Participatory Governance Policy at COM-FSM
[image: image1.png]



Submitted to President Joseph M. Daisy
May 9, 2012
By Council of Chairs (COC)
Dana Lee Ling (FCE)
Kathy Hayes (CAC)

Lucia Donre-Sam (RARC)
Mark Koska (HRC)
Marian Medalla (FC)
Nelchor Permitez (ICT)

William Haglelgam (PRC)
1.0 Policy

It is the policy of the College of Micronesia-FSM (COM-FSM) to promote a participatory governance  environment  that  involves  the  commitment  and  participation  of  all  campus constituencies and is guided by the college’s mission, goals, values and institutional learning outcomes in the development of policies and procedures.

Participatory  governance  is  defined  as  the  process  for  shared  development  of  policies, procedures  and recommendations.
Participatory governance provides the means through which  all  membership  of  the  college  community—students,  faculty,  administration  and external stakeholder—can participate effectively in the systematic growth and development of COM-FSM.   Participatory governance will be reflected in the functioning of the cabinet, Faculty/Staff senate, college-wide committees, and the college community at large.

2.0 Purpose

The purpose of the COM-FSM Participatory Governance Policy is to ensure broad-based decision-making. Its fundamental premise rests upon active and responsible involvement of all college   employees and students.
This policy is a system of committees and subcommittees that addresses institutional needs and provides a conduit for communication. Through this system, details of issues and policy matters are to be brought to a forum in which broad-based participation in the decision-making process can be assured. Attendance at committee meetings is part of  an employee’s responsibilities and is necessary for this system to be successful; therefore  attendance  at committee meetings is considered in the employee’s performance evaluation. The goal of the Participatory Governance Policy is to engage all members of the college community in guiding the college to achieve its mission, goals, values and institutional learning outcomes.

3.0 Application

This  policy  applies  to  all  standing  committees,  ad  hoc  committees,  and  the  college community at large.

  4.0 Responsibilities
The President has the overall authority of implementing the Participatory Governance Policy for COM-FSM.

530 Procedures
The President is charged by the Board of Regents to manage the affairs of the college in accordance with the Board’s directives and in line with the Federated States of Micronesia’s legislation that established and authorizes the college. A system of standing committees and employee  and  student  organizations  is  established  to  allow  faculty,  staff,  students  and administrators  to   participate  in   the   generation  of  ideas  and   to   discuss  and   make recommendations on matters pertinent to the college. All committees and organizations are ultimately advisory to the President to assist him/her in carrying out his/her responsibilities.

6.0 Participatory Governance Process

The participatory governance process takes place through the standing committee structure, Faculty/Staff Senate and the Student Body Association. This structure is defined in the Terms of Reference in Appendix A. This committee structure and organization  enable  broad-based  participation  in  the  governance  process  by  all  campus constituencies.

7.0 Assuring representation

All faculty members are expected to serve on one committee during a full academic year. Staff  members  will be appointed by their director/supervisor based on relevant skills and expertise.

8.0 Council of Chairs

The Council of Chairs is a direct link to the President for reporting and discussion of critical issues facing the different committees and facilitating a continuous flow of information in both directions.  It also serves as a way for committee chairs to update each other on the activities of each of the standing committees.

9.0 Assessment

Each standing committee will conduct annual assessment and re-evaluation of terms of reference. This should be reported to the Council of Chairs.

10.0 Definitions

Standing  committees:  representative  groups  that  focus  on  a  specific  area  of  college operations. These groups are intended to be on-going groups that identify issues, collect facts, and recommend solutions to appropriate departments and to the President. The following lists the standing committees of COM-FSM;
Council of Chairs (COC)

Curriculum and Assessment Committee (CAC)

Facilities and Campus Environment Committee (FCE)

Finance Committee (FC)

Human Resources Committee (HRC)

Information, Communication and Technology Committee (ICT)

Planning and Resources Committee (PRC)

Retention, Admission and Recruitment Committee (RARC)

Ad hoc committees: groups appointed for a limited time period to review specific issues or concerns  and  to make recommendations on the issue or concern to a committee. These groups may also be called working groups.

