Coastline Management Team 

Tuesday, January 7, 2014, 9:00 a.m. - 11:00 a.m. 
Fourth Floor Conference Room, College Center
Meeting Minutes DRAFT
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Guests:


	

	Dr. Lori Adrian convened the meeting at 9:00 a.m. and welcomed the Committee.  New Member, Elaine Hill, as Acting Director of Marketing and Public Relations, was introduced to the Committee.

Dr. Adrian mentioned that program updates should be sent to Laila prior to the CMT meetings.  She encouraged the Committee to start practicing this process as soon as possible.


	1.0
	BUSINESS SECTION


	1.1
	· Review and approval of November 5, 2013 meeting Minutes

· Review and approval of December 3, 2013 meeting Minutes

Action:  A motion was made and seconded to approve the November 5, and December 3, 2013 CMT Meeting Minutes with recommended amendments.  The Minutes were approved with amendments as follows:

Yes:  Twenty-One (21)

Abstention:  Three (3)


	1.2
	CMT goals and objectives for 2013-2014 (Dr. Lori Adrian)
The Committee discussed goals and objectives of CMT and made revisions as follows:

1. Promote open and effective communication and dialogue to share information.
2. Demonstrate strong support for faculty and staff.
3. Foster critical discussion regarding planning and budgeting to achieve college goals as well as disseminate to staff.
4. Avoid pitfalls and problems in order to operate efficiently and effectively.
5. Promote the Vision of the College

6. Focus on ensuring compliance and ensuring student success goals

7. Brainstorm sessions to improve metrics and milestones of the scorecard for institutional effectiveness (including but not limited to college scorecard, SSSP, SLOs, etc.)

8. Address student learning outcomes (administrative, instruction, service areas, president wings, etc.)

9. Address Accreditation issues and Institutionalize Accreditation Standards
10. Review Enrollment management plan/report on a regular basis

11. Exercise leadership, accountability and communication.

Action:  After discussion, the Team agreed to review the draft of revised goals and objectives prior to the next meeting.  Approval of these goals will be scheduled at the next meeting (2/4/14).


	1.3
	CMT Study Session Dates (Dr. Lori Adrian)
Dr. Adrian reminded that she previously discussed reviewing the completion agenda.  She suggested scheduling additional study sessions in order accomplish this.  One member recalled that the Team had discussed and agreed to extend the CMT meetings rather than schedule additional sessions for this purpose.

Dr. Adrian requested that the Team propose a couple of Friday dates for a management retreat.



	1.4
	Manager Update Forms (Dr. Lori Adrian) - to be provided Friday prior to meeting if one has specific information to share with the Team.
The Team agreed that the purpose of these forms is to share specific information as deemed necessary.  In that case, forms will be provided to Laila for upcoming meetings.
Chris Blackmore shared that the IT Refresh orders need to be wrapped up by next week.  He encouraged those who wish to order new equipment to submit requests ASAP.  Chris recommended that if anyone needs to see demo equipment, it is available in his office.  Those interested should arrange to meet with him by next Friday so that orders can be placed  Chris added that all computer equipment has been tagged to identify what equipment will be replaced.  Replacements will be processed in phases.

Vince Rodriguez provided an enrollment update and reported that as of this morning, Coastline is about 75 FTES over last year.  Coastline is on target to hit its goal and based on where we are at this time we have 2500 FTES.  The goal is 2650 FTES, so we are 150 short of that.  Ideally, Coastline needs to bring in another 300 FTES on the first day of class which equates to another 3,000 enrollments.  CCC’s annual growth target is 6,000.  During the summer we attained 800 and in the fall we attained 2600.  Vince stated that he is anxious to see what the other colleges projected targets are.  To attain our goal, Coastline has added classes and reviewed problems with applications.  The key is to focus on students who have appointments at this time.  A strategy should be determined with regard to the wait lists.  Possibly it could be reviewed during the 2nd week of classes.  Dr. Adrian suggested sending communication reminders to the wait listed students.
Action:  Enrollment Strategies for working on the wait list are as follows:

· Contacting continuing students using Ring Clear - Vince Rodriguez, Jorge Sanchez, Elaine Hill

· Marketing strategies (including notification on the website) – Dave Thompson and Elaine Hill

· Minding waitlist for second week session – Vince Rodriguez, Jorge Sanchez, Elaine Hill

· Working with sister colleges to capture waitlist students – Lori Adrian, Vince Rodriguez, John Colson
Action:  Vince Rodriguez will work with Jorge, Elaine and Dave to develop a report with regard to continuing students and how to communicate with them.
Chris Blackmore announced that the rollout of the Centralized IT Service Desk occurred yesterday.  He explained how the website is designed and how requests are now processed.  There has been a lot of utilization of the site.  Requests are prioritized based on level of importance as they come into the staff.  Chris announced that Roy Heffelman has been added to the IT staff.
Action:  Managers will submit computer refresh needs to Chris Blackmore by next Friday (January 17).  Managers with specific computer concerns to meet with Chris by next week.
Action:  Elaine will post a welcome in the bulletin for Roy Heffelman.
John Colson announced that Coastline will be involved with the SOAR program along with our sister colleges.  A generic script will be provided for proctors and proctors will not wear specific institution clothing nor will they promote any specific college.
John also announced that a behavioral assessment team is being assembled at CCC.  Training will begin this month.  He explained to the team how the process will work.  The software is primarily for student affairs who will receive a set of template letters.


	1.5
	Cultural Awareness & Diversity Training (Bob Nash) – January 16, 2014

Bob Nash announced that Sabrina Salazar Wesley presented the training sessions on December 6 for management and classified staff which were very well received.  She offered to come back again at no charge on January 16 and/or Friday, February 21 to provide another training session.  The team chose the February 21 date for training.  Bob will send out a new announcement with the revised date.
 

	1.6

	Innovations Conference Volunteers (Dr. Lori Adrian)
Dr. Adrian announced that Coastline is hosting an Innovations Conference March 2-5, 2014 at the Anaheim Convention Center from 8:00 a.m. to 7:30 p.m.  Wes Bryan and Lori are responsible for speaker support.  The need is for about 50 people.  Therefore, any volunteer who works for four (4) hours can attend the conference free of charge.  Monies are being raised to cover costs of employees who will be working after 5:00 p.m. and will be compensated with either pay or comp time.  More information will be provided on January 17.  Lori requested that managers make an announcement to their staff.

Action:  Lori Adrian will clarify volunteer hours and registration fees and will send out an E-mail to everyone.


	1.7
	Update on use of Education Advisory Board; customized research (Dr. Lori Adrian) 

Dr. Adrian discussed customized research.  She reminded that she previously requested staff to meet with Jorge to discuss research needs.  Jorge discussed the research request form which is specific to customized research.  He described needs of Distance Learning students and increasing student success.  Bob is working on a distance learning orientation and assessment for students in order to determine student readiness for online instruction.  Independent television instruction would be the next research area.  Another activity would be to better serve students in the student success centers for distance learning, tutoring, supplemental instruction strategies, and to increase student preparedness for online sections.  Also mentioned, was focusing on effective strategies for ESL.  Jorge will meet with John to review college services to meet with distance modality students.  Joycelyn Groot will work with Jorge to gather National data for Navy/Military research.  Lori Adrian reiterated that EAB has tremendous archives for utilization as a resource.
Action:  Those interested should contact Jorge to retrieve custom research from EAB.  Jorge will work with managers to fully utilize the EAB materials.


	1.8
	PT Faculty – New hiring procedures (Helen Rothgeb)
Helen reported that there is a change in procedure as to how part-time faculty is hired.  All paperwork for new PT faculty will be submitted directly to Helen’s office and all hiring will be completed locally at Coastline vs. District HR from now on.


