The COM-FSM Chuuk Campus

STUDENT SERVICES COMMITTEE MEETING MINUTES

	Date: 1/28/13
	Time: 11:13am-12:00pm
	Location: Conference Room

	Members Present:
	Absent:

	Maika (SSC)

Lucille (SAO)

Tandy (OAR)


	Virginia (PCC)

Wilson (CO)

Marcelly(SHC) 

Memorina(FAO)


	Lynn (Faculty)
Berikita (SSA)

	Agenda/ Major Topics of Discussion

	I. Call to Order, Opening Prayer, Reading of Mission statements.
II. Minutes of the Previous Meeting
III. Announcements 
IV. Department Reports
V. Adjournment 
	

	Discussion on Agenda/ Major Topics of Discussion

	I. Call to order: Maika 
a. Opening Prayer: Wilson
b. Read Department Mission Statement: Lucille Sain.
c. Unit Mission Statement: No unit Mission Statement.
II. Minutes: The minutes from last week meeting got reviewed and they approved.
III. Announcements: 
a. Welcome to our new Secretary Fina Saky. She says Hi to everyone.
b. All Campus meeting on Wednesday. There will be a presentation on how student services goes by now.
IV. Department Discussion:

A. Observations of the department.

a. Tardiness: How students will feel if we the employer are coming late to work? Now is one of the problems here. So Maika came up with one solution, and the solution is to give them their timesheet and have them share in order for them to show honesty in their of what time they came and what time they left. So here is the way of sharing timesheets, Maika and Wilson on one, Lucile, Marcelly and Virginia on one, and Memo, Birikita, Matandy on one.
b. Abuse of Leave: people come in as late and they ask for the annual leave but during that time it supposes to be done already. So they agreed that every time that they will ask for leave application, that leave should be done by the time that they need it.
B. Evaluation of SSC. Poor Task Management. (85% of all operational failures are the fault of fallible manager, not failing workers.): Last week Maika was doing a list of evaluation questions for every office. It’s well done.
C. Leave Policy. To be honest on the way each of them work.
D. Work Schedule/Time-sheet and Timing in. The way that these people are doing their Work Schedule is Memo will be going to Tandy and Birikita and time in, Wilson and Maika will just time in, in their own office since they share the same office, and Marcelly will be going to Lucile and Virginia and time in, in the timesheet that they also share.
V. Leaves discussions: They all discuses that when they need to have leave they need to let Maika know before they will come and do it. Especially if they are sick and cannot make it they need to call before the day will be end, and for the annual leave they need to finished it before a head of time, do not wait until the time you return to work.
VI. Department Reports:
Maika pass out Calendar.
A. Student Services Coordinator:
1. Old Business:
a.  Calendar of Activities for this semester.
 Calendar has been submitted to Dean and IC. 

b. Student Services in Charge of All Campus meeting next Wednesday.
 Agenda has been sent out to Chuuk site, and adjusted.

Focus Group discussion.
c. Assessment Plans

 I have met with all offices and every office has a plan for their PLO1.  
d. Personnel Evaluations 

I have completed personnel evaluations with Marcelly, Lucille and Wilson. I should receive them back from them this week and turn it into HR office.
2. New Business:

a. Create Unit Mission Statement.

b. I will meet with each office to follow up on PLO2.

c. I will be working on an office Plan for this semester.

d. Preparations for February Workshops.

e. Management council.

B. Student Activity: 

1. Old Business: 

a.  SBA meeting (budget allocation), Peer Guides meeting Friday this week.

b. IOM (CPR) training.

c. Fina training with Alton Higashi on minutes.

d. Training on Aids.

e. COM-SAMH program. MOU

f. Volleyball Sign-Up.

2. New Business:
a.  Supposed to meet with SAMH program.
b. Finished the volley ball sign up last Friday.
c. Just waiting on the preparation for the Gym.
d. There will be a meeting for peer guide this Friday.
e. She informs everyone that she will be gone for about two weeks or one month, she’ll go to Fiji.
f. She will meet with the SBA according to the Schedule for the event.
C. Financial Aid: 
              Old Business:
a. Assessment Plan

              New Business:
              a.  FAFSA Online
b. Doing the SEG for work study

c. Working on the probation list to be submitted.
d. TA for Memo to go to Satawal and Moch.
D. Office of Admission & Records:  

a. Old Business:
a. Working with the Graduation Applicants. 

b. Assessment work plan

c.  Announcement will be done in 1st On Campus meeting. Deadline: February 1st, 2013.1st applicants get their degree on time, Spring 2013 semester. Work on Initial applicants.

d. 62 students are the probations students that they are on.

e. One principal called from Fefen high school ask for the test to be schedule to the first week of February. 

b. New Business: 

a. Survey for the freshmen

b. Freshmen workshop
c. Friday, February/01/13 for this week is the deadline for the graduation application. 

E. Student Health Center: 

a. Old Business:
a. Outreach to students for Substance Abuse.

b. Connection to SAMH-COM program.

c. Visit at Pentecostal 

b. New Business:
a.    Workshop on Flu today.

c. She will be leaving Jan/31 to Feb/06

d. Virginia will be trained 

e. To increase information communication for females
F. Counseling office: 

Old Business:
a. Results of Academic Probation List, report the results.

Has not worked on the results. Will do so this week.
b. Results on Fall Mid-Term Deficiency List, report on the results.

Has not worked on the results. Will do so this week.

c. Staff Development Plans for voluntary Student Services (SSC & CO will be presenting on Study Skills).

SSC and Co and faculty will meet together on Tuesday to make plans

d. Study skill presentation
Has been rescheduled to Feb. 4, no students showed up.

e. COMET Test to Weipat

Awaiting word from principal about number of senior. Must wait until mid-Feb to make reservations on the boat to go to Onoun.

New Business:
             a. Study Skills Workshop.
b Personal evaluation

             c  Reports on probation list, deficiency list

             d Follow up on COMET test to Weipat.

             e Interviewing students on Spring Probation list.



	Next Meeting: Monday 2-4-2013 11am time

	Hand-Outs/ Documents Referenced: Timesheets and the Mission Statement.


	Prepared by: Fina Saky
	Date Distributed: 1/31/2013


	Summary/ Recommendations/ Action Steps/ Motions with Timeline/ Responsibilities

	· There will be a sharing of timesheet for the member of student services people.
· Deadline of the Volleyball game is already over.

· The COMMET test will be coming out next month February.