Appendix 1: Terms of Reference for all standing committees of COM-FSM
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CURRICULUM AND ASSESSMENT COMMITTEE (CAC)
Terms of Reference

A. Authority

The Curriculum and Assessment committee (CAC) operates through the authority of and reports to the President. Recommendations from the committee are submitted through the Dean of Academic Programs (DAP) and /or Director of Career and Technical Education (DCTE) to the Vice President for Instructional Affairs (VPIA) for approval by the President.

B. Purpose  

The CAC makes recommendations to the President through the Dean of Academic Programs (DAP) and /or Director of Career and Technical Education (DCTE) to the Vice President for Instructional Affairs (VPIA) on matters relating to curriculum, instructional program review and assessment, instructional course review and assessment, academic policies and procedures.

C. Membership

The members of the Curriculum and Assessment Committee are selected at the beginning of each academic year and must include:

· All Division Chairs

· All Instructional Coordinators

· All Vocational Coordinators

· Faculty and staff representation from each campus (please refer to the VPIA office for the policy on committee appointment).

· Staff representation from the following offices: IRPO and student services.

· “Floating members” are new faculty who serve in a non-voting capacity for their first semester of employment.

The CAC will elect members to be Chair, Vice-chair and Secretary. Membership must be kept within a 20 number limit.

Responsibilities of committee members are to:

· Regularly prepare for and attend committee meetings;

· Actively participate in meetings;

· Share information on committee discussions, recommendations and decisions with the COM-FSM and gather input from their area of representation. 

· Carry out assignments.

D. Organization

The chairperson is elected by the CAC. The chairperson’s responsibilities are to:

· Prepare and distribute the agenda prior to each meeting. 

· Preside over meetings.

· Ensure the terms of reference for the committee are met and matters brought before the committee are judiciously addressed. 

· Ensure committee minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner.

· Forward recommendations through the DAP or DCTE to the VPIA for approval/action by the President within 5 working days.

· Communicate with the VPIA’s office for feedback on recommendations. The VPIA should act as a “secretariat “position (secretariat = administrative support) to the CAC.

· Distributes the official minutes to the VPIA, President and COM-FSM community.
· The chair maintains a file on all minutes.
· The chair serves on the Council of Chairs.
The vice chairperson is elected by the CAC. The responsibilities of the vice chairperson are to:

· Review the meeting agenda with the chair and secretary.

· Assist the chairperson with the above responsibilities. 

· Preside over meetings in the absence of the chair. 

The secretary is elected by the CAC. The responsibilities of the secretary are to:

· Review the meeting agenda with the chair and vice chair.

· Take and prepare accurate minutes. 

· Record attendance of committee members.

· Distribute the minutes to the CAC members 3 working days after the meeting.

· Distribute approved minutes on the CAC and COM-FSM WIKI page.

E. Meetings

Meetings are held biweekly.  The schedule is determined at the beginning of each academic term.  The chairperson can call special meetings or upon consent of the majority of the members reschedule the regular meetings.  Meetings can be held face-to-face or via teleconferences or other communication technologies.  Twenty-five percent of membership constitutes a quorum for discussion purposes.  A majority vote of all members is required to act on a motion.   Electronic voting can be utilized when necessary. When a member does not vote, it is recorded as a “non-vote” and all other votes should be recorded as yes, no or abstain. When voting is required the chair will work to ensure that all members vote so there is a minimum of non-votes. Results of electronic voting are to be documented in the next committee meeting minutes.  

F. Responsibilities

The responsibilities of the CAC are to:

· Develop or revise instructional policies and/or procedures assigned to or identified by the committee.

· Review and recommend for approval all new and modified instructional programs and outlines--this includes regular college offerings, short-term training and Continuing Educational Units (CEU’s).

