 Curriculum Leadership Team 
Meeting Minutes 
September 21, 2010

Members in attendance:
Steve Abid, Aleta Anderson, Lilly Anderson, Janice Balyeat, Becky Brinks, Frank Conner,  David Dye, Glenn Gelderloos, Ron Higgins, Whitney Johnson,  Tom Kaechele, Mike Kiss, Amy Koning, Mike Light, Robert Long, Deb Nordman, Diane Patrick, Paul Pfeiffer, Randy Sahajdack, Alejandro Saldivar, Anne  Sherman, Eve Sidney, Paula Sullivan, Ric Underhile, Mike Vargo, Doug Wabeke,  Karen Walker, Penni Weninger, George Zeefe, Fred Zomer. 

Guest:  Patti Trepkowski

I. Welcome and Introductions
3:00-3:15
II. Review of charter and discussion of opportunities 
3:15-3:45
Ric highlighted the purpose of CLT from its charter.  He sees this work in two pieces:   Curriculum, including application, implementation, marketing, review and assessment; and operationalization of the curriculum, including process, procedure, and protocol to develop those steps.  
What are your impressions of CLT?
Randy – operationally, it’s been a hodgepodge of issues and not purely curriculum-based, such as student parking and bookstore issues. He’s not sold on that idea that it’s operationalization and curriculum. 
Ric – I have been charged with protecting you from things that are too granular or outside scope of the charter. 

Steve – The “curriculum leader” terminology was born from using “curriculum leader” versus “divisional chairs.” The term stuck and became a catchall. The bookstore is a curriculum issue because it impacts teaching.
David – Is CLT only focused on pure curriculum or only credit?  Ric: let’s put this on the docket.
Robert - We used to have ALT which dealt with the nuts and bolts of running the department or program. When that dissolved, we lost group thought on operational things.  CLT was needed to do that.
Frank –ALT and senate merged into AGC. There is a functional need for Department Heads and Program Directors to get together.  The parking issue became a scheduling issue; surveyed students about class start times; they didn’t care; we changed schedule and improved.  The Psychology schedule affects others because it’s a prerequisite in so many programs. We need cross-department functionality and coordination.
Ric – you might be asked to entertain an issue that affects you but the solution might be outside your realm. You could make a recommendation based on the issue’s impact on curriculum. 

How else do you perceive role of the group? Your role? How can this team serve you? 
Mike V - This was Department Head school for me. I learned a lot about how things went and how folks were solving problems, knowledge sharing and process. 

Ric - Survey data from last year’s members indicated a preference for fewer set external agenda items and more opportunity for idea exchange; members of group need to set agenda items and leave time for advice, sharing, best practices, as an iterative idea exchange forum. 
Alejandro -  Perfect place to weave our curriculum together and develop standards.  

What would we like to accomplish as a team? 
David – we have the bookstore on our agenda. Funny thing is we have the campus store here but sometimes I go to Bryan’s books because they have the problem solved.   
Frank - not quite true – primarily for our bookstore but new federal law says the books need to be known same time as schedule comes out. We had to create a college process to meet that requirement. Now the bookstore will have that information up front. 
Ric – Students don’t always have the skills to figure out how to buy books. 

Anne – this will be huge for our (Disability and Occupational Support Services) students to be able to have the time to get help in book process. 
Frank – the course selection also impacts when students get books. 

Ric –There are three rounds of overload selection before adjunct assignments, who can request a different book at the last minute. Patti may ask you to consider using common texts. You have autonomy but a common way might benefit.  

What is difficult for you in your role?
Frank – The number of adjuncts.  We don’t provide them with enough training or knowledge of resources. We need to change that or be honest about it. 
Robert - This affects the facilitator role for a full-time faculty member.  We are a team; we don’t let faculty go off autonomously.  It’s very difficult for one person to take on that role.  Is it justifiable to ask of that person without compensation? 
David – We offer transportation from downtown campus to DeVos, but not to Tassell MTEC, which is farther.  No system set up to facilitate timely arrival to class.  In the first year there was transportation but stopped after a month.  Ric - we are close to approve Mission, Vision, Values and Ends; the first End is access. 
What about best practices? Ideas for discussion?  Faculty had suggested that we sunset advising day. Instead, advising is now woven lightly into the faculty role so they can be prepared to answer basic student questions and know where to refer them. Everyone has received the faculty advising guide.  Whitney and Stacey will be facilitating professional development in this area.  At AGC, Margaret suggested that there should be more opportunity on a regular basis for people to present problems and solutions. What else?
Karen - How do others handle peer review for students?  

