand to immediate discharge, depending upon the specific form of conduct and/or the
number of infractions.

Insubordination, including disobedience, or failure or refusal to carry out assignments or instructions.

Negligence in performance of assigned duties. -

Unexcused or excessive absenteeism. Failure to notify the supervisor promptly of unanticipated
absence or tardiness.

Failure to observe the time limits and scheduling of lunch breaks.

Using abuswe Iang,uage toward others. Threatenmg, aﬁemptm or _doing bodily harm to another

“ persen

Makma faisc or mahcmns statements cencemmg other employees superwsors students or the
university.

Use of alcoholic beverages or illegal drugs during woricmg hours, or reporting for work under the
influence of alcoholic beverages or illegal drugs.

Inappropriate dress or lack of personal hygiene, which adversely affects proper performance of duties,
work of peers, or constitutes a health or safety hazard.

Failure to exercise good judgment or being discourteous in dealing with fellow employees, students or
the general public.

STS expects that even if you are not on duty, you represent UWM and its facilities. You should uphold and
adhere to the rules regarding university computing resources at all times. You are expected to avoid
derogatory comments about I&MT and STS policies or personnel.

These work rules do not constitute the entire list of violations for which employees may be disciplined.
Other rules are provided by statute, by administrative Code, and by administrative procedures established
by management.

Additional work rules may be established by I&MT management to meet special requirements of
departments or as circumstances require,

STS Emplovee Handbook
6 February 8, 1999



it v e b e At A i e e S e W Fae e cwm e o SN MM S A R WA T i AL e N S MM W B B Ml Che W o e s e e e e e e e o0 MM s W

General STS Procedures

Primary Department Assignment

All STS employees are given a Primary Department Assignment, which is where STS would like them to
primarily work for at least one semester at a time. STS employees may receive department-specific work
guidelines for their Primary Department.

Havinga anary Departmeni Assxgnment is important because it:

= Assigns youa superwsor w1th whom you are enceuraged to dascnss all problems, questions, and
COTCEInS. .

*  Gives you precedeﬁce wheﬁ schedules are made and hours are allotted in that department.

*  Provides you with the opportunity to become experﬂy. familiar with one particular department.

»  Designates a spot for your timecard.

»  Clarifies the process of performance reviews. Performance reviews are conducted each semester and

include a discussion of work performance and wage rate. The review is made a permanent part of your
personnel file.

Expectations Regarding Interactions with Clients
. Wear your nametag at all nmes while on duty
= When answenng the phone ciearly identify the department and yourself.

» Take an mterest in clients’ pmhke:ms Lastcn carefui!y to the problem and reply in terms they can
understand.

s Be tactful when interacting with a client; never argue. Direct a client who questions I&MT’s policy or
procedures to your supervisor. If a supervisor is not immediately available, offer to relay the concemn
via e-mail or voice mail before the client leaves. Take the client's phone number so someone can call
him or her back.

»  Properly qualify your opinions when you are unsure of something; say “1 don’tknow, but let me find
out.”

»  Never touch or work on anyone's personal computer such as a laptop. You may be held liable for any
loss of data or damage that may occur.

STS Employee Handbook
7 February 8, 1999
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How to Solve Conflicts with Clients

STS employees and supervisors address client concerns by first atternpting to understand the problem from
the client’s perspective, realizing that the cilent may not know about computers or STS work practices.

Next, employees and supervisors offer a preliminary solution. If a solution is unknown by anyone present,
the client is referred to someone who would know the answer,

If clients become disruptive, employees first ask them kindly and quietly to take a corrective course of
action, ¢.g. {o lower their voices. If the clients are unwilling to compromise, STS employees will ask them
to leave, refer them to campus security, call the STS supervisor, or call the I&MT manager.

How to Solve Conflicts with Employees

STS supervisors address employee concerns by first attempting to understand all sides and components of
any problem. They will investigate why the employee is upset and whether the employee is aware of the
rule that he or she has violated.