· Review instructional program assessments and evaluations and make recommendations.

· A subcommittee of the CAC is responsible for reviewing and recommending instructional part-time employment applications.

G. Communications & Distribution of Information

Agenda items may be submitted to the chairperson by the COM-FSM community.  The chairperson compiles the agenda with the assistance of the vice chair and secretary and forwards it to committee members prior to meetings.  

All meetings are to have minutes which are to be distributed electronically within three working days of the meeting to members for their review.  Members are to comment within the next three working days.  The minutes, if approved are officially adopted at the next meeting.  Electronic voting may be utilized when necessary. The chairperson distributes the official minutes to the VPIA, President and COM-FSM. The chair maintains a file on all minutes.

Following each meeting, the chairperson informs all concerned of decisions and forwards recommendations from the committee to the DAP, VPIA and DCTE. The chairperson also updates the members of the action taken on the committee’s recommendations.

Committee members convey concerns and input on current issues from their respective areas to the committee.  They also discuss the issues being addressed by the committee and share committee minutes with the community they represent.
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COUNCIL OF CHAIRS (COC)
Terms of Reference
A.        Authority
The Council of Chairs operates through the authority of and reports directly to the President.

B.        Purpose
The Council of Chairs makes recommendations to the President on  critical issues facing the different committees and facilitates a continuous flow of information in both directions.  It also serves as a way for committee chairs to update each other on the activities of each of the standing committees.  

C.        Membership
The members of the Council of Chairs are selected at the beginning of each academic year and must include:

Chair of the Planning and Resources Committee

Chair of the Facilities and Campus environment Committee

Chair of the Human Resources Committee

Chair of the Curriculum and Assessment Committee

Chair of the Finance Committee 

Chair of the Information Communication and Technology Committee

Chair of the Retention Admission and Recruitment Committee

Representative from Faculty/Staff senate

President of COM (ex-officio member)

 Responsibilities of committee members are to:

· Actively participate in meetings;

· Regularly prepare for and attend committee meetings

· Carry out assignments

· Share information on committee discussion, recommendations and decisions within COM-FSM and gather input from their area of responsibility.

· Promote informed decision-making of all leaders, managers, faculty, and staff;

· Encourage planning and evidence-oriented behavior at all levels of the organization; 

· Recommend procedures and/or policies for COM-FSM.

· Provide a representative from their committee to attend meetings should they be unable to attend.

 D.        Organization
 A Chairperson is elected by the committee to serve a one-year term. The responsibilities of the chairperson are to:

· Preside over meetings;

· Ensure that the terms of reference for the committee are met and matters brought before the committee are judiciously addressed;

· Prepare and distribute the agenda prior to each meeting;

· Ensure committee minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner;

· Forward committee recommendations to the appropriate person(s) and/or committees as deemed relevant.

· Serve as a member of the Executive Committee.

 A Vice Chairperson is elected by the committee to serve a one-year term.  The responsibilities of the vice chairperson are to:

· Preside over meetings in the absence of the chair;

· Assist the chairperson with the above responsibilities.

· Provide a monthly overview of the committees work to be published on the college website.

· Serve as a member of the Executive Committee in the absence of the chair.

 A Secretary is elected by the committee to serve a one-year term.  The responsibilities of the secretary are to:

· Take and prepare accurate minutes;

· Distribute and post the minutes within three working days to the COC for review and comment.

· Record attendance of committee members and electronic votes.

· Assist the chairperson with the above responsibilities.

· Post approved minutes on the COM-FSM WIKI page and email to the COM-FSM community.

· Serve as a member of the Executive Committee in the absence of the chair and/or vice chair.

 E.        Meetings 
 Meetings:  Meetings are held bi-weekly, but this schedule can change depending on the committees current responsibilities. The schedule is determined at the beginning of each academic term.  The chairperson may call special meetings and/or reschedule the regular meetings.  Four members present constitute a quorum for discussion purposes. 

