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Topic Presenter
Welcome & Introductions Autumn Mreczko

Istart/End Time
8:00 - 8:10am

Office of the Dean Autumn Mreczko

8:10 - 8:20am

Business Operations/Finance Jackie DeAquino, Danielle Rose

8:20 - 8:30am

Facilities John Gabrielsen

8:30 - 8:35am

COMIT Raphael Lima

8:35 - 8:50am

Faculty Affairs Sarah Herrero

8:50 - 9:00am

Development David Green

9:00 - 9:10am

Communications Anne Fennimore, Autumn Mreczko

9:10 - 9:20am

Library Services Tiffany Follin

9:20 - 9:30am

Dean Boiselle Welcome Phillip Boiselle

9:30 - 9:35am

BREAK Attendees

9:35 - 9:560am

Student Affairs Joanna Duran

9:50 - 10:00am

Diversity/Outreach Barbara Locastro-Garofalo

10:00 - 10:10am

Departments (BMS, IMS, Surgery) Sara Greene, Stephanie Gabrielsen, Catie Gouchenour, Hillary Cohen

10:10 - 10:25am

Graduate Programs Bridget Statler

10:25 - 10:35am

Office of Medical Admissions Monica Lopez

10:35 - 10:45am

BREAK Attendees

10:45 - 11:00am

SRR I S s U NRES (ISl Dave Tomanio, Natalie Manoogian

11:00 - 11:15am

Medical Education Mavis Brown

11:15 -11:25am

Graduate Medical Education VVenus Davis Wallace

11:25 - 11:30am

Financial Aid Ellen Gomes

11:30 - 11:35am

Simulation Center Mark Goldstein

11:35 -11:45am

Questions/Closing Autumn Mreczko, Elaine Van der Put

11:45-12:00pm
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Parking and Building Information
College of Medicine Buildings 104, 71 and 55

Parking Lots
For Permitted Parking
Lot 5 (north of stadium,
overflow)
Lot 4 (west lot is red)
Lot 2 (red lot)
Lot 4 (east lot is blue)

Tips
Do NOT park in any
Reserved Parking spots.
You must have a Parking
permit to park in lots 2, 4,
or5.
Visitors with appointments
should have received
parking instructions in
advance from College staff.
Visitors without
appointments may park in
metered spots in front of
AD-10 (see below).
Call FAU Parking for more
information 561-297-2771.

Buildings

ME-104 - Office Building
One. College Admissions,
Clinical Research, Faculty
offices, Diversity office
BC-71- % Main College
building. College
administration, medical
education, and residency
offices
EE 96 - College of
Engineering and Computer
Science
SE-43 - College of Science
PS-55 - Physical Science
(College of Medicine Units
of Finance and IT)
AD-10 - FAU Administration
Metered Parking in front
R of AD-10

[T ' Wn A J | S| U 84 - College of Nursing
Pre-professional Office in College of Science ~ Building SE Office (308D) Phone 561-297-3307

‘r ‘ 3 E : o e Office Building (ME-104) - Next Door to College of Medicine
" First Floor
Dr. James Galvin's Office
Clinical Translation Research Unit {CTRU)
Comprehensive Brain Health Center (CBHC)

Office Building (ME-104) - Next Door to College of Medicine
Second Floor
College of Medicine Admissions
== College Office for Diversity and Inclusion
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Online Resources

PEOPLE DIRECTORY SITEINDEX TEXT ONLY
Fﬁ | FLORIDA ATLANTIC UNIVERSITY Search )
b - CHARLES E. SCHMIDT COLLEGE OF MEDICINE

HOME  ADMISSIONS  EDUCATION  STUDENTS  RESEARCH  FACULTY & STAFF  NEWS &EVENTS  GIVING

Match Day 2018

Read More —>

N . [ . B
APPLY NOW WATCH OUR 2018 MATCH DAY CEREMONY! FOR PATIENTS
S : Click here to learn about our
VIEW JOB OPENINGS STRATEGIC pMN2018-2022 Comprehensive Center for Brain Health.
HE N ) ©-<-/1.0- PIPELINE

PROGRAMS

j P FAU tOlesvery Wl” Be Developed by Are you interested in learning more about
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Online Resources

COM Intranet

FAU Charles E. Schmidt College of Medicine

HOME SUPPORT UNITS EDUCATION RESEARCH CLINICAL METRICS BULLETIN BOARD

WELCOME TO THE COM INTRANET

Use this portal to find help and information on College Unit/Departments policies and practices, and other
essential internal resources offered to faculty and staff.
SUBMIT A TICKET:

NEW! View the full Charles E. Schmidt College of Medicine Strategic Plan!

