	MEETING DUTIES FOR PROGRAM COORDINATORS

	MEETING ARRANGEMENTS:

	1.
	Schedule a date for the meeting.

	2.
	Plan for the comfort of participants, as most will be attending the meeting at the end of a long day or the end of a long week of teaching:

	
	a.
	Refreshments/snacks will help keep attention levels up.

	
	b.
	Comfortable seating and ventilation should be arranged with avoidable interruptions (telephones, etc.) eliminated.

	3.
	Regular Meetings:

	
	a.
	If a program meets three times a year, one meeting can be held at a campus other than Flint.  If a program meets four times a year, two meetings can be held at a campus other than Flint.

	
	b.
	Arrangements must be processed through Jody Wagner for meeting held on the Flint campus.  She will give you a room assignment.  Contact her by email at jody.wagner@baker.edu

	
	c.
	She will give you a room assignment.

	
	d.
	To arrange for any food for the meeting held on the Flint campus, contact Bits & Bytes at 810-766-4058.  A 10 day notice is required.

	4.
	Video Meetings:

	
	a.
	Video rooms are now available on each campus, as well as, Cass City.

	
	b.
	All requests to schedule video rooms can be sent to video@baker.edu or by phoning (810) 766-4390.  Reservations can be made up to four quarters in advance.  Please indicate what campuses will be participating in your request.  

	
	c.
	Training is provided by Instructional Technology Staff and is arranged by emailing video@baker.edu.  If you encounter difficulties during a meeting, contact the helpdesk at (810) 766-4060.

	
	d.
	If your meeting includes a lunch, notify all other participating video campuses to make lunch arrangements.

	
	e.
	Dates fill up quickly so advanced planning is recommended.

	5.
	Teleconferences:

	
	a.
	Set these meetings up through Computer Information Systems Help Desk as follows:


Phone: 810-766-4060
Email:  helpdesk@baker.edu

	
	b.
	Be sure to get the telephone number of all attendees.

	
	c.
	A teleconference works best with speaker telephones.

	6.
	E-mail Discussions:

	
	a.
	This technique can allow you to save valuable meeting time by getting the dialogue for program issues going prior to the meeting.

	
	b.
	It is also very effective for “FYI” (for your information) items.

	AGENDA:

	1.
	Prepare the agenda as follows:

	
	Item No. 1:
	Introductions:  Members of the meeting will need to introduce themselves to the group.

	
	Item No. 2:
	Minutes:  Review and approve the minutes from the last meeting.

	
	Item No. 3:
	Assessment Issues:  (Refer to the document, “Required Agenda Items for System Program Meetings,” attached to this document.)

	
	Item No. 4:
	Curriculum Issues:  (Refer to the document, “Required Agenda Items for System Program Meetings,” attached to this document.)

	
	Item No. 5:
	Other Items:  Add any other items that must be addressed at the meeting.

	2.
	Set agenda item time limits, if it will help limit each discussion topic and keep the meeting on agenda.

	3.
	Send the agenda out to all participants ahead of time so that they can come to the meeting prepared for all discussions.

	MEETING NOTICES: 

	1.
	Notify the following of each meeting and send an agenda to them:

	
	
	Barbara Honhart
	System Academic VP
	barbara.honhart@baker.edu
	810-766-4303

	
	
	Debra Billings
	System Director of Assessment
	debra.billings@baker.edu
	810-766-4278

	
	
	Kim Lutz
	System Director of Curriculum 
	kim.lutz@baker.edu
	810-766-4271

	
	
	Richard Meltzer
	System Director of Institutional Research
	richard.meltzer@baker.edu
	810-766-4309

	
	
	Jim Kullman
	Director of Corporate Services
	jim.kullman@baker.edu
	810-766-4245

	
	
	Julia Teahen
	President of Baker College Online
	julia.teahen@baker.edu
	810-766-4023

	
	
	Bart Daig
	VP for Operations, Center for Graduate Studies
	bart.daig@baker.edu
	810-766-4391

	
	
	Chris Davis
	Director of Effective Teaching and Learning
	chris.davis@baker.edu
	810-766-4183

	2.
	Also send a meeting notice and agenda to:

	
	
	· All faculty members in your program from each campus.