There are many different types of workplace conflicts that can arige, such as miscommunication,
interpersonal conflicts, rudeness to clients, insubordination, etc.

An employee involved in a workplace conflict should be confronted privately. The supervisor shouid state
the ru]e o,r resolutlon that is expecteci so that the empieyee understands the cenﬁict

If the supervtser cannot’ solve the conﬂict, h& or she will’ defer the s;tuatmn to S'I'S Human Resources
and/or I&MT Management.

- §TS Employee Handbook
8 February 8, 1999
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Fire Evacuation Procedure

Know the general layout of the building and the locations of the nearest exit and fire alarm box. In the
event of a drill or an emergency, maintain control, evacuate clients from the site, lock the site and leave.

If you find a fire:

»  Sound the interior building alarm.
Alarm boxes are located on each floor of all buildings and serve only to alert occupants to evacuate the
building. The building alarms do not summon the Fire Department!

»  Notify the umverszty poi;ce
Dial 9911 and report the fire. They will call the Flre Department Give your name, fire location by
bulidmg, ﬂoor and room.

. Evacuate the bmidmg '
Secure your site. Use stairways only! Do not use elevators. You could be trapped in them. Walk
quickly to the nearest exit and leave the building.

Bad Weather Closings

In the event UWM cancels classes due to bad weather, STS sites will remain open. The library will be
open for normal operating hours and other sites will be open from 8 am to 5 pm, as long as the university is
open for busmess If the umversxty efﬁces are closed the s;tes w;ll be ciased as well

o To find out 1f classes are. canceled or xf tiae umverslty cfﬁcas are open caH the Snow Emergency Haﬂme |

229-4444. Closings are announced on the hotline no later than 6:45 am that day.

Medical Emergencfes |

In the event of an at work medical emergency of any kind, immediately call 9911. Do not attenipt to move
the person or administer medical assistance unless you are certified in emergency medical practices.

S$TS Employee Handbook
9 February 8, 1999
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Breaks and Lunches

»  For each continuous four-hour shift you work, you get a 15-minute paid break.

»  When working a continuous six-hour shift, you may take a 30-minute non-paid lunch. (If anyone is
interested in this option, you must contact your supervisor first.)

= Breaks cannot be combined to give you a half hour and they cannot be carried over to the next day.

s Breaks cannot be taken before the first completed hour of your shift or during the ﬁnai hour of your
shift.

. ®  There are de&gﬁated break areas for STS employees
L bemry Library lounge :
EMS: student lounge nght outside the lab
SBA, Union, Bolton: quick access to break facilities in the Union
Data Center; EMS ER78
All other STS work areas: Ask Supervisor about designated break areas.

STS Employee Handbook
16 February 8, 1999
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STS Disciplinary Policy

The ST Disciplinary Policy provides standardized procedures for common problems. It is enforced upon
violation of STS Work Rules (p. 6) or of any defined attendance issues listed below.

$1'S employees and supervisors should feel comfortable in the decision-making process with regard to

sensitive issues. This work practice policy should alleviate STS employee fear of illegitimate termination
and will lead to a more open and communicative work environment.

Tardiness

*  An official tardy occurs when an STS employee is more than five minutes late to a shift.

*  An STS employee may be tardy twice in a semester before facing any repercussion. An automatic
written warning is issued after three tardies. STS Human Resources will schedule a meeting with the
employee and his or her supervisor,

»  STS supervisors record how many minutes an employee was late by sending an e-mail message to

stshr or by typing hrreport at the alpha prompt.

.Excused Absences

*  An excused absence 1s vranted :f one of thc followmg OCCurs:

1. An STS supervisor has been notified 24 hours in advance that an STS employee cannot make a
shift for an excused reascn, such as an appointment with a doctor, a funeral, sickness, or a
similarly grave situation. '

2. Inthe event of an emergency in which an STS employee will be Iate or cannot make his or her
shift, the STS supervisor or I&MT manager must be notified as soon as possible.