Alejandro – Peer review for faculty, and assessment of student learning. 

The agenda for CLT is set in two ways: primarily, through you and secondarily, the Provost may ask you to examine an issue. In the past there has been a steering committee that would coordinate the agenda. Would you like to continue that?  
Several agreed, providing it remains on a volunteer basis. 

Steve – Last year the structure was two Associate deanss (Laurie and Paula) and four Department Heads (himself, Mike Vargo, Margaret Bowles and Sandy Andrews). None of those Department Heads are continuing this year.  He is in favor because without a coordinating group it’s hard to balance desired discourse versus time allotted. A smaller team ensures planning out in a way it makes sense. It helped Laurie to gauge and control time and flow of issues. It’s the only time that we as a work group get together, and we shouldn’t waste it. 
Ric – Likes that the model parallels AGC operations. He wants to facilitate, not be a voice.  Without that team we are trying to figure things out every time. 
 Penni will put notes together to cull topics and ideas. We will do a survey to prioritize those.  Based on general positivity about a coordinating/steering committee, Ric will ask for volunteers and nominations to determine six people. He also likes setting aside blank time to talk about what comes up and wants to know what the group thinks. 
Do you like this room?
 Not distracting; DeVos campus has some great space. May look into different places.   
Tom – start time – should be later. 3:15 to 4:45. The group agreed. Penni will make the changes.  

III. Documenting Student Complaints – Paula Sullivan and Steve Abid
3:45-4:05
Paula and Steve were charged by Deans Chesley and Hert and the Provost to insure consistency across campus regarding the documentation of student complaints.  Departments have different forms and methods of documenting student complaints regarding teaching and learning. They seek to standardize but leave some latitude, creating a common understanding of the process. They suggest including links to the process in your syllabi and recommend same to colleagues.  Their draft process from Academic Deans Work Session was distributed to CLT for input, as Department Heads and program chairs can take care of complaints at closest possible levels.  The preference is informal resolution rather than the whole formal process. The goal is implementation in Winter 2011. They presented a form for review, to document the origination and handling of a complaint to keep on file in case it escalates. 

Robert - If  I start documenting it becomes formal; can you distinguish between formal and informal? Paula – No. Rely on your gut instinct. We suggest you write a little note. 

Becky – I’m going to have appointments on calendar, emails – if it goes further I have documentation. When it’s informal, I leave that to their own discretion. But once it goes formal it should be written. 
Mike L – I was on that team that developed the grievance procedure and code of conduct.  It was strongly felt that faculty members needed it more than Department Heads, so we should refer to the form to faculty?  This looks complicated and formal; there would need to be explanation. 
Paula – We can provide examples.  Steve – Use it at that critical moment that you realize this is not simply an incidental comment. How much information might I need later on?  You may get more complaints as a department head about faculty than they get themselves. Only if you feel it could go further should you fill out. It is designed to be a handwritten form at first for notes; then maybe convert to electronic. If it goes a level up there is a good summary for the Associate deans so the meeting is effective and meaningful.
Robert – I’m not opposed at all, as long as it’s at our discretion. Have you consulted our legal staff about our obligations for documentation? Once you document are you liable?  
Paula - We borrowed the form from Kathy Keating based on components of HR complaints. You could simply note a resolution. 

Ric - What question do you need answered? How usable or how to implement.  Steve and Paula – both –they overlap. 
Eve - It would help to provide samples and guidelines.
Randy -  I had a conversation with Dean Kragt regarding this; we are not very good at this institutionally. If we are to be accredited we need to document this information; what the complaints were and how they were resolved. 

Steve – This is also good for information on learning about issues and how we solved the problems. 

Aleta – I would like a simpler form, perhaps one page. Steve - We’ve left a lot of space for handwriting. 

Whitney – It might be marked, for example – this form is the first step, this form is the second, the third, perhaps different colors. 

Frank – we are proposing a solution but I haven’t heard a clear problem. 
Paula – The problem is we have no clear, consistent way to document student complaints. 

Alejandro – This helps with consistency to look at how you acted on a specific complaint. It also documents how many complaints of this nature and the time necessary to deal with them.  
Deb – We have a simple, easy to use action plan. Will this replace it? Paula – No. This is the next step for simple forms. 