· The System Department Coordinator for your department.

· The Dean/Department Chair from each campus for your program.

	3.
	The following Chief Academic Officers (CAO) from each campus must also be notified and sent an agenda:

	
	
	Allen Park
	Sue Cathcart, CAO
	susan.cathcart@baker.edu
	313-425-3721

	
	
	Auburn Hills
	Pete Karsten, VP
	pete.karsten@baker.edu
	248-340-0600

	
	
	Cadillac
	Jon Wennstrom, CAO
	jonathon.wennstrom@baker.edu
	231-876-3114

	
	
	Cass City/West Branch
	Mary Cunningham, Director
	mary.cunningham@baker.edu
	989-872-1129

	
	
	Flint
	Margaret Hale-Smith, CAO
	margaret.hale-smith@baker.edu
	810-766-4109

	
	
	Jackson
	Gedy Helmer, CAO
	gedy.helmer@baker.edu
	517-789-6123

	
	
	Clinton Township
	Patty Kaufman, Academic VP
	patty.kaufman@baker.edu
	586-790-9684

	
	
	Muskegon
	Mary Ann Herbst, Academic VP
	maryann.herbst@baker.edu
	231-777-5244

	
	
	Owosso
	Carol Dowsett, CAO
	cdowse01@baker.edu
	989-729-3405

	
	
	Port Huron
	Connie Harrison, CAO
	connie.harrison@baker.edu
	810-989-7000

	4.
	TIP:  You may want to prepare an e-mail distribution list for your program to help you with all your mailings.  If you are unsure of how to do this please contact the helpdesk at helpdesk@baker.edu.


	CHAIRING THE MEETING:

	1.
	Chair/facilitate all scheduled meetings for your program.

	2.
	You may want to have other members present issues that they have added  to the agenda or that are in their areas of expertise.

	3.
	If necessary, schedule a timekeeper to keep your meetings on schedule as planned.

	
	

	
	

	MINUTES:

	1.
	Arrange with someone OTHER THAN YOURSELF to take minutes.  Most departments rotate this responsibility among campuses.

	2.
	Minutes must be taken very accurately and WITH SUFFICIENT DETAIL, as information is transferred from minutes to the Master Curriculum Chart.  For all curriculum assignments, the following must be listed in the minutes:

	
	
	· 
	Course name and number

	
	
	· 
	Developer and his/her campus

	
	
	· 
	Reason for the curriculum change

	
	
	· 
	Due date

	
	
	· 
	Quarter to be implemented

	3.
	The System Program Coordinator will send minutes to everyone noted in the “Meeting Notices” section of this document.

	4.
	Keep a copy of all minutes for your department in your files.

	5.
	The System Directors of Curriculum and Assessment keep a System Master File of all minutes.  Be sure you route one copy of all minutes to the System Office.

	6.
	There are sample minutes available for your reference on the Baker Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Program Coordinators/Deans -> Sample Minutes.

	
	

	
	

	LEVELS OF CURRICULUM APPROVAL: 

	1.
	Be sure that you understand the levels of curriculum approval (e.g.: what must be approved at the System Curriculum and the Presidents’ Council/System Executive Committee).

	2.
	Refer to the "Curriculum Approval Process" document on the Baker College Web Site; it is available as follows:  Faculty/Staff Resources -> Administration Web Site -> Curriculum Development -> Curriculum Approval Process.

	
	

	
	

	SYSTEM CURRICULUM MEETING PREPARATION:

	1.
	System Curriculum meetings are held the ninth week of Fall, Winter, and Spring quarters.

	2.
	Prepare your proposals for all issues that must go from your program to the System Curriculum Committee, as described on the “System Curriculum Committee Proposals” policy; it is available on the Baker College Web Site as follows:  Faculty/Staff -> Administration Web Site -> Curriculum Development -> System Curriculum Committee Proposals.