3. During an emergency, if an STS employee is unable to directly speak to his or her supervisor or
I&MT manager, he or she may leave a voice mail message or an e-mail marked “IMPORTANT.”

»  STS employees are allowed two excused absences per semester. If a pattern of excessive absences
oceur per semester, at the discretion of the supervisor, a written warning can be issued and/or a
meeting can be scheduled with the STS employee, his or her supervisor and the STS Human Resources
Coordinator.

STS Employee Handbook
i1 February 24, 1959
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Unexcused Absences

o  All absences after the second excused absence are considered unexcused, except in cases of extreme
emergency.

. Absenc_es-'that do not meet the criteria of an excused absence are designated as unexcused, even though
some advance notice may have been given to the STS supervisor.

e Unexcused absences are not tolerated and will be dealt with accordingly.

No Shaws

. A ne show occurs when. an STS empinyee missesa shxft and makes no attempt to notzfy Ius or her ST8
supervxsor

s No shows are treated more severely than unexcused absences. Termination is to be expected after two
no shows, even if they occur in different semesters.

Discipline

A written warning is issued by STS Human Resources when a supervisor advises it. Notice is sent to the
.. 8T8 amplayee to'schedule a meeting with the Human Resources Coordinator, the STS. supemser, andfor
L the I&MT manager. An STS: mployee's _ is discussed. Potential consequences asa. result of -
this type of meeting can include suspensmn ‘or termination. Written warnings are recorded in the TS
emplovee's permanent personnel file.

S$TS Employee Handbook
12 February 8, 1999
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Sexual Harassment

Sexual harassment is prohibited by UWM. Behavior between or among members of the university
community which creates a hostile, intimidating, or otherwise unacceptable working environment will not
be tolerated. Sexual harassment is defined as:

»  Unwelcome sexual advances,

*  Requests for sexual favors, and/or

»  Other verbal or physical conduct of a sexual hature when:

1. Submission to such conduct is made explicitly or implicitly a term or condition of an individual's
employment or status in a COUrse Of Program, or activity;

2. Submission to or rejection of such conduct is used as a basis for an employment or education
decision affecting an individual;

3. Such conduct has the purpose or effect of substantially interfering with an individual’s work or
education performance or of creating an intimidating, hostile, or offensive environment for
working or learning,.

‘Prohibited _b’ehavi{_ir includes physical contact, verbal abuse, gestures and/or written messages. . -

Verbal Behavior

= Continuous idle chatter of a sexual nature;

»  Sexual slurs, innuendoes and other comments about a person's clothing, body and/or sexual activities;
»  Lewd remarks or suggestive sounds, such as whistling, wolf calls or kissing sounds;

= Implied or overt threats if sexual attention is not given;

= Repeated unsolicited propositions for dates and/or sexual intercourse.

STS Employee Handbook
13 February 8, 1999
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Physical Behavior
»  Unwanted physical contact, such as p-atting; pinching, stroking or brushing up against the body;
= Attempted or actual kissing or fondling;
= Physical assaults;
»  Coerced sexual intercourse;

= Rape.

Gestures

»  Sexual looks, such as leering or ogling with suggestive overtones;

»  Continuous and unwelcome flirting.

Grievances of sexual harassment should be reported immediately to your STS supervisor or I&MT
manager. If this is not possible, report the incident to STS Human Resources. All infractions of this nature

are given serious consideration and could lead to immediate dismissal.

© Grievances and appeals will be processed according to legislative guidelines.

. STS Employee Handbook
14 February §, 1999
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Training Policy

All STS employees are given an orientation to I&MT and to the particular department to which they have
been assigned.

In addition to taking advantage of career building opportunities while employed with STS, every student is
expected to expand upon his or her technical skills and interpersonal development. A strong emphasis in
STS is placed upon skills training and preparing STS employees for a professional career upon graduation
from UWM. '

To accomplish this, STS has implemented a training policy as a condition of employment. This policy
mandates that every STS employee complete at least three training classes per semester of employment.

