MINUTES

PARADISEC Sydney Staff Meeting

Room 238, Transient Building F12, University of Sydney

19 July 2011, 2.30pm

Present: Linda Barwick, Nick Fowler-Gilmore, Georgina Burke

1) LB welcomed NFG and GB to their first Sydney PDSC meeting. 

2) Apologies from Amanda Harris who will be returning to work 26th July. 

3) Director Report ( Linda Barwick)

a) LB explained LIEF project to NFG and GB. It includes upgrade of quadriga (NFG and LB overseeing); technical support by AW; positions of Audio Preservation Officer (NFG) and Project Liaison Officer (GB/AH); redevelopment of catalogue software. 

b) LB explained that NFG and GB are to lead catalogue software redevelopment to completion (due end of 2011). 

c) LB explained how files are archived onto azouley from ANU, Sydney and Melbourne. NFG as yet not receiving emails from these archives. 

ACTION: NFG to contact AW to redirect audio@paradisec.org.au to him

d) PM & D (Performance Management and Development). LB discussed this process in relation to NFG and GB. In 2 weeks time they will have meeting individually with LB to discuss P&D plan which should be based on personal objectives in context of duty statement. LB directed them to PM&D staff website for guidance. 

ACTION: LB to send GB a duty statement/position description for PLO position. 

ACTION: LB to meet individually with NFG and GB in 2 weeks time. 

4) Admin Report (Georgina Burke, PLO)

a) John Harris Collection needs to be completed. LB has suggested asking someone in Canberra (JH’s daughter perhaps) to photograph labels on boxes at JH’s home and see if info matches archived files. 

b) ACTION: GB to complete spreadsheet to try to identify contents at home.

c) GB purchased stationery through Officeworks. In future must access certain stationery through SLAM first. 

d) ACTION: GB to consult with Julie Fraser (SLAM admin) and AH on correct procedure. 

e) Web site: redesign of front page to reflect PDSC’s  other services as advised by NT. GB asked whether training program should be updated on web site. 

f) ACTION: GB to upload new front page and  contact NT re wording of training programs. 
g) Staff contracts: GB mentioned that casual staff need to complete timesheets regularly or they will be deleted from HR system despite still being under contract. 

h) ACTION: GB to maintain list of current casual staff and record name of HR person/title who is responsible for managing their online registration. 

i) GB reinforced importance of researchers completing equipment loan agreement form prior to removing equipment from room. 

ACTION: GB to cc researchers/staff on process of borrowing equipment, attach forms to door with notice stating equipment must not removed without completing. 

ACTION: NFG to update inventory of equipment and enclose inventory sheet in each container. 

5) Audio Report (Nick Fowler-Gilmore) see attached report
a) Audio work stations : NFG to redesign work space. 
ACTION: NFG to rethink positioning of Audio Cube computers to provide better access and safety in use. Any new furniture can be accessed through SLAM. 

b) Tape technology/ repair: NFG and LB decided NFG will rehouse any damaged cassette tapes in new packaging. 
ACTION: NFG to research cost of  new cases. GB to enquire with JF(SLAM) as to whether they can provide this. 
c) Need for USB or cable mice for better OH&S purposes. 
ACTION: GB to ask Julie Fraser if we can acquire ergonomic mice through SLAM and internal code required. 

d) Repair/maintenance needed on Studer A810 (overheating) and Tascams (need azimuth/head resetting for optimal playback). 

ACTION: NFG will obtain more than one quote with invoice on completion on job.

e) Leave: NFG taking 4 days annual leave in September. 

f) NFG’s workroom Rm 240 is too cold to work. GB reported problem to CIS and workman refused to investigate due to OH&S issues. 

ACTION: GB to report to Elizabeth Connor result of investigation and urgent need for completion of job. Thermostat should sit around 18-19(. 

g) NFG would like to attend SMPTE conference this week. 

ACTION: NFG to itemise costs and benefits of attending and forward to LB for consideration. NFG to obtain cost and enquire with EC whether they can pay. 

6) Report on Collections

a) Brad McDonnell requested depositing his collection for first time. The metadata spreadsheet should only contain fields that can be imported and researcher should then access catalogue to add any other information. Still waiting on complete spreadsheet. 

