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Student Services Planning Meeting

Draft Minutes of November 9, 2010

Attendees:
Jeff Baker, Karen Kit, Kimberly Tomlinson, Julie Thornburg, John Alves, Donna Best, Scheanelle Green, Andi Schreibman, Barbara Morrissey and Cynthia Ross. 
The Tuesday, November, November 9 Student Services Planning Meeting was convened at 3:02 p.m. by Vice President Jeff Baker.  He thanked everyone for coming today and asked the group to take a second to breathe because we have all been moving at 100 mph clip. 

I. Program Review Update

Vice President Baker reminded everyone that Program Reviews were due last week and that there are a still a few outstanding.  He continued by explaining the process at this point is for Dean/Administrator certification.  Next step would be Dean/Administrator having groups reviewing other areas.  During this time Administrators will be reviewing a program review certification tool that was created for Academic Services by Elaina Cole and Terry Henson.  Once the Administrators have reviewed the documents and evaluations they will be giving feedback to the areas and during December have areas finalize the first two sections of the program review process.  It has been determined that the common tool is not part of the beginning process.  Once we have completed the above and Administrator’s certify then Student Services (SS) will work on the common tool.  

To recap, the Dean/Administrators will continue to review the program review reports and activity plans that were submitted.  Vice President Baker will be meeting with Kimberly Tomlinson and Sylvia Rodriguez on finalizing the Student Services certification tool.  The Administrators are to be done reviewing the first two parts by the end of November.  However, be aware that due to the certification tool and if the report findings are not complete, we might be taking a full work day to finalize the certification then trying to put into our already hectic schedules.  Vice President Baker concluded by thanking everyone for all their hard work.

II. SS Planning Reports

Vice President Baker revisited that the purpose of this meeting is to really talk about challenges on a regular basis, share, hopefully, come up with action steps.  Currently, Student Services has some groups that are working on established challenge pieces and during this time they will report.

Andi Schreibman provided an update on the status of Financial Aid (FA) Fraud.  There has been a lot of faculty cooperation and Ms. Schreibman was very thankful as it has really helped us a lot in keeping the overpayments down.  Lot of instantaneous drops – phenomenal.  Ms. Schreibman believes it opened seats for other students.  The office of the inspector general will be by next week for FA suspect files.  This has created a lot of work, however, Financial Aid is moving on.  

Vice President Baker alerted the group that during this time there was a notable hitch in enrollment and believes that Ms. Schreibman’s action plan has helped and thus is successful.

Donna Best updated the group on the Degree Works software.  She has been meeting with IT once a month to address identified A&R issues, of which one is Degree Works.  Ms. Best does not know why it has been stalled or what happened, but we need to get it back on track.  Even if we don’t have the support of Chabot, this program could be run by parts of it alone.  Ms. Best has done research on fall grads.  Believe it would be very easy to run a degree works evaluation on these students as there are no other articulations and a huge percent just have LPC and Chabot coursework (58%).  

Vice President Baker noted that this is one of the Counselor’s concerns with assisting students with SEPs.

Ms. Best continued with addressing how to use technology to decrease mailings to students.  One idea that Evaluators are implementing with Kit is putting the graduation packet on line instead of mailing the packet.  A post card can be prepared addressing this.  Another idea is to start implementing evaluation notification through their zone mail accounts and working on the zone.  Looking into Banner training for staff.  As LPC users are at different levels and have been taught by different people.  There are a lot of things that we are not utilizing on the Banner.  There will be two workshops:  tips and tricks and a nuts and bolts training programs.  Lastly, there will be Zone training.  
Andi Schreibman noted that there are a lot of things on the A&R side of Banner that staff can utilizes or view.  She agreed that we have not had any formal training and that there is so much available that we have no clue how to do that.  

Vice President Baker stated that Student Services needs to have some organization and an outline on what these two types of training could include and then develop a customized training module.

