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President’s Staff

October 29, 2001

D R A F T

MINUTES

Present:  Tom Curtis, Michele Foley, Jack Hanson, Carol Henderson, Keith LaBelle, Jim Perez, Kae Peterson, Joe Renouard, Lupe Reyes, Judy Yu

Guest:  Pam Rose

Not in Attendance:  Paulette Fleming, Jim James, Holly Moore

Introductions

Phyllis Harris, Margielize Villaceran, Kim Streitz and David Holmes were present to be recognized by President’s Staff members for their work to produce the quarterly class schedule, which Judy announced would be ready earlier this year than in the past. 

STANDING ITEMS:  

1.
Housekeeping

Changes and corrections to the Minutes must be forwarded to Michele by the end of the day today.

2.
Enrollment Marketing

Tom reported that, as of Friday, October 26, Fall Quarter headcount totaled 8292 and FTEs at 4776, or 93.6% of target.  We are still adding a few students; last Friday an additional 17.  Fifty-eight international students have been accepted for Winter Quarter (of 72 applications made).  

Tom circulated an information booklet from Santa Monica College, which contains a student planning guide, programs and services, appropriate college policies, etc.  Checklists, planning schedules, instructions on how to read the class schedule and use touchtone registration are also included in this comprehensive publication.  Carol added that Shoreline’s upcoming student survey will likely reveal what information students need.  When those results are compiled, a booklet similar to Santa Monica’s could resolve their questions.  Kae added that the same information should be posted on-line.  

3.
Self Study

The Steering Committee met Thursday, October 24.  Information on Classified staff will be filed on a CD by the end of November.  Carol said the committee is planning to access all data available from comparable institutions and on a statewide level.  Once the Institutional Effectiveness Committee is established (IEC), members will be working on the assessment piece of the Self-Study.  The Steering Committee has suggested hiring a consultant for Standard 7.  

TO DO:  Keith will work with Carol to review the 1992 Self-Study and clarify what the new Standard 7 needs.  

TO DO:  Funding in the accreditation budget allows for a consultant.  Carol will confirm hiring a consultant for Standard 7 with the Northwest Commission on Colleges.

TO DO:  Holly and Jim James will attend the next Facilities Use Committee (November 9) to apprise the committee of Self-Study requirements.

Carol also announced that Kae Hutchison has been hired as consultant for the Open Sessions component of the Self-Study.  She asked that President’s Staff members be visible at these open sessions.  Kae Hutchison will provide information on this Self-Study activity to Net News.

TO DO:  Will we need to generate a plan to survey alumni?  This is likely to be part of the site visit.  Even if we’re not conducting a survey, we should have a plan in place by next fall.  Jim James may be able to provide broad-based data.  Phone surveys are the most effective method to gather alumni information. 

4.  Position Recruitment

Pam –Interviews for the mail carrier position were held on Friday.  An offer of employment will be made, possibly today.  Pam is hoping for a start date in mid-November.

Keith –He reported that a number of community college business officers manage understaffed offices and are hiring accountants.  Currently, Jone Garcia is Shoreline’s only trained accountant and he spends most of his time on data input.

Jack –The screening committee for the Vice President of Workforce and Economic Development position is meeting this afternoon to review applications and start the process. 

Jim Perez—The screening committee for the Vice President for Administrative Services has identified five candidates to interview from November 6 through 8.

5.
Grants and Contracts

Joe

We are still awaiting official notice of the Cosmetology apprenticeship grant but should have final word by next week.  As the state closes out School-to-Work funds, Shoreline completed a proposal for $70,000 from this source to add to the Biotech Program.  Joe thinks chances are good to receive these funds.  Shoreline will likely take over the MTAG grant from Pierce College, which would be used for a match with our NSF grant.  Joe will report further when these funds are actually received.  

Carol

Could the NSFgrant provide a match for the CNC Instructional Lab Tech position?  This position could be lagged if it would increase the likelihood of funding.

Keith

Keith has asked the SBCTC to clarify reporting requirements for the HECB High Tech grant.

TO DO:  Holly, Keith, Joe, Carol and Tom will meet regarding implications of the High Tech grant funds.

Jack

TO DO:  Jack proposed a change to Shoreline’s culture to encourage more active participation in entrepreneurial activities from other departments and staff in addition to the work done by WED.  To incorporate this change, planning must start now and include a training component.  Lupe added that broadening entrepreneurial activities should be linked to the Strategic Planning process, which would encourage larger campus involvement and ownership. 

TO DO:  Enlarging Entrepreneurial Activities will be a future New Business item.

6.
Space/Library Renovation

Pam Rose reported that funding is available from Seattle City Light and the state to do energy retrofits.  SCC has participated in these opportunities over the past several years; the latest retrofit is to the 800 (music) Building.  

Library—The completion schedule is still on track for the end of May.  The roof is 80% finished.  The contractor has planned another major cable connect either this week or early next week.

Elevator—The elevator project is on schedule.  A canopy will be added rather than remodel the roof of FOSS at the top of the elevator shaft.  Once the elevator project is completed, Kae is proposing holding a “fun raiser” to launch this new addition to the campus.  

Roofing Project—The punch list inspections are due to be completed this week. 