 Decision making:  The committee works on a consensus basis.  If consensus cannot be reached and voting is necessary, a majority vote of all members is required to act on a motion.  Electronic voting may be utilized when necessary.  Results of electronic voting are to be documented in the next committee meeting minutes. 

Other: Representatives from other COM-FSM constituents can be called to attend meetings as needed.
 F.         Responsibilities
 The responsibilities of the Council of Chairs are to:

· Develop a culture of planning and evidence as a basic responsibility of all leaders, managers, faculty and staff to ensure planning, evidence-oriented behavior, accountability and transparency occurs at all levels of the organization;

· Provide a path for information to reach the president;

· Communicate with their respective committees on all recommendations made with the Council of Chairs.

 G.        Communication & Distribution of Information
 Agenda items may be submitted to the chairperson by the Com-FSM community. The chairperson compiles the agenda and forwards it to committee members prior to meetings. 

 All meetings are to have minutes which are to be distributed electronically (wiki) within three working days of the meeting to members for their review.  Members are to comment within the subsequent three working days.  Voting for all minutes will take place on the wiki-page, and are officially adopted at the next meeting.  The Secretary then distributes the official minutes to all committee members, the President, and the COM-FSM community on both open wiki-page and via email. 
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FACILITIES AND CAMPUS ENVIRONMENT COMMITTEE (FCE)
Terms of Reference

A. Authority

The Facilities and Campus Environment Committee operates through the authority of and reports to the President. Recommendations from the committee are submitted through the Director of Maintenance, Facilities, and Security (DFMS) to the Vice President for Administration (VPA) for approval by the President.

B. Purpose 

The Facilities and Campus Environment Committee makes recommendations to the president through the Director of Maintenance, Facilities, and Security, the Vice President for Administration, and the President on matters relating to the physical plant learning environment, facilities planning, campus beautification, landscaping, infrastructure maintenance, disaster preparedness, and safety, security and accessibility issues.

C. Membership

The members of the Facilities and Campus Environment Committee are selected at the beginning of each academic year and must include:

· Faculty representatives from the national site

· Staff representatives from the national site

· One faculty representative from each state site.

· One staff representative from each state site.

The Director of Maintenance, Facilities, and Security is a non-voting ex officio member of the committee.

The Facilities and Campus Environment Committee will elect members to be chair, vice-chair, and secretary.  The Division of Maintenance, Facilities, and Security is the secretariat for the Facilities and Campus Environment Committee. The Division of Maintenance, Facilities, and Security provides a technology wrangler to the committee. 

Responsibilities of committee members are to:

· Carry out assignments

· Regularly prepare for and attend committee meetings;

· Actively participate in meetings; and 

· Share information on committee discussions, recommendations and decisions with and gather input from their area of representation.

D. Organization 

A chairperson is elected at the beginning of the academic year. The chairperson’s responsibilities are to:

a. Preside over meetings;

b. Ensure the terms of reference for the committee are met and matters brought before the committee are judiciously addressed; 

c. Prepare and distribute the agenda prior to each meeting; and

d. Ensure committee minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner.

e. Minutes shall be distributed electronically for review by members within three working days.

A vice-chairperson is elected at the beginning of the academic year.  The responsibilities of the vice chairperson are to:

· Preside over meetings in the absence of the chair; and

· Assist the chairperson with the above responsibilities.

A secretary is elected at the beginning of the academic year.  The responsibilities of the secretary are to:

· Take and prepare accurate minutes; 

· Assist the chairperson in preparing the agenda and distribute at least one working day prior to the meeting.

· Distribute and post the minutes electronically within three working days in; and

· Record attendance of committee members.

E. Meetings

Meetings are held at least once a month.  The schedule is determined at the beginning of each academic term.  Meetings may be held face-to-face or via teleconferences or other communication technologies.