Ms. Schreibman agrees and indicated that at one time there was talk about doing a tutorial training.  She also wants to follow up on The Zone, as she believes it is really important that we utilize this communication piece.  Without the Elumnas software to utilize, we cannot go forward.  All agreed that The Zone was thrown at us without training.  Unfortunately, IT is not on the same page as us and needs to be.
Kit shared that she and the admin assistants will be working on outreach flyers to get students to “Be Green…Use the Screen.” 
John Alves shared that Kimberly Tomlinson has been spearheading an employment collaborative group and working on how these areas could combine resources to assist students, the college-at-large and members of the public.  The group is planning to meeting regularly and has already met twice.  One goal is to figure out how to come to a consensus on how we can all work together.  Groups involved:  CalWorks, One Stop, Career Employment, WAIII, and Leslie Gravino.
Kimberly Tomlinson believes a lot of programs are currently one-person offices.  She feels that it would be great to combine efforts to set up a support network rather than being segmented.  Ms. Tomlinson also noted that it would be advantageous to know who is doing what.

Vice President Baker asked this group to please frame specific goals.  Mr. Alves noted that this is on the agenda and the group will try to figure out how specific areas could work on specific programs as well as utilize combined resources.  
Kimberly Tomlinson indicated that we are all managing behavior.  In the Spring, a group of staff members will be meeting to address challenging student behavior.  Vice President Baker was glad to hear this as “we are seeing more and more situations” and feels that we need to better educate ourselves.
Vice President Baker shared a concern from Dr. Susan Hiraki about space for an EOPS Counselor and DSPS testing accommodations, which was previously stated by Dr. Jim Gioia.  Vice President Baker noted that time has been leveraged in the testing center to allow for DSPS testing accommodations.  He also encouraged staff to bring these concerns to his attention.  
III.  Challenges Breakout Sessions

Vice President Baker asked staff to break into groups taking 20-30 minutes to continue speaking about challenges.
A. Cynthia Ross shared that Student Life does not have enough people power at times.  Student Life provides tours to interested parties and has 9 high school students coming next week.  Another challenge is communication with the other programs – feel isolated.  Personally will keep working on and please send more information.

B. Kimberly Tomlinson, Donna Best and Julie Thornburg:  

· Counseling does not have the stability to provide Student Education Plans (SEPs) in a timely fashion.  
· The Tutorial Center has changed their program to group patterns that is and has evolved into attitudes and hurt feelings.  
· SEP for Vets.  Have been working on this one and believe have a solution.

· For A&R there is a lot on the table already.  Recently noticed that office supplies are a big issue.  Had a mad hunt for mailing labels today.  Solution:  Have a master list of supplies that Kit will update and provide to all Student Services staff.  Julie Thornburg addressed that each area has particular must haves for their area (e.g., toner, envelopes, paper).  We have been fortunate that people are gracious giving things up.  Just because we have pooled the stuff, have felt very comfortable about the basic necessities.  However, when it comes time when there is absolutely no stock, no email responses, staff will need to submit memo to request for equipment to the Vice President.  

· CalWORK’s problem is staffing and recently hired a person to fill the Counselor Assistant position.  Another problem is the budget – CalWORKs has not been awarded funding.  Another challenge for Dean Tomlinson is supporting two different programs.

· Julie Thornburg’s personal program is to work smarter not harder.  Lastly, how to keep ourselves motivated.
C. Jeff Baker, Andi Schreibman and Kit:

a. Continuous is how to serve more students with limited resources.  
b. How do we get our forms on-line and are usable.  
c. How to keep morale up during challenging times.  
d. The reality is the resources are fewer, next year more challenging, how?  With the moves, secondary effects, how do we concentrate with open air busyness?  
e. Because we have technology here – who do we call and how do we ask?  Andi Schreibman brought up that IT moved from Chabot and how did that work for us?  Ms. Schreibman feels it is “business as usual” and that they are not here.  She knows that they are more than willing to come and help to utilize the systems more.  Chabot used them more and because of this their areas are far superior in their technology knowledge and understanding than we are.  “It is up to us to take advantage and remember they are here.”
D. John Alves, Sheanelle Green and Barbara Morrissey:  
· We are doing more with less.

· How to manage stress during these difficult times.  In Career Employment, Scheanelle Green is constantly putting out fires and has no staff assistant to get things done.  If she had assistance, might free her up.  
· In the Counseling area there is an ongoing issue that there is not enough staff; yet more people coming in – and more emotional wellness situations.  What else can one do in that moment to help yourself and these folks during those times?  
· Spoke about feeling supported by the college and supervisors and how we will do our job better as well as go above and beyond, if we feel supportive.  Want supervisors and administrators to know that we are doing the best that we can for the students and our jobs.  

