University of Washington, Tacoma

INSTITUTE OF TECHNOLOGY

COMPUTING AND SOFTWARE SYSTEMS

Staff Meeting Minutes

Friday, August 8, 2003 

Present: Larry; Kristofer; John; Jessica; Cormac; Maile; Andrew; Stephen; Carmelita

1. New Business

Records Retention – Stephen informed the staff of the impending criminal investigation on a current student and it’s implications to our records retention policy.  Although retention policy is clearly posted on the UW website, the policy does not include issues on email, keycard access logs, log-in/off records or video cameras.  Stephen will be meeting with UW Seattle Records Management dept to discuss retention schedules for email, etc.  Stephen suggested a Retention Coordinator for our dept and Jessica decided to take on this role.  Jessica will organize and maintain, implement retention schedules and acts as liaison with University Records Management Services.
Security – Campus security reported an incident happened on the morning of Wednesday, August 6th.  The door (from 1st to 2nd floor) was propped open early that morning when normally this is locked.  Access to 2nd and 3rd floors during non-operational hours could endanger personnel or lead to loss of equipment.  To avoid similar occurrences, the door will now be unlocked at 8am to 5pm and remain locked during other hours.  A door with a glass window will be installed to view the visitor and to avoid collisions.  A campus phone is installed on the 1st floor for visitors needing access to rest of the building during non-operational hours.  NOTE: Access to 2nd floor is typically available to permanent employees but this decision will be made on a case-by-case basis.

The meeting adjourned at 11:30am