A training curriculum, which consists of workshops and classes, will be made available at various times
throughout the calendar year. This is an accelerated, self-paced, seamless curriculum that offers technology
skills and interpersonal skills that will benefit you as you begin to move through the STS job levels.

Each STS job level will offer some required and some elective skill building. Additional job-specific
training may be needed to effectively meet the requirements of the particular position you are assigned
within the STS organization. These needs will be assessed with you during the employee performance
evaluation conducted mid-semester.

Tt is the responsibility of each STS employee to meet semesterly training requirements. If youare unsure
about your relevant training needs, please consult with your 8TS supervisor or 1&MT manager. : e

STS employees are paid for training participation. Training hours must be written on a separate timecard
and submitted to the Peer Training office in Bolton Hall Room 229F. Training hours are paid according to
the same bi-weekly payroll schedule as regular work hours.

STS Employee Handbook
15 February 8, 1999



Payroll

Responsibilities of the Payroll Office

The UWM Payroll Office produces paychecks from reported work time for each STS employee on a bi-
weekly basis.

Refer to the Student Bi-tweekly ?ayroli Scheduie for 1999 onp. 17.

Responstbilltles of the S 7S Empla yee

STS employees must comp}ete and submxt a blue nmecard zvery oﬂwr “Thursday. In the event of a hohday,
changes in timecard due dates will be posted over the STS reflector.: The timecard should be submitted to
your designated STS supervisor or I&MT manager.

Accuracy in reporting time is essential for proper and timely payment. All timecards are verified by
supervisory personnel. Remember to use a separate timecard for all training hours. (See Training Policy
onp. 15)

Complete the timecard as indicated below.

: _.mmmmmmw_en o

See oM H. Make stire i
SOCIAL SECURITY PAY RGLL PERIGO
(23-45-C789 i Sl - A ]'— blanks are properiy
WEEK } mOURS WEER 2 #OuRS : ﬂmd out
Sun ptd 1] suw s S:m:numrmmuefmmmmngmrmnmmm
[y i MOM seturing deparimental supervisor apmamz!. Tirrwi:eepeu are
" L - mmue for m:::g the: ci anvd recording tirhe
Tue TUE _q?? catds; reTwming them o the Payroll ﬂcpr with the time reportiog - ©
wED N & wED ‘2’3 co : forms by scheduled due dates, Payohecks will be hefd until atime .

card has been received by the Payrol! Dept.

THUR Tt g | [ ¥l
o 9.0 12,5 Mpﬂ_ﬁ-& -§-00

b1 G DEMT SiGRATIIRE Date TR Hat e At #Hourk
SAT L’f‘. f SAT ("{ } A A v Ak DariGred TREL work in & Satitiaciony fiarstec,
rovar | [ & Toran] .} e
T SUSERVISOR ADIRODWAL DATE
W
: ’ -
CHECK THE MATH! . T
Card must be signed \ E .
and dated g Leave this blank for processing

STS Employee Handbook
16 February 8, 1999
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STUDENT BI-WEEKLY PAYROLL 1999