ACTION: GB/AH to redesign metadata spreadsheet to reflect this with field definitions to ensure correct info is entered. 

b) Ros Dunlop’s collection: renamed files have been delivered . 

ACTION: GB to import. 
c) See notes on John Harris collection above

7. Future Meetings Schedule:

Next Meeting for Sydney PDSC will be 26th July so that AH and GB can attend together. Future meeting schedule is as follows:
Tuesday 9th August

Wednesday 31st August

Tuesday 20th September


Wednesday 12th October

Tuesday 15th October

Wednesday 7th December 
ACTIONS TO COMPLETE

Nick Fowler-Gilmore

2 c)
ACTION: NFG to contact AW to redirect audio@paradisec.org.au to him
ACTION: NFG to update inventory of equipment and enclose inventory sheet in each 
5b)
ACTION: NFG to rethink positioning of Audio Cube computes to provide better access and safety in use. Any new furniture can be accessed through SLAM. 

5d
ACTION: NFG to research cost of new cases. GB to enquire with JF(SLAM) as
to whether they can provide this. 
5h)
ACTION: NFG will obtain more than one quote with invoice on completion on job.
5m)
ACTION: NFG to itemise benefits of attending and forward to LB for consideration. NFG to obtain cost and enquire with EC whether they can pay. 

Linda Barwick

3d)
ACTION: LB to send GB a duty statement/position description for PLO position. 

ACTION: LB to meet individually with NFG and GB in 2 weeks time. 
Georgie Burke

4b)
ACTION: GB to complete spreadsheet to try to identify contents at home.

4 d)
ACTION: GB to consult with Julie Fraser (SLAM admin) and AH on correct procedure. 
4f)
ACTION: GB to upload new front page and contact NT re wording of training programs. 

4i)
ACTION: GB to cc researchers/staff on process of borrowing equipment, attach forms to door with notice stating equipment must not removed without completing. 

5f) 
ACTION: GB to ask Julie Fraser if we can acquire ergonomic mice through SLAM and internal code required. 

5k)
ACTION: GB to report to Elizabeth Connor result of investigation and urgent need for completion of job. Thermostat should sit around 18-19(. 

6a)
ACTION: GB/AH to redesign metadata spreadsheet to reflect this with field definitions to ensure correct info is entered. 

4. Audio report (NFG)
1. Audio Workstations: 
- Speaker level control ie: small mixer for adjusting listening level (x2 possible for two functional audio workstations)
                                        

- Tape machine’s must be accessible to computer being worked on for phase scope adjustment, level checking etc. 
                                          
- USB or cable Mouse’s for Audio Cube Computers, with scrolling function. (Simple steps to lowering mouse clicking, overuse relating to sore wrists, forearms etc. (OH&S
                                          
- Audio Cube computers: All bunched in together, very cramped and hard to access. Finding a more accessible, cool, safe place for them to run and be used, maintained. 
                                          
2. Tape Tech: - issues regarding deterioration of tape collections ie: when re-housing cassette tape for playback, should we consider (maybe optional) returning it in a new functional case (this would mean sourcing, purchasing of empty tape cases), or simply put it back into original (unplayable, damaged) case for return to depositors. We may also be able to do repairs on old cases. But this would be more time consuming.

3. Machine repair/Maintenance: I’ve contacted Rob Hansen regarding tape machines being serviced, apparently the studer A810 is overheating (this machine should not be used until repairs made) Also the Tascams are in need of azimuth/Head re setting for optimal playback. One also has a pinch roller that does not work, which may result in chewing tape. Must fix

4.Leave, how do I go about taking leave if I haven’t already accrued much, any? Have a wedding coming up in Sept and also some other one off day’s I may need time off for. 

5. Last but not least, some housekeeping regarding temperatures. My office becomes very cool by the end of the day, as much as I will try to combat this with my own techniques of taking breaks, walking, wearing woolly warm clothing. But any suggestions as to how this may be able to be adjusted, countered would be appreciated. 

6. There is the 2 yearly SYMPTE Conference going on down at the national convention centre on Sydney harbour this week. Is anyone from Paradisec going? Maybe worth looking at the schedule and seeing if there is anything related to what we do. Its always worth being up to date on the latest happenings, technology’s in our industry.  
Also is Paradisec a member of IASA? Which is a invaluable resource for audio archives, archivists. 

