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Legal Disclaimer 

http://www.gc.maricopa.edu/legal 

Comments or Questions  

Please submit to: 

leeann.cone@gcmail.maricopa.

edu 

Administrative Services & Planning 

On Tuesday, April 22nd, GCC held a dumpster 
dive sponsored by the Green Efforts Committee 
and the student Environmental Club. A sampling 
of the trash was collected and sorted by students 
and faculty volunteers. Data was collected and 
tabulated.  Diving on Earth Day brought atten-
tion to the fact that approximately 35-40% of 

the trash could be recycled instead of ending up 
in the landfill.   
 
GCC is in the process of starting a recycling pro-
gram. The M&O department purchased 100 card-
board bins that were distributed at the event. 50 
for paper and 50 for cans and bottles. Employees 
and members of the club and committee have 
adopted the bins during the summer months 
until a program is in place with the City of Glen-

dale. The campus     
currently has   
paper recycling,  
but wants to  
expand that to 
include bottles and 
cans, which made 

up about 22% of 
the trash according to the dumpster dive results. 
 
We need everyone to help participate in this ef-
fort. If you see a cardboard bin that is full, please 
take the paper contents to the nearest paper bin. 
Take the bottles and cans to M&O. We hope to 
have the City of Glendale’s bin in place by Fall. 
 
Remember to: Reduce, Reuse and Recycle! 

Earth Day Really Cleans Up 
 

  RESTROOM REFURBISHMENTS: 
  The men and womenôs restroom refurbishment project is off to a slow 
  start.  The plan was originally set to kick off during the Winter Break 
  but we hit a couple speed bumps.  First, the lead time in getting the 
  restroom stall partitions was longer than the contractor originally      
  anticipated.  Second, we decided to outsource the tile repair piece of 
  the project in order to take advantage of the contractorôs resources to  
  better match some of the 30-plus year old tile that was installed in 
  some of the older restrooms. 

 
Now that we have sorted through some of the logistical problems, we plan to have a 
more robust refurbishment schedule.  The restrooms in HT-1 and CL were the first ones 
to receive the full treatment of new partitions, countertops, sensor operated flushometers, 
new mirrors, paint, lighting upgrades, tile repairs, purse hooks and book bag shelves, 
and floor tile restoration.  Those restrooms are nearly complete and we will be ready to 
turn them back over to the facility users soon; hopefully before you have a chance to 
read this article. 
 
Along with HT-1 and CL, five other facilities were selected for refurbishment.  These in-
clude HT-1, HT-2, CL, HTA, LS, NU, LA and the Gym. 
 
Just for some clarification, the floor tile restoration is really a process to clean the tile and 
grout, then apply a glazing finish over it.  This will protect the tile from walk-on dirt and 
grime and will help keep it looking brighter and cleaner than usual. The floors in EC and 
HU have already been treated and more restrooms will soon follow.  The majority of floor 
restorations will be scheduled only in those facilities that are still relatively new but ex-
perience a high volume of traffic. i.e., LMC, PS, O-5, etc. 
 
Future restroom outages will be coordinated better, but may require multiple periods of 
downtime to perform non-critical phases of the work.  We will be posting a new schedule 
soon along with those facilities that are nearby that can be used in the interim.  Please 
share that information with our students and visitors. 

http://www.gc.maricopa.edu/legal
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Safety this Summer 
Building Safety 
 

Now that the Spring semester has completed, there are fewer students and employees on campus.  

With the more relaxed atmosphere, you may be tempted to let your guard down with regards to 

your safety. 

 

Here are some tips to keep in mind: 

 

Do not leave your purse or backpack unattended in the office, classroom, or restroom area. 

 

Keep all valuables locked in a desk drawer or closet. 

 

Do not leave your office unlocked and do not prop doors open. Lock your office door 

even if you will only be gone for a short period of time. 

 

When working late at night or when the campus is closed, notify College Safety of your 

presence.  Have College Safety personnel escort you to and from your vehicle. 