JAN. A 12027/98 - 01/09/99 01/22/99
JAN. B 01/10/99 -  01/23/99 02/05/99
FEB. A 01/24/09 -  02/06/99 02/19/99
FEB. B 02/07/98 -  02120/99 03/05/99
MAR.A  02/21/99 - 03/06/99 03/19/99
MAR.B  03/07/8¢ - 03/20/98 04/02/99
APR. A 03/21/99 -  04/03/99 04/16/99
APR. B 04/04/98 -  04/17/99 04/30/99
MAY A 04/18/89 - 05/01/99 05/14/99
MAY B 05/02/99 - 05/15/99 05/28/99
MAY C 05/16/99 -  05/29/99 06/11/98
JUNEA  0530/99 - 06/12/99 06/25/99
JUNEB  0613/99 - 0626199 07/09/99
__ 99 FISCAL YEAR ENDS
JULYA  cormes - oTHome o238
JULYB  O7M1/99 -  07/24/99 08/06/99
AUG.A 0772508 - 08/07/99 08/20/09
AUG.B  08/08/89 -  08/21/99 09/03/99
SEPT.A  0822/99 - 09/04/99 09/17/99
SEPT.B  09/05/99 - 09/18/99 10/01/99
OCT.A  09/9/59 -  10/02/99 10/15/99
OCT. B 10/03/99 -  10/16/99 10/29/99
OCT.C  10/7/98 - 10/30/99 11112199
NOV.A  10/31/89 -  11/13/99 11/26/99
NOV.B  11/14/99 - 11727199 12/10/99
DEC. A 11728099 -  12111/99 12/23/99
DEC. B 1212199 - 12/25/08  01/07/2000

Direct deposit is available upon request.
Payroll check pick-up is at the Cashier’s Office in Mitchell Hall, Room 285.

17
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UWM Campus Resources

Included in the 8T8 Employee Handbook is 2 sampling of UWM campus resources available to all students
and staff at UWM. This is only 2 sampling and does not completely reflect all the resources available at
UWM. STS supports these programs and recommends employees utilize them.

From time to time, informational material on recommended campus resources will be made available in the
STS Human Resources ofﬁce Bolton Hall Room 210. These can be included in the STS Employee
Handbook.

STS Employee Handbook
18 February 8, 1999
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English as a Second Language Programs

MEMORANDUM October 27, 1998
To: Any UWM Student Whose Native Language is Not English ®
From: Jean Mileham, ESL Writing Coerdinator

Phone: (414) 229-6180 FAX: (414) 229-6258
Office: 678 Curtin Hall E-mail: jeanmile@uwm.edu
Credit ESL Home Page: hip://www.uwm.edu:80/Dept/ESL/credit/

Re: I}evelo_pméntai English as a Second Language Courses

« Are you a UWM student?

« Did you learn to use English AFTER you already knew how
to use your native or first. language?

« Do you wish your ability to use English were as strong as
your ability- to use your native language?
If you aﬁswé_r:e'd_IYES to ALL: t'h__é;se questions, you will want to learn
more about the developmental English as a Second Language courses
offered at UWM. So, read on.

What?  These courses help you improve your English reading, writing,
discussion and presentation skills. They will
* INCREASE your ability to understand and use vocabulary and
sentence structures found in university level academic English,
* DEVELOP your analytical reading and critical thinking skills,
* PRACTICE your discussion and oral presentation skills, and
. * STRENGTHEN your awareness of writing styles expected at -
*_this university and of their difference from writing styles that may be

‘miore familiar t6 you.

Why? With stronger English skills, you will find it easier to succeed in all the
courses you take at UWM. In addition, these courses allow you to
qualify for English 102." Furthermore, the courses prepare youto
compete successfully in 102 and satisfy the UWM undergraduate
English requirement. - | |

Who? These courses are available to any UWM student whose native language
is not English. If you have already taken the EPT (English Placement Test)
and placed into English 090 or 095, it would be wise for you to take the PIC
Test. A PIC Test score at Level 2 or above gualifies you to register in a for-
credit ESL course in place of the non-credit English 090 or 095.

How?  To take the PIC Test, you need to register IN ADVANCE with the
Testing Office in the basement of Mellencamp Hall, Room B-28 or
at 229-4689. (Upcoming PIC Test dates and times appear on the reverse of
this sheet.) On the day of the test, you must arrive at least 15 MINUTES
BEFORE the scheduled start of the test, and you will be required to present
TWO PICTURE IDs to be admitted for testing. Please refer to the back of
this sheet for information about using your PIC score to register
for the appropriate ESL course.

414 229-5757
Curtinn Hall « PO Box 413 « Milwaukee, WI 53201 FAX 414 229-6258




Developmental English as a Second Language Courses
and the PIC Test

Questions and Answers

When can I take the PIC Test?