	3.
	The proposal form must be submitted to your System Department Coordinator by approximately the seventh week of each quarter, as he/she must route the proposal for review to all System Curriculum Committee members by the eighth week.  (Your System Department Coordinator may give you an earlier deadline for submission of your proposals.)

	4.
	All proposals from your program that will affect budget, catalog, rotation schedules, and/or step plans MUST BE SUBMITTED NO LATER THAN THE WINTER SYSTEM CURRICULUM COMMITTEE MEETING EACH YEAR.


	REQUIRED AGENDA ITEMS FOR SYSTEM PROGRAM MEETINGS

	

	Each agenda should include the following topics, along with any other topics you would like to cover:

	ASSESSMENT ISSUES TO BE DISCUSSED AT ALL SYSTEM PRORAM MEETINGS

	1.
	DATA ANALYSIS: All data collected from the previous quarter must be discussed at each meeting.  This data must be used to drive changes to the program.   Any changes made must have data to support the change.  This includes data from both direct and indirect measures.

	2.
	KEEP RECORDS: Keep a record of the discussion of the assessment data and the changes that have resulted from the data.

	3.
	FOLLOW UP  Follow up on previous changes that were made by assessing these changes to see if changes had desired results.  It is recommend that any issues that need to be followed up on become a focus question in your next assessment plan.

	CURRICULUM ISSUES TO BE DISCUSSED AT ALL SYSTEM PROGRAM MEETINGS

	

	1.
	MASTER CURRICULUM CHART: 

	
	a.
	Download a copy of the Master Curriculum Chart for your Program from the Baker College SOLAR System.

	
	b.
	Review it carefully with faculty at the meeting.

	
	c.
	Within one week, write on any additions, deletions, and/or changes and submit them to the Curriculum Auditor by email.  She will see that all your revisions are made on the Master Chart.  You can reach her as follows:


Phone:  810-766-4270

Email: ginny.ruffner@baker.edu

Phone:  810 766-4265

Email: dawn.mclain@baker.edu

	
	d.
	Please remember that, for all curriculum assignments, the following is needed:
· Course name and number

· Developer name and campus

· Reason for curriculum change

· Curriculum due date (to the System Curriculum Office)

· The quarter the curriculum will first be implemented

	

	2.
	COURSE OUTCOME REVIEW:

	
	
	Review the course outcomes for at least two courses per System Program Meeting.  Contact Kim Lutz by email or phone (810) 766-4271 if you have questions regarding this item.

	
	

	3.
	SUPPORTING RESOURCES: 

	
	a.
	Review the progress of the Supporting Resources collected for your department.

	
	b.
	A minimum of two items is required for each course according to the following timeline, as mandated in the Three-Year Strategic Plan for 1997-2000 as Strategic Goal 3.

	
	c.
	You may refer the to Status and Future Changes column on the Master Chart to see if there are any Supporting Resource issues.

	
	d.
	You may check any of the Supporting Resources for other departments for a wealth of resource ideas; they can be viewed from the Baker College SOLAR System.

	
	e.
	You may also refer to the handout, “Sample of Supporting Resources” for ideas on creating Supporting Resources.

	
	

	4.
	SYSTEM CURRICULUM FOLLOW-UP: 

	
	
	Review the minutes of the previous quarter's System Curriculum Committee proposals for your department.  Discuss and follow up as needed.

	
	
	

	CURRICULUM ISSUES TO BE DISCUSSED AT A MINIMUM OF ONE SYSTEM PROGRAM MEETING PER YEAR

	
	

	1.
	ADVISORY BOARD FOLLOW-UP:  

	
	a.
	Determine a list of common agenda items to be discussed at all campus advisory board meetings for the year.

	
	b.
	Summarize and address the issues discussed at all campus advisory board meetings for your department.

	
	c.
	This data will become a part of your Triennial Assessment Report.