 

Be aware that attackers can hide in restroom stalls. Be cautious when using restrooms that 

may be in isolated areas. 

 

Make yourself aware of the nearest telephone in a building should you need to contact 

College Safety. 

 

End of the Fiscal Year Employee Resources Reminders:  
 

Upon Governing Board approval of the temp pay rates for the 08-09 school year, you will be 

able to create contracts and RPS’s for employees who you will be “rolling over” to continue 
working the next fiscal year.  For the end of the year roll over don’t forget: 

 

1. You will need to create new RPS’s for temporary, student, and other hourly employees 

 who will be working in the new fiscal year (begins July 1, 2008). 

2. Managers will need to re-designate all employees for whom a new RPS is created to your 

 Time and Labor assistants in order for them to assist you with time approvals. 

3. If you are going to be out of the office during a time and labor approval date, please 

 designate someone to approve time in your absence. 

4. If you are going to be out of the office for an extended period of time, please designate 

 an alternate to approve any RPS and on-line assignments that may be submitted 
 during your absence. 

5. If you supervise a PSA, M&O, Crafts, or College Safety employee and you are not     

 working in the summer, be sure to submit the annual performance evaluation prior 
 to your leaving for the summer. 

6. All contracts for faculty pay have been submitted and should be being paid.  If you have 

 a faculty member who is waiting for their pay, then please have them call our office 
 to find out where the problem lies. 

7. Avoid prior year payroll commitments by submitting all late time cards, absence         

 adjustments, and on-line assignments for current year work ASAP.  Prior year                 
 commitments require supervisor justification as well as College President approval. 
8. If employees are separating from their positions and are not returning in the Fall, be 

 sure to complete the employee separation process outlined on the Employee            

 Resources website. 
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Time and Labor Notes and News 
 Annual Performance Evaluation Cycles:  

 
M&O:  March 1 to June 30   College Safety:  March 1 to May 31 

                       Crafts:  March 1 to May 31                        PSA:  April 1 to July 31 
 

Evaluations are needed for all employees in these groups. The only exceptions are for those who are on probation 

and have a specific probation evaluation date, employees serving in temporary reassignments, or employees who 
are on extended FMLA leaves or professional staff educational leaves or internships. 

 
Towards the end of the rating period, reports are prepared for the VPs with outstanding evaluations needed.  Please 

do your evaluations early so these reports can be accurate.  Submit completed evaluation forms to Terri Cuen in 
Employee Resources.  Employee Resources will obtain the President/VP signatures, make copies, and route 

completed forms to the District Office. 

 
Our goal:  100% on - time return rates for all evaluations!  

1.  Do not make reference to FMLA or medical conditions in 

your evaluation narrative.  Evaluations that do so are    

returned by the District Office for re-writes. 

 

Donôt Say:  ñEmployee X did a good job of providing office 

coverage during this FMLA leave for appendicitis recently.    

In addition, he is on FMLA for his motherôs health condition 

which requires him to drive her to appoints.  He makes sure 

good customer service is provided during his frequent absences 

from work for this reason.ò 

 

Do Say:  ñEmployee X does an outstanding job of notifying his 

supervisor and co-workers of work that needs to be done in his 

absence from work.  He plans absences in advance and makes 

arrangements to cover his work.  He insures the quality of    

customer service provided to our students during his absence 

does not suffer.ò 

 

 

2.  Focus on behaviors and results when writing your  

 narratives and justifying numerical ratings. 
 

Donôt Say:  "Employee Y sets low standards and then         

consistently fails to achieve them!" 

 

Do Say:   "Employee Y failed to achieve the job standard   

related to time management. He has missed 50% of his       

prescribed deadlines. For example, time cards have been late 

for six pay periods in a row resulting in employees not being 

paid. 

 

3.  Provide examples of behavior/performance to support your 

 ratings. 

 

Donôt Say: "Has a way of confronting problems that is                                                                                                                      

demeaning.." 