A quorum is formed by the presence of five or more members of the committee including at least one officer or their designee.   

A simple majority vote of all members is required to act on a motion.   Electronic voting may be utilized when necessary.  Results of electronic voting are to be documented in the next committee meeting minutes.  

Working groups:  Occasionally working groups, consisting of a subset of the members and/or members from outside the committee, are created by the chairperson to respond to a specific challenge.  If a working group is required, working group meetings are held as needed for the duration of the task.  The working groups report results to the full committee.  
F. Responsibilities

The responsibilities of the Facilities and Campus Environment Committee are to:

· Develop or revise policies and/or procedures assigned to or identified by the committee;

· Review and provide input on all major documents relating to facilities and campus environment, such as facilities master plan, maintenance plan, security plan, disaster preparedness and responsiveness plan, campus beautification plan, etc.;

· Review and provide input on the infrastructure development master plan annually;

· Review major renovation and or building requests; 

· Review and provide input on standards and specifications for infrastructure, equipment and procurement procedures. 

· Review assessments/evaluations of facilities and campus environment and make recommendations.

G. Communications & Distribution of Information

To ensure broad participation and input from the college community, agenda items can be submitted to the chairperson by the members of cabinet, college standing committees, faculty, staff, students, the Student Body Association, and the President. 

· All meetings will have preliminary notes distributed within seven days.

· Minutes will be distributed electronically within ten working days of the meeting to members for their review.  

· Members are to comment within the next three working days.  

· The minutes will be officially adopted at the next meeting.  The secretary of the committee then distributes the official minutes to all committee members, the Director of Maintenance, Facilities, and Security, the Security and Safety Supervisor, and members of cabinet. 

· Publicly releasable information will be provided to the college web master for posting on the college web site. 

· To ensure broad participation and input from the college community, the chairperson shall ensure that the Student Body Association, Campus Directors, Faculty/Staff Senate, and Offices that will be impacted by the recommendations are informed and to provide feedback within 15 working days. All information received shall be disseminated to the committee for further consideration and action at the next meeting and make recommendations to the Director of Maintenance, Facilities, and Security, Vice President for Administration, and the President. All communications can be expedited by email prior to the next meeting.

· The Maintenance Office maintains a file on official Facilities and Campus Environment Committee minutes.
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FINANCE COMMITTEE (FC)
Terms of Reference
A. Authority 

The Finance Committee operates through the authority of and reports to the President. The recommendations from the committee are submitted through the Vice President for Administrative Services (VPAS) for approval by the President.

B. Purpose

The Finance Committee makes recommendations to the President through the VPAS on matters relating to fiscal management of the College.

C. Membership

The members of the Finance Committee are selected at the beginning of each academic year and must include:

· At least one representative from each state campus

· At least one faculty representative from the National Campus 

· At least one staff representative from the National Campus

· At least one Student Body Association representative

· Ex-Officio member: College Comptroller

The Finance Committee will elect members to be chair, vice-chair and secretary. Membership must be kept to a maximum of twenty.

Responsibilities of the committee members are to:

· Carry out assignments.

· Regularly prepare for and attend committee meetings.

· Actively participate in meetings.

· Share information on committee discussions, recommendations, and decisions within the COM-FSM and gather input from their area of representation.

D. Organization

The elected chairperson leads the Finance Committee.  The chairperson’s responsibilities are to:

· Preside over meetings;

· Ensure the terms of reference for the committee are met and matters brought before the committee are judiciously addressed; 

· Prepare and distribute the agenda at least 24 hours prior to each meeting; and

· Ensure committee minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner. 

A vice chairperson is elected at the beginning of the academic year.  The responsibilities of the vice chairperson are to:

· Preside over meetings in the absence of the chair; and

· Assist the chairperson with the above responsibilities.

A secretary is elected at the beginning of the academic year.  The responsibilities of the secretary are to:

· Take and prepare accurate minutes; 

· Distribute and post the minutes of each meeting within three working days after the meeting; and

· Record attendance of committee members.