Becky – I am still not clear on formal vs. informal. Do we have a desire to document formal complaints or informal?
Steve: - When that informal complaint feels like it crosses the line to formal, we want documentation on how it got there.  
Ric – Might be helpful to have a reference point for formal vs. informal on the form. 
Amy - The individual complaint can be informal but if it is frequent enough, does it become a formal institutional complaint?
Ric – what next?

David – Process, form, one-page instructions and directions, samples, level of action complaint on the form, informal vs formal on the form.
Paul – Clear statement regarding confidentiality. 

Robert – Need to know how it will relate to faculty evaluation.
Paula and Steve will make these additions and get back electronically, then present to Deans. 
IV. Textbook ordering process – Patti Trepkowski
4:05-4:30
The Bookstore Team worked through 2209 to implement bookstore policy compliant with the HEOA.   The work was done by the team, Bookstore staff, ESPs, Department Heads, faculty.  
The desired outcomes: 
Most books will be available as soon as registration is open;  for cases where books depend on faculty member assigned, textbook info will be available within one week of course assignment;  all textbook info available with course schedule two weeks before beginning of semester;  every student has necessary texts and materials by the beginning of the semester. 

Process expectations:  Orders comply with deadlines, and the Department Head or Program Director is the point person for bookstore for the dept/program; increase timely adoption rate from 60% this year to 70% next year.  
The bookstore will keep a missing list.  Departments will be getting textbook orders by Friday, due by October 8. All orders must be in by December 15. It will be tight from fall to winter. 
David – ESP oversaw ordering for all departments in our school.  We just need to figure out a way to get books in quicker. Patti – the bookstore needs to be accountable to the Department Head or Program Director. There was no one in dept getting whole picture. 
Patti – ultimate responsibility cannot lie with ESP. They can help but they should not be responsible for book orders getting in on time and correctly. Assistance but not authority. 

Frank – It’s not an ESP’s job to track down a faculty member who is late.  There needs to be a central place that documents orders. We need those data to problem-solve in the long run. 

Ron – We do it by spreadsheets , all electronically, all by email. There is never a problem.  Frank - you have a central process but not all departments do.
Aleta – When will the problem be fixed? I have faculty who submit late because they don’t think it makes a difference; the book will not be in on time no matter when they order.

Patti - Electronic book ordering will be implemented by Fall 2011 for Winter 2012. ESPs will know how to use the electronic book ordering to be of assistance but they should not be responsible; that’s the responsibility of the Department Head or Program Director. Textbook decisions – new editions, books need to be made in alignment with new deadline. 

What about editions? Do we have to use the new edition if that’s what the bookstore gets? Patti – The requirement is you have to specify what you want to use. The Bookstore bears responsibility to get back to you if they can’t get what you request. As long as the edition is available, you should be able to use it. 
Tom – Sometimes you can use a number of different editions. The last four editions of one book had basically the same content. Students could get an old used one for 88 cents or a new edition for over $100. Patti will ask question about whether the new software will handle edition requests.  
Lilly - What if the edition is not available yet? Patti will bring that up also. 
Karen – What about course packets? (I did not get Patti’s answer; I think she said she would get an answer)
Eve – If have we signed contract with Follet, what motivation do they have to comply?  Patti - We built in evaluation into their contract. 
Frank – The real motivation is that there is a federal law that mandates it. If we are doing our part and bookstore is not doing theirs, they will be accountable to the government.  Patti  – We brought in people from Follett and other colleges to work out processes. We took this seriously. 

Mike V – We have been short 390 of one text until just today.  Will this address the number ordered vs. how many enrolled?  Patti - They use a formula for ordering.  We can’t tell them not to.
Becky – As a part of ALT, we got a nice schedule that put together dates for this kind of stuff –books, scheduling dates, budget dates.  Mike V – Steve, Amy, and he are working on this. Candy has been working on one as well.  Patti will coordinate with them. 
Patti will send out a survey to all faculty.  There will be more work on this process through the year but we are getting the bulk done as soon as we can.  Please email other comments or issues to Patti. She will make sure to get out this power point.  
Meeting adjourned at 4:30pm. 

Next meeting: Tuesday October 19 – 3:15pm – 4:45pm – location TBA. 