	
	

	2.
	THREE-YEAR AND STRATEGIC PLAN FOLLOW-UP:  

	
	a.
	Past Strategic (Ten-Year) and Three-Year Plans for Baker College have established the academic goals below.   They are available on the Baker College Web Site as follows: Faculty/Staff Resources -> Administration Web Site -> Strategic and Three-Year Plans.  You may then select from the following:

· 2003 – 2006 System Three-Year Plan

· 2002 – 2005 System Three-Year Plan

· 2001 – 2004 System Three-Year Plan


· 2000 – 2003 System Three-Year Plan

· The Ten-Year Strategic Plan

	
	b.
	Be sure your department is working on these goals.

	
	c.
	Past goals include the following:

	
	
	
	· No more classes than necessary are required to prepare students for the work place.  (This is mandated in the Three-Year Strategic Plan for 1997-2000 as Curriculum Strategic Goal 1/Growth/Curriculum/by January 2003 and ongoing.)

	
	
	
	· No more programs than necessary are offered to allow students to progress on the educational ladder.  (This is mandated in the Three-Year Strategic Plan for 1997-2000 as Curriculum Strategic Goal 3/Focus and Delivery/ by September 1999 and ongoing.)

	
	
	
	· Course outcomes are included in all programs for teamwork, professional etiquette/appropriate professional behavior.  (This is mandated in the Three-Year Strategic Plan for 1997-2000 as Outcomes Strategic Goal/Focus and Delivery/by Spring 1998.)

	
	
	
	· At least one class in each program must be identified and developed in a self-paced format with computer courseware and/or self-study video format.  (This is mandated in the Three-Year Strategic Plan for 1997-2000 as Strategic Goal 3/Focus and Delivery/by December 1998 and ongoing.)

	
	
	
	· Classes will be developed in modular format to be delivered by the Learning Support Services.  (This is mandated in the Three-Year Strategic Plan for 1997-2000 as Strategic Goal 3/Focus and Delivery/by May 1998 and ongoing.)

	
	
	
	· All departments will plan, review, approve, and implement the best delivery methods with the best technology utilization to make class delivery at Baker College a product differentiator.  (This is mandated in the Three-Year Strategic Plan for 1997-2000 as Strategic Goal 3/Focus and Delivery/by June 1999.)

	
	
	
	· The Student Success Policy will be defined by Winter 1999 and implemented in more course assignments and courses by Fall 1999.  (These goals are mandated in the Three-Year Strategic Plan for 1997-2000 as Curriculum Strategic Goal 3/Focus and Delivery.)

	
	
	
	· Each program will identify a selection of courses and add course outcomes to incorporate the following skills in each program: global awareness, cultural diversity, and information literacy.  (This is mandated in the Three-Year Strategic Plan for 1997-2000 as Strategic Goal 4/Student-Customer Service/by Fall 1998.)

	
	
	
	· All courses are to include course outcomes for critical thinking.  This was in a former Three-Year Strategic Plan and has now become curriculum policy.

	
	
	
	· Each student's step plan should incorporate action steps whereby a student learns, articulates, and works toward achieving professional decorum, appearance, grooming, attitudes, and personal responsibility.  (This is mandated in the Three-Year Strategic Plan for 1997-2000 as Curriculum Strategic Goal 4/Student-Customer Service/by January 2003.)

	
	d.
	Check all of the Strategic Plans to add any other mandated academic goals into your department planning.

	
	e.
	Remember:  it is YOUR responsibility to plan for and assess your success in meeting these academic goals; this data will be part of your Triennial Assessment Report.

	

	ADVISORY BOARD ISSUES TO BE DISCUSSED AT A MINIMUM OF ONE SYSTEM PROGRAM MEETING PER YEAR

	
	

	1.
	Have all campuses agree to a common agenda of issues pertinent to your Program: 

	
	a.
	All campuses must include these agenda items in all Advisory Board meetings that year.

	
	b.
	Other campus-specific items can be added as needed.

	2.
	Discuss the feedback from all campus Advisory Board meetings and record that feedback in meeting minutes. This data will be part of your Triennial Assessment Report.

	3.
	Get copies of all campus Advisory Board minutes for your file and send a copy of each to the System Director of Curriculum.
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