E. Meetings

Meetings are held at least once a month.  The schedule is determined at the beginning of each academic term.  The chairperson may call special meetings or upon consent of the majority of the members reschedule the regular meetings.  Meetings may be held face-to-face or via teleconferences or other communication technologies.  A minimum of five members present constitutes a quorum. A quorum must include at least one officer and at least one representative from each of two state campuses.  Members can vote electronically or during the meetings. Absent members may send a proxy to represent their views and vote.

F. Responsibilities 

The responsibilities of the Finance Committee are to:

· Address issues and matters relating to fiscal administration;

· Review budgets (operations budget, FSM FMI budget, infrastructure development plan budget, auxiliary enterprise budgets and other budgets) for the College;

· Recommend tuition fees and other fees charged by the College;

· Recommend fiscal policies and procedures;

· Recommend closure and opening bank accounts and credit card accounts;

· Recommend use of fund balance and excess revenue; 

· Act on other fiscal matters as referred by the College community; 

· Review assessments/evaluations of financial processes and services and make recommendations.

G. Communication & Distribution of Information

Agenda items may be submitted to the chairperson by other members, other committees, or the President.  The chairperson compiles the agenda and forwards it to committee members prior to meetings.  

All meetings are to have minutes, which are to be distributed electronically within three working days of the meeting by the chairperson to members for their review.  Members are to comment within the next three working days.  The minutes are officially adopted at the next meeting.  

Following each meeting, the chairperson informs all concerned of decisions or forwards recommendations from the committee to the President through the VPAS.  The chairperson also updates the members of the action taken on the committee’s recommendations.

Committee members convey concerns and input on current issues from their respective areas to the committee.  They also discuss the issues being addressed by the committee and share committee minutes with the community they represent.
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HUMAN RESOURCES COMMITTEE (HRC)

Terms of Reference
A.
Authority
The Human Resources Committee operates through the authority of and reports to the President through the Director of Human Resources.  Recommendations from the committee are submitted through the Director of Human Resources to the President for action.

B.
Purpose
The Human Resources Committee advises the President on matters relating to human resources, including all issues relating to staff development.

C.
Membership
The members of the Human Resources Committee are:

· Human Resources Specialist

· Executive Assistant to the President
· Sponsored Programs Coordinator
· Payroll Accountant

· Faculty representative
· Professional staff representatives
· Classified staff representatives

· Chairpersons, State Campus Personnel Committee (5)
· Cooperative Research and Extension representative
At the beginning of the academic year, the Faculty/Staff Senate recommends the eight Senate representatives, two from each of the four personnel classifications and the Vice President for Cooperative Research and Extension the Cooperative Research and Extension representative.  The President then appoints the committee members based on the recommendations.

Responsibilities of committee members are to:

· Regularly prepare for and attend committee meetings;

· Actively participate in meetings; and

· Share information on committee discussions, recommendations and decisions with and gather input from their area of representation.

D.
Organization

The committee members elect chair of the HR Committee.  The chairperson’s responsibilities are to:

· Preside over meetings;

· Ensure the terms of reference for the committee are met and matters brought before the committee are judiciously addressed;

· Prepare and distribute the agenda prior to each meeting; and
· Ensure committee minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner.

A vice chairperson is elected at the beginning of the academic year.  The responsibilities of the vice chairperson are to:

· Preside over meetings in the absence of the chair; and

· Assist the chairperson with the above responsibilities.
The committee members also elect the secretary. The responsibilities of the secretary are to:

· Take and prepare accurate minutes; and

· Distribute and post the minutes in a timely manner; and
· Record attendance of committee members.
E.
Meetings
Meetings are held at least monthly.  The schedule is determined at the beginning of the academic year.  The chairperson may call special meetings or upon consent of the majority of the members reschedule the regular meetings.  Meetings may be held face-to- face or via teleconferences or other communication technologies.  Twenty-five percent of members present constitute a quorum for discussion purposes.  A majority vote of all members is required to act on a motion.   Electronic voting may be utilized when necessary.  Results of electronic voting are to be documented in the next committee meeting minutes.