 

Do Say: "On two  

occasions has verbally 

chastised customers in 

front of others." For 

example, she told a 

student he didn't have 

a brain in his head and wasn't college material. On another  

occasion, she yelled at a colleague in front of a student saying 

"Can't you do anything right." Both occasions resulted in     

customer complaints. 

 

Donôt Say: "Requires constant supervision and reminders of 

deadlines.." 

 

Do Say: "Employee Z must be reminded of regular, routine 

duties and deadlines. For example, turning in time cards,   

processing change of master schedules, and updating address 

lists should be automatically done without supervisor          

reminders or direction. 
 
  

4.  Keep your personal frustrations with an employeeôs  

 performance from showing. 

 

Donôt Say: "He canôt seem to find his policy manual, let alone 

read it!" 

 

Do Say: "Employee X needs to review employee policy manu-

als on a more regular basis so that correct information is used 

to calculate overtime hours. On several occasions an employee 

was not paid correctly due to not following employee policy." 

Performance Evaluations Hints and Tips:  



(Maricopa Trip Reduction Offers a $25.00 Bus Subsidy to 
all Board Approved Employees who commute at least 4 
days a week, and ride the bus at least one of those days.   
That brings the cost of a unlimited monthly(31 day) bus 
pass to only $20.00.  
 

Learn more at :  

www.maricopa.edu/trp   

or call Dolly Marden 
X53525  

TRIP REDUCTION INFO! 

  

M & O Winter Projects  
DIRECTIONAL  
SIGNAGE 
 
The quotes for eight  
wayfinding kiosks were 
submitted to our District 
Purchasing Department.  
Based on a study con-
ducted by a consultant,  
the kiosks will be placed 
in those locations where  
students and visitors typically make their way into the 
campus from the nearby parking lot.   
 
The kiosks will feature a map that illustrates where the 
user is on campus, will be lit for night viewing, be 
equipped with a clock, and have up to five panels to 
indicate where other buildings and landmarks are in 
proximity to that particular kiosk.  We hope to have the 
kiosks installed prior to the start of Fall Semester.  The 
same style kiosk will be used at GCCN for their stu-
dents and visitors.  These will really come in handy as 
the new campus prepares to open up.   
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Glendale Community College 

6000 West Olive Avenue ~ Glendale, AZ 85302-3006 

Tel:  623.845.4590 ~ Fax:  623.845.3777 

TREE REPLACEMENT 
PLANS 
 
The plan to replace the trees 
along both main malls that 
were lost to the cold spell a 
couple years ago is being    
implemented.  With the       
assistance of the Phi Theta 
Kappa, ten trees have al-
ready been planted on the 
south  entry mall to replace the twenty or so that were lost.  
The Fan-Tex Ash tree is hardier and should do better than 
the Ficus in case we have another cold spell in the future.  
The Fan-Tex is classified as a moderate to fast grower, so 
it should have a nice shade canopy well before it grows to 
its mature height of 35 ï 40 feet. 
 
We will be planting the main mallôs trees soon after 
graduation.  If you have some spare time and would like to 
pitch in to help keep GCC the envy of the District please 
contact Al Gonzales and heôll keep you posted on the re-
planting dates and times. 

EXPLORE ALTERNATE MODES OF  
TRANSPORTATION 
 

Riding  the Bus. 

Carpooling. 

Riding a Bike. 

Starting or Participating in a vanpool 

Or a combination of all of the above. 
 

Learn More at :    Valleymetro.org  

EVER CALCULATED THE COST OF YOUR  
COMMUTE ?  Now you can!  
 
Just go to: 
Valleymetro.org/rideshare/commuting_Cost_Calculator 

KEEP THE DATE OPEN!!  
 

GCC North will be hosting a Grand Opening on  

August 14th from 6:30pm-8:30pm.  

 

Come join us for tours of all four new buildings.  

Watch for announcements regarding the Open House in 

late August. 

                     AUGUST 14th, 2008 

http://www.maricopa.edu/trp