At this time, Vice President Baker asked if there is anything the group would like to look at?  Barbara Morrissey questioned that when the budgets are so bad, is there any way to get supplies?  Vice President Baker replied that arrangements were made in August for Student Services areas to provide his office with must-haves.  Categorical areas would cover their own costs.  However, budgetary pieces for toner, paper and envelopes—are bare boned.  One of the challenges is how to keep track of expenditures.  Vice President Baker stated that he will be putting additional funds into one account.  If staff seeks supplies, would like them to check with his office to see if it is in inventory.  If an item is not on the list, a memo will need to be prepared for Vice President Baker’s decision.
Andi Schreibman noted that she had a discussion with Steve Gunderson about personal printers versus one general printer for a given area.  To her this made sense – 5 cartridges versus 1.  Suggest considering a shared printer.  It is doable.  No personal printers.

Kit indicated that the cost of copies at Ricoh is cheaper than printing from the copier in your given area.  Vice President Baker encouraged staff to send large printers (over 20) to Ricoh.  He also noted that if staff has additional materials that they have collected, Kit will be the repository.  Kit will be updating the master list and share where the repository is located.
Andi Schreibman shared that one of the challenges discussed but not noted by Vice President Baker was Ms. Schreibman’s concern about working where there is constant noise in an office.  Vice President Baker’s solution is if you are in an office with no walls or thin walls, the 1300-A work area room is available.  Student Services will work with Steve Gunderson on getting a computer established in this room as well.  Arrangements to reserve this room are through either Kit or Sheri Moore.
Scheanelle Green noted that she spoke with Kimberly Tomlinson a few times about student assistants and how it works.  The Career Center has a lot of people coming in.  When Ms. Green has appointments, this constant stream takes her away from the one-on-one service.  While Ms. Green understands about the budget and the need to replace, she asked how do I manage the traffic that comes through the door while working with people one-on-one.  There were suggestions shared and the outcome was that we should consider doing business differently.  

Vice President Baker indicated that he is working with Student Government on how to better serve students through technology.  Students will be doing an audit of two Student Services websites and preparing a list of questions, comments and concerns.  By utilizing the students, it will help us develop usable technology that better meets their needs.  Student Services needs to start utilizing things differently.  Jeff Sperry is available to help work on How To modules.  Our students are very demanding – yet we need to think of new ways to do business.

At this time, Vice President Baker shifted the discussion to talk about morale.  He has noticed the energy levels and is concerned.  He heard that staff feels better when they are supported better.  One area he is planning to work on is communication.  He also feels that the whole purpose of the Division meeting is the information sharing.  Everyone is invited to attend.

There was discussion on ways to relieve stress and create togetherness:
· Perhaps a party with a white elephant exchange and potluck.  
· Have an environment or space to express stressors where honesty and respect is established.  Take some of these challenges and move into solutions.  Having the opportunity to say what is on your mind is important.
· Getting together at a meeting, have goodies, do community service event by bringing canned or dried food drive (could give to AGS).  

· Share one of the challenges in the SS Monthly Announcements.

Andi Schreibman wanted to express congratulations on the High School Senior Parent Night, whereby there were many echoes.  Vice President Baker agreed that it was a great event as well as the Transfer Fair and Major Fair.  Student Services did exceptional work through such a tuff challenging budgetary time.  “When you are done, remember everything that is going on.  The real is pretty good.  We do excel – hold onto that.  We’re still cooking and smelling great.”
Vice President Baker shared that Student Life may be interested in doing a Welcome Day (past known as Expo).  Counseling is in the process of scheduling our first Mega Day on Saturday, May 14.  Cynthia Ross has some ideas about introducing new students to the campus and feels that Welcome Day will be around same time as the past Expo event.

Vice President Baker concluded the meeting with “We have some things to move forward with and thank you all for your hard work.”  Meeting was adjourned at 4:30 p.m.
Respectfully written,

Karen Kit