F.
Responsibilities
The responsibilities of the Human Resources Committee are to:

· Develop or revise policies and/or procedures assigned to or identified by the committee by researching the issues, soliciting input, gathering information, disseminating that information and finally formatting the policy for approval;

· Review assessments and evaluations of human resources services and make recommendations;

· Review and recommend revisions to the master development plan that is linked to college priorities;

· Review and make recommendations on all applications on staff development whether for degree or non-degree programs;

· Serves as a bigger umbrella for the campus staff development committees
· Each member is responsible for communicating with his or her director especially at the campus about matters relating to this committee.

G.
Communications & Distribution of Information
Agenda items may be submitted to the chairperson by other members, other committees, or the President.  The chairperson compiles the agenda and forwards it to committee members prior to meetings.

All meetings are to have minutes which are to be distributed electronically within three working days of the meeting to members for their review.  Members are to comment within the next three working days.  The minutes are officially adopted at the next meeting.  The HR secretary then distributes the official minutes to all committee members and to the President.  The HR Committee maintains a file on official HR Committee minutes.

Following each meeting, the chairperson informs all concerned of decisions or forwards recommendations from the committee to the President through the HR Director. The HR Director also updates the members of the action taken on the committee’s recommendations.

Committee members convey concerns and input on current issues from their respective areas to the committee.  They also discuss the issues being addressed by the committee and share committee minutes with the community they represent.
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CAMPUS STAFF DEVELOPMENT COMMITTEE Terms of Reference
A.
Authority
As a subcommittee of the Human Resources Committee, the Campus Staff Development Committee operates through the authority of and reports to the Campus Director or Vice President for Administrative Services through the Office of Human Resources. Recommendations for educational leave and degree programs from the committee are forwarded   through HR office and Campus Directors/VPAS to the President for approval.

B.
Purpose
The Campus Staff Development Committee advises the Campus Director and/or the Vice President for Administrative Services on issues relating to staff development requests and programs at each campus. In any case where allocation of money is under Staff Development as one system and not by campus, the state campus committee will

dissolve.

C.
Membership
The members of the Campus Staff Development Committee are:

· Human Resources Representative

· Four representatives (4), one from each department

At the beginning of the academic year, at the State Campus, the Campus Director with consultation with the Human Resources Office will recommend the HR Representative. The Campus Director and Coordinators from CRE, Student Services, and instructional affairs will each recommend a department representative.

At the National Campus, the Vice President for Administrative Services in consultation with the Human Resources Office will recommend the HR representative while each VP will recommend a department representative. The President then appoints the committee members based on the recommendations.

Responsibilities of committee members are to:

· Regularly prepare for and attend committee meetings;

· Actively participate in meetings; and
· Share information on committee discussion, recommendations, and decisions with and gather input from the area of representation.

D.
Organization
The Human Resources Representative chairs the Campus Staff Development Committee or as appointed by the campus director.  The chairperson’s responsibilities are to:

· Preside over meetings;

· Ensure the terms of reference for the committee are met and matters brought before the committee are judiciously addressed;

· Prepare and distribute the agenda prior to each meeting;
· Ensure committee minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner; and

· Provide linkage with the Human Resources Committee by serving as a member.

A vice chairperson is elected at the beginning of the academic year.  The responsibilities of the vice chairperson are to:

· Preside over meetings in the absence of the chair; and

· Assist the chairperson with the above responsibilities.
A member will elected committee secretary at the beginning of the academic year.  The responsibilities of the secretary are to:

· Take and prepare accurate minutes;

· Distribute and post the minutes in a timely manner; and

· Record attendance of committee members.
E.
Meetings
Meetings are held monthly (or as needed). The schedule is