COM Communications
COM Facilities

COM IT Office

COM Reservations
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Office of the Dean

Autumn Mreczko, MHA
Special Projects Coordinator
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Our Mission

A Represent the Dean and the College by providing exemplary role
modeling and standards when interacting with our faculty, staff,
students, University administration as well as members of the
community.

A Our office takes great pride in serving our stakeholders by
responding to inquiries as expeditiously as possible.

AWe are a team of dedicated professionals committed to setting the
standard for integrity and customer service in our College and
serving as a reference and guide to all administrative matters.
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Who We Are

E&U

Elaine Van der Put, PhD i Senior Associate Dean for Administration and
Assistant Professor of Biomedical Science

Elaine is the new Senior Associate Dean for Administration. In her role she will help lead the college's
forthcoming strategic planning initiative and its implementation. She oversees development,
communications, facilities, operations, and the Dean's office staff, while contributing to other key
areas including finance, IT, recruitment/retention and special projects.

Debbie Roski i Director of Faculty and Staff Affairs

Debbie manages the appointment and reappointment process for compensated faculty and staff and
she serves as the I|iaison to the Provostods Of
staff hiring matters. She works closely with the Assistant Dean for Faculty Affairs and department
chairs in the coordination of promotion and tenure processes, faculty assignments, faculty
evaluations, and sustained performance evaluations. She works closely with the Senior Associate
Dean for Administration on staff affairs projects. She also works with leadership to develop and
maintain faculty and staff affairs policies.
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Who We Are

E&U

Gina Seits T Assistant to the Dean & Administrative Coordinator

Gina is responsible for the coordination of complex and varied administrative support for Dean
Boiselle. She manages his complex calendar, coordinating with university administration, college
leadership, and community leaders, and provides logistical support. Gina also coordinates and
facilitates effective and timely communication between the Dean and important constituents. Her
ul ti mate goal is to ensure that Dean Boi sel
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Autumn Mreczko, MHA i Special Projects Coordinator

Autumn provides project manager suppo
pl anning process and new empl oyee or.
meetings and service projects.

Autumn is also part of the Marking and Communications team, managing new web requests and
content updates, editing college communications, and working to make the college visible in the
community.
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Who We Are

Sarah Herrero i Coordinator, Faculty and Staff Affairs

Sarah is responsible for reviewing and processing faculty appointments, modifications to faculty appointments
and faculty appointment renewals. She also assists the Director of Faculty and Staff Affairs with responding to
| faculty and staff affairs projects and information requests.

Sarah is the point of contact for Workday reporting requests from internal and external sources, i.e., the
LCME and AAMC and she maintains the Deands Office

Diane Buss i Administrative Specialist, Faculty and Staff Affairs

Diane provides backup administrative assistance to the Office of the Dean: she prepares draft agendas
and minutes for the Deands meetings, answers th
backup for the Deands assistant to help manage
HR partners when needed. She reviews and processes the staff recruitment and hiring requests,
appointment renewals for the Office of the Dean.

Diane also serves as the liaison to faculty supervisors, chairs, external and internal legal counsel,
International Student and Scholar Services and HR with regard to immigration matters.

Jennifer Govender T Assistant to the Senior Associate Dean for Administration and Administrative
Specialist

Jenny Govender provides administrative support and manages calendars for the Senior Associate Dean for
Administration and the CFO. She works closely with legal counsel to process college agreements and
contracts.

Jenny also serves as HR Partner for Finance and COM IT and provides assistance to staff HR partners in
other units, as needed.
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College Administrative Policies

The Charles E. Schmidt College of Medicine Administrative Policies
serves as a reference and guide to administrative matters for ALL
employees of the College.

The provisions of these policies are subject to applicable Federal
and Florida laws, and University Regulations.

All University policies apply to college employees unless specifically
addressed in these College Administrative Policies.

We encourage all employees to review the administrative policies
and handbook at:

http://med.fau.edu/faculty/policies.php
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http://med.fau.edu/faculty/policies.php

College Administrative Policies

The College Employee Toolkit provides a brief summary of some of the important policies found in
the College Administrative Policies. Faculty and staff should be aware of the following:

A Staff Performance Appraisals and Faculty Performance Evaluations
A Injury on the Job

A Leave Programs
A Family Medical Leave Act: qualify after 1 year of employment

A http://www.fau.edu/hr/filessEFEMLA_ AND EXTENDED MEDICAL LEAVE.pdf
A Report of Outside Employment for FAU Employees
A Media Relations
A Children in the Workplace
A Dress Code for Faculty and Staff

You can find the Employee Toolkit on our website
under Faculty and Staff AOrientation Materials.
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