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Chair: Tammie Neumiller

Objective
The objective of the personnel committee is to oversee the workings of the OM and
the ABA office to ensure that efficient timely service is given to all matters of ABA,
the Membership, the Board, and newcomers looking for support.

Summary
Continually working with the new OM to streamline processes and ensure the
smooth running of everything in the office and digitally.

Overview of Last Month
We have continued to work with the new OM. Things are running smoothly. She has not
taken over most of the updates on the website as well as her other tasks and has done so
within the time allotted with no problems.

We will be setting up a review this month of her performance. We have seen no issues with
the work provided.

Discussion Needed

None at this time



Overview

I feel it is important to have transparency and disclosure of information so that the
running of the office is understood as we move forward. The office must remain
professional while empathetic in helping the membership and new people interested
in the support of ABA.

Previous OM’s Closing of Duties and Final Pay
After the committee and new OM took on the role of training and sorting out the
transition of duties, there was not a full 10 hours to provide the previous OM with
enough tasks to cover the allotted time. They provided some additional pieces of
information, documents, and answered some questions. As a committee we
concluded that 7 hours would be paid out to the previous OM for the tasks rendered.

Transition of OM Office and Responsibilities
Some items have come to light during the transition of the office items and moving
the responsibilities over to the new OM.

1. Storage Unit
Issue
The storage unit had previously been secured under the last OM’s personal
name and payment. This caused issues with allowing the new OM to access
the ABA items.

We were finally able to access the unit and pull everything out. The storage
unit stated that we had no time past October 27th, 2022, so once we finally
received transfer of ownership from the previous OM, access was granted.

Solution
Moving forward, we will see if we require a storage unit for the items in
question. There was far less in the unit than we thought there would be. The
new OM has taken stock of what is there and we are in the process of
digitising important physical documents so that if we do not have access to
the physical documents, we have digital copies in a backup system.



If we choose to secure another storage unit again, it will be under the name of
ABA so that any office staff/managers etc., will have access if necessary so
that there is access to the items of the organisation.

2. OM Hours
Issue
We discovered that the hours claimed by the previous OM were not accurate
and in many cases inflated. Very few accurate time tracking documents were
provided, and consistent tracking was not accepted by the previous OM. It
was also brought to our attention that volunteer hours from other members
contributions were claimed as OM hours as their own contract time which
fraudulently inflated the hours.

Solution
Moving forward, we are working to have a program installed onto the ABA
laptop to automatically track usage on the system while someone is logged in
and completing work on the ABA computer.  We are also tracking closely the
hours and tasks performed off of the laptop such as filing, travel (to the
storage unit, Staples out of the city, etc.), and taking shipping items to the post
office to have a more accurate view of time spent during the week by the new
OM.

3. Laptop
Issue
Once we received the laptops and tested out the systems, we found that there
was no need to purchase a new computer system for ABA. The previous
computer only used ¼ of the disc space, and still runs fairly quickly.

Solution
We will be implementing a process to test and track issues and requests for
hardware and expenses over $100 by the OM to ensure that all expenditures
are necessary and warranted before moving forward.

Additional items that the OM and Personnel Committee Chair have discussed and
setup moving forward.



Long Distance

We have found that with the ABA Microsoft subscription that gives us Word, Excel etc., it
also provides ABA with 60 minutes of Skype international calling time per month.

We have loaded up the OM’s phone with Skype and she can make international calls for no
additional expense to her or ABA.

Off-Site Backups

We discussed off-site backups. Included with the Microsoft annual subscription is OneDrive.
We have set up the laptop to back up to OneDrive continuously so that there are always
copies of all items from the laptop in the cloud just in case anything happens. We will always
have a backup available if needed.

Time Tracking

As mentioned above, we are working to iron out a system. We have been testing out
programs to track computer work time. We have found one that supplies the OM with daily
and weekly reports, that once set up, she will forward to me to keep track of what she's
working on and for how long.  It will be up to her to add in the time manually for things like
filing, shipping etc. that may not be on the computer - but it will be monitored as closely as
possible.

Whatever we can do digitally will help with the most accurate time tracking.

Digital Payments

We have information from some of our suppliers on how to pay them electronically as well so
we can reduce the mailing of cheques. We are working on an accurate recording system to
keep track of all payments, dates, and times for most accurate records.

We will see what else can be done to streamline the operations as we move forward through
the rest of November.

Warranty / Service on the ABA Laptop

We will need to discuss if we should purchase a warranty or service plan as nothing was
done in that line when the new laptop was originally purchased.  Staples has a service plan
and extended warranty plan. We are investigating both of these options and will report back
at the next board meeting what we have found.