	1.9
	New Notice of Vacancy Form (Helen Rothgeb)
Helen will also email this new District form for all replacement and/or new positions to all managers. All paperwork needs to be completed (including the funding source) and subsequently signed by the Vice President and the President prior to being sent to Chancellor’s Cabinet.
Action:  Helen Rothgeb will e-mail the new PT Faculty Hiring Procedure Form and the new Notice of Vacancy Form to everyone.


	1.10
	FRISK Training Reminder (Helen Rothgeb) 

Helen announced the FRISK (Facts, Rules, Impacts, Suggestions and Knowledge) Training.  These documents are specifically designed for unsatisfactory employee performance.  The training is scheduled for January 16 from 1:00-5:00 p.m.  Please RSVP to Cindy Barron at the District at cbarron7@mail.cccd.edu.  Dr. Adrian stressed the importance of this training and the process and encouraged everyone to attend.


	1.11
	New EEO Hiring Committee Procedure (Helen Rothgeb)

Helen announced the new EEO Hiring Committee process.  Whoever chairs the committee, will be the official EEO officer of that committee.  Training, a set of guidelines and scripts will be provided for all EEO officers of hiring committees.  This change is due to the demand for committees and the number of people available to serve on those committees.  One member recommended looking at the Irvine Valley College model for EEO training.



	2.0
	FOLLOW UP ACTION ITEMS FROM 12/3/13 MEETING

	2.1A
	Action:  Helen Rothgeb will generate a list of those who have not completed their Performance Evaluation Report (FRISK).
Follow Up:  Christine reported that this list has been disseminated to the wing leaders.  All will be completed by the second week in January.  Dr. Adrian stressed the importance of the performance evaluation reports which is a compliance issue.  She advised that all evaluations be submitted to Helen’s office.  Coastline will create its own tracking/update log.  Completed.

	2.1B
	Action:  Helen Rothgeb will generate a template to list staff names and names of their supervisors for John Colson for the computer rollout.
Follow-Up:  Completed.

	2.1C
	Action:  Chris Blackmore will research whether employees can obtain a discount if they wish to purchase computer equipment for personal use.
Follow-Up:  Chris reported that employee purchases cannot be included with District purchases.  However, educational discounts for employees are available through HP and Apple.  Anyone interested should contact Chris Blackmore.  Completed.

	2.1D
	Action:  Goals and Objectives of CMT will be discussed with Dr. Adrian to be brought back for adoption at the next CMT meeting. (1.2)

Follow-Up:  Discussed previously.  Will be brought back for approval at the next CMT meeting on February 4.

	3.0
	CONSTITUENCY REPORTS

	3.1
	Academic Senate Report (Pedro Gutierrez) – No Report

	3.2
	ASG Report (Lois Wilkerson) – No Report


	3.3
	Classified Senate Report (Ann French)
Recruiting for upcoming hiring committees.



	4.0
	PROGRAM UPDATES


	4.1
	OLIT Demo – Fire Fighter Training (Tabled until next meeting)
Laurie provided an overview.  OLIT was contracted by Long Beach Fire Department to develop an online training course – Marine Firefighting for Land Based Fire Fighters. The course has been developed, delivered, and is in initial deployment this month.
Dr. Adrian mentioned that Coastline was invited to do a 30-minute presentation to the Mayor’s Breakfast on January 16.  She felt it would be advantageous to feature distance education, contract education and Coast Learning Systems.  


	5.0
	FUTURE AGENDA ITEMS

To be submitted to the President’s Office via Manager Update Forms (to be provided Friday prior to meeting)
Holiday Breakfast Debrief

	6.0
	CDMA CLOSED SESSION – (No report)


	
	ANNOUNCEMENTS

Helen Rothgeb announced an Angels Game Event for Friday, May 2, 2014.
Lori Adrian discussed setting a new date for the management retreat during spring break. 


The meeting was adjourned at 11:00 a.m.
Next Meeting Date:  February 4, 9:00 a.m. - 11:00 a.m. 
                                 Fourth Floor Conference Room, College Center
Meeting Summary recorded by Laila Mertz and transcribed by Kathy Surgenor.
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