Upcoming PIC Test dates/times for continuing UWM students are
listed below. Remember to comply with all Testing Office rules:

1) BEFORE the day of the test, MAKE A RESERVATION by calling Testing at 229-4689.
2) On the test day, ARRIVE in B-28 Mellencamp Hall AT LEAST 13 MINUTES EARLY.
3) On the test day, BRING WITH YOU TWO PICTURE IDs for admission 1o the test.

Day Month Date Start Time (Amrive 15 minutes before this time.)
Friday November 6th 1:30 p.m.
Monday November Sth 1:60 p.m.
Tuesday November 10th 10:30 am.
Friday November 13th 12:30 p.m.
Wednesday November 18th  2:30 p.m.
Thursday November 19th  2:00 p.m.
Friday November 20th 10:30 a.m.
Wednesday December Ind 2:30 p.m.
Wednesday December Yth 2:30 p.m.
‘Wednesday December 16th 2:30 p.m.
Monday January 4th 10:30 p.m.
Friday January 8th 12:30 pm.
Monday January 11th 11:00 am.
Tuesday January 12th 2:00 p.m.
Wednesday January 13th 2:30 p.m.
Thursday Tanuary 14th  10:30 am.
Saturday January 16th 10:00 am.
.Tuesday January ~1%h  10:30 am.
‘Wednesday - January 20t P00 pml
Thursday Tanuary 21st  2:00 pm.
Friday Januvary 22nd 10:30 am.
Wednesday January 27th 10:30 am.
Thursday January 28th 2:30 p.m.
Monday February Ist 5:00 p.m.
Tuesday February 2nd 11:00 a.m.
Wednesday February 3rd 2:30 p.m.
Wednesday March I0th  2:30 p.m.

How many courses should I plan to take, and which course should I
take first?

How many courses you take depends on *your current English skills, *your
language learning ability, and *the effort you put into improving. The PIC Test
score determines which course you should register for first. You can
estimate how many semesters of ESL coursework you may peed.

Generally, if your PIC Test score is
--at Level 4 you cam expect one semester of ESL preparation for Enghsh 102;

Ist semnester Register in 352-118 (any section).

--at Level 3 you can expect two semesters of ESL preparation for English 102:
st semester Register in 382-117 {section 002 or 003)
2nd semester Register in 352-118 (any secuon).

{continued on next page)



..at Level 2B voun can expect two semesters of ESL preparation for English 102:
1st semester Register in both 352-116-001 and 382-117-001
Znd semester Register in 352-118 (any section).

..at Level 2A you can expect three semesters ESL preparation for English 102:
181 semester Register in 352116 (section 002 or 003)
2nd semester Register in 352-117 (section 002 or 003)
3rd semester Register in 382-118 (any section).

.-at Level 1 you can expect three semesters ESL. preparation for English 102:
1st semester Register in both 352-096-001 and 352-115-061
2nd semester Register in both 352-116-001 and 382.117-001
3rd semester Register in 352-118 {any section).

What can you tell me about each of these courses?
: Below are brief course descriptions.

2

Conrse Descriptions for the Developmental
English as.a Second Language Sequence

352-096 Fundamentals of Reading and Writing in English as a Second
Language. - . _.
Sustained reading of narrative, descriptive, reflective, and analytical
materials and regular writing practice for acquisition of English sentence
structures and vocabulary. For non-native speakers of English. Hours
and Credits: 6 hours per week. Fee assessed for 6 non-credits.

352-115  Basic Writing in English as a Second Language.
Extended analytical reading and introduction to the conventions of
expository writing; reinforces the structural elements of the English
language. For non-native speakers of English. Hours and Credits: 3
S . hours.per week. 3 credits. ... . .. e
'352-116  Intreduction to College Writing in English as a Second =~ =~
Language. _ A 2 . : .
Analytical reading and extensive practice of the processes and basic
rhetorical concepts of undergradunate expository writing. Review of English
sentence structure, usage, and punctuation. Fornon-native speakers of '
English. Hours and Credits: '3 hours per week. 3 credits,

352-117 College Writing in English as a Second Language.
Emphasis on skills needed for longer essays. The writing process,
principles of organization, and development of rhetorical styles. For non-
native speakers of English. Hours and Credits: 3 hours per week. 3
credits.

352-118 Writing Argumentation in English as a Second Language.
Writing effective argumentative essays using academic reading, personal
experience, and library research. Includes extensive reading. For non-
native speakers of English. Hours and Credits: 3 hours per week. 3

credits.
Q: Who can give me more information and answer additional questions?
A: For more information, feel free to call Jean Mileham at (414) 229-

6180, visit her office in 678 Curtin Hall, send e-mail to
<jeanmile @uwm.edu>, or address your FAX to Jean Mileham,
ESL Writing Coordinator, at (414) 229-6258.
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Appendix A: Directory
I&MT Managers
Name Functional Area Location _ Extension Log-in
Norb Bybee: Help Desk Bolton 218 4270 bybee
Frank Campenni Video & Multi-Media Prod. CunB189 5148 campenni
Dan Chew Classroom Support Bolton 218 5480 chew
Gabriel Chido Printing Services Kenilworth2 4055  gabe
David Crass Network Services CunBI187 6383 davide
Lana Dyer Creative Services Bolton 574A. 4702 lana
Dean Holschbach Data Center EMS EBR74 6425 dean
Jeff Lange Network Services Cun B114 6938 lange
Margaret Kennedy CCL Manager Bolton210 6635  mnk
Alan Magayne-Roshak Photo Services Mitchell B70 4282 amr3

: Chns Marshall o _Leammg Technoiogles Bolton552 . 5476. . cm. .

' Sue McKay - Visual Demgn Bdﬁbﬁ 510 ) 2408 - smckay SR
Jon Polek Media Equipment Bolton 238 5527 jip
Joey Russell Printing Admin. Support Kenilworth2 5870 ir
Vickie Schuh Technical Solutions North 190 4043 vic -
Tomy Shulist Desktop Support Bolton 214 4001 tony
Tricia Smith Client Skills Development  Bolton 229E 5140 tricia
Tom Tomter TV Engineering Cun B175 5471 tomter
Marge Waala Applications Development  North 163 3707 mwaala
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STS Personnel
Name Functional Area Location Extension
Regina Bard Peer Training Bolton 229F 2423
Lou Ann Bohn Public Relations Bolton 229F 2423
Jakob Eisen Web Maintenance Bolton 5
Petra Esterle Shortcourse Bolton 229F 5395
Tara Hoagland Data Center EMS EB65 1122
Manjula Dammanna Ciassroém Support Bo’ltbn 23 8. :2_3; 82
Lorie Kieffer Human Resources Bolton 210~ - 4681
Dan Poulsen Desktop Bolton 241 6487
Aamir Qazi Help Desk Bolton 225 2842
Noah Rosenberg CCL. Supervisor Bolton 227 3782
Patricia Singer STS Manager Bolton 229F 2423
- Campus Computer Lab. Sugemsors Bolton 227 3782 -
" Petra Esterle "BoltonLab Ll e18T
Zach Karpinski EMS Lab 2239
Wade Janecek Library 1 Lab 2266
Matt Carroll Library 2 Lab .64.18
Regan Kwiatkowski Mitchell Lab 4957
Harp Dulai SBA Lab 2510
Jason Vandyke Sandburg LLC 5343
Nina Rosenberg Union Lab 6025

Log-in
regina
thohn
myonu
petra
tara7285
'd'aihinﬁnr_ia _
}k:ieﬂ:'er '
bpoﬁlsén
gazi
integral

patricia

E petra -

zachkarp
wadej
mme?
cheshire
harp

ndr
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Appendix C
I&MT Campus Computer User Policy and
Guidelines

Information and Media Technologies (1&MT) maintains the academic computing labs at UWM for the
purpose of supporting the educational, research, and service missions of the university. Users are invited to
use the resources for incidental personal use, while bearing in mind that we endeavor to maximize the
available resources for their primary purpose within financial constraints and legal commitments of our
governing bodies. S

The following statements are intended to contribute to an amicable and ethical working environment for
staff and users alike. People who exhibit poor judgment may have their access to resources suspended or
curtailed.