Surplus Sale—Pam has had an offer of surplus furniture from ________ principally for the refurbished library, at no charge to the college.  

TO DO:  Pam will inspect the surplus furniture offered and report back as to whether or not it will be suitable for use at the college.  

7.
Commission and Council Reports

To keep within the timelines established for this item, Joe confirmed that future commission and council reports will be brief, followed by a written report to President’s Staff if necessary.  

OLD BUSINESS:

a.
Intake Services Task Force Recommendations

Carol and Jim distributed the seven-page update to the Intake Services Task Force Recommendation summary which lists the status of each item under the major categories.  They then focused on the items considered “High Priority/Not at This Time.”  In several cases, these items would also take a considerable fiscal commitment.

Briefly, “High Priority/Not at This Time” considerations:

Expanded intake Services, Items 8 and 10 – These items are at cross purposes.  

Marketing/Community Networking/Campus Visibility, Item 4 – No one knows how much is being spent on printing.  Systemic changes need to be developed, but creating a main printing budget may not be the answer.  

TO DO:  Jim Perez offered to bring a proposal from Enrollment Services to tackle tracking campus printing.  

Parking, Item 1 — Pam will ask for Carwin’s written parking stripe recommendations.

Further Study, Item 4 – Currently Phyllis Harris is the only staff member who has training to understand and monitor course coding campus wide.  Miscoding costs Shoreline money and could mislead students and public.  Although a data coding process will be included when the HP3000 is rehosted, the managers must have a good understanding of coding when this process is implemented.  Upgrading our coding process cannot be done without additional funding.  

b.
Report:  Focus Areas/Action Plan (from Retreat)

Carol and Jim asked President’s Staff, member by member, to identify activities which would foster positive interaction among faculty, staff, students and administrators (Focus Area #3).  

· Assign TSS staff to be liaison between each division and department to increase interaction; have more customer-service training activities

· Increased fun sessions within TSS

· Increase timely responses; being open & honest in communication; not appearing condescending in interactions with diff groups of people; trying to show that you care about people as individuals

· Call people back promptly

· Empathize

· Say “no” kindly—explain why and be helpful

· Philosophically, fun should be a natural part of our job.  

· Say “no” with a smile

· Foster solving problems with other departments

· Stop blaming others

· Explain budget matters more clearly and more currently; offer solutions rather than problems

· Smile every day at our desks

· Say hello to everyone you meet 

· Recognize a job well done on the spot

· Foster a “can do” attitude

· Staff recognition is really important 

· People profiles

· Social get-together; large open house

· College forums “almost free lunch”  

· “Fun” Committee activities

· Be visible

· Photo file on line

· Circulating awards received

· Attendance at events as members of President’s Staff

· Thank you notes
TO DO:  Holly received an assignment from the Board of Trustees for each vice president compose three to four lines on how they are addressing all identified focus areas and adding “enrollment” as a new focus area.  

TO DO:  Carol and Jim will send, via email, the Focus Area #3 list compiled today to President’s Staff to 1) prioritize the points listed; 2) identify a point person and timeline for each item.

New Business:

a.
Information:  Budget Development Status Report

Keith reported that expenditures by major programs and classifications are a priority and will be dealt with first.

Shoreline will already experience a $174,000 cut to our allocation.  

Keith anticipates that funding for equipment will be the same as last year, with the exception that it may be the source for cuts.  

In addition to the state shortfall, internally, Shoreline is underfunded for faculty salaries.  Faculty are currently in the process of choosing how to use funding available to them.  

In addition, charges for utilities will likely increase by a minimum of 10%.

Shoreline must also determine how to fund the negative cash balances that have been brought forward.

Note:  On November 5, President’s Staff will meet from 2:00 – 4:30 p.m.  The first hour will cover regular business.  The second 1.5 hours will cover the budget status and forecast.

Announcements:

Jack

Of 17 staff members not “signed up” with an email address, 10 now can access email and now have recycled computers.  

Tom

He will become President’s Staff Chair at the November 5 meeting.  He briefly reviewed the agenda and all agreed to remove standing items “grants and contracts,” “space/library renovation,” and “commission and council reports” to streamline the next meeting.

Jim Perez

November 5 is the last chance for everyone to experience the winning season of Shoreline’s women’s volleyball team in a home game against Olympic College.  Tomorrow, October 30, is the Multicultural Diversity Education Center’s Open House from 11:30 a.m. to 1:30 p.m.

Judy

PIO’s next project is the in-house telephone directory.  The recently published and distributed Athletic Annual was a student project this year and will promote Shoreline’s image.

Keith

Shoreline School District has billed SCC for use of the TV studio, but it appears to be for more space than the college is actually using.  Tom has usage and class information for Keith.

Michele

President’s Staff agreed that a November Operations meeting should be held. Agenda items will include:  Evening Administrator Guidelines and Timeline, Review of Suspended Operations Procedures, Update on the Upcoming Student Survey, Review of the Change to Board Meeting Dates, Information on Sexual Harassment, and Status of the Budget.  The meeting will be held on Friday, November 9, from 8:30 to 9:30 a.m.

Submitted by:

Michele Foley
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