»  Use of the university campus computer network and resources is a privileze. Only UWM smdents,
faculty and staff members are authorized to use UWM: computers and campus computer labs.

= Each individual is responsible for keeping the confidentiality of his or her own password and may not
share accounts with others, within or outside of the campus community.

= Endmciuals are responsible for:
= . refraining from harassing other users w:th threatenmg e-mail,
bl attemptmg 10 steal passwords, and
= attempting to corrupt files.

*  Communications that violate Wisconsin, federal or international laws are imacceptable.

»  Individuals are prohibited from exhibiting any behavior that may interfere with the work of other users
or with their ability to make effective use of the network.

*  Campus Computer Lab Consultants, as employees of I&MT/STS and the campus, are delegated with
the responsibility and authority 1o maintain a constructive educational atmosphere in the labs.

*  When patrons are waiting in a campus computer lab, I&MT/STS will impose a one hour time limit on
the use of a workstation. A consultant may ask a patron to vacate the workstation for someone who is
waiting, or to move to another location. If the patron does not comply, the consultant will immediately
refer the case to a higher authority.

The following guidelines enable the UWM community to get the most out of limited resources.

* Do not keep unnecessary files, carelessly execute intensive programs, or generate excessive printer
output or electronic mail.

STS Employee Handbook
21 February 8, 1999
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Selected game playing is permitted as an instructional exercise. However, game playing is considered
wasteful if it is dominating resources needed by other users. The system is mned 1o restrict game
playing as workload increases.

The only saﬂware pz‘ograms allowed are those installed and regulated by 1&MT.

As a courtesy to other people using the network, do not transfer large amounts of data between
computing systems during daytime hours. Transfers of large files during the day severely degrade the
performance of the network

Do not mail {:ham ietters to other people If you receive one from off campus delete it, Ifitwas sent
to. you fmm someone at U‘WM fcrward the message o "help" far admmasu-atwe action. '

Do zmt post messages 1o 1arge numbﬁrs of 1 news g,roups Do not post chain ietters or money~makmg
schemes to any news. groups : . :

Do not run robot programs for use with chat programs or muds.

Do not write, talk or send e-mail to people you do not know or have a legitimate reason to contact.
Asking them if they want to chat is not a legitimate reason to contact someone you do not already
know.

Do net attempt to forge mail messages, news postings or otherwise represent yourself as someone else.

“The abo‘Je statements are_nct meant tc be exhaustwe I}nttl an 1ssue iS resolved quesuonable nse should be:
‘considered unacceptable.. L - . : S R

Remember: All university records, including electronic files and e-mail, may be subject to disclosure
under the Wisconsin Public Records Law. The network should not be considered a secure network and
should not be relied on for the transmmswn of conﬁdentxa} or sensztxve daf.a .

STS Employee Handbook
22 February &, 1999
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STS Student Employee A greement

I have read the STS Student Handbook and 1 agree to abide by the guidelines and policies set forth therein.

Additionally, I realize that I have a right to build a meaningful record of achievement for recommendations
to future employers and can expect merit raises and regular work performance evaluations over my time as
a student employee with STS.

I understand that failure to abide by these policies may, depending on the infraction, result in a poor
evaluation and/or immediate termination.

Name (Please Print) Signamre
Dae

Supervisor (Please Print) : Signature

Date

Return this form to STS Human Resources Coordinator, Bolton Hall Room #210.

STS Employee Handbook
23 February 8, 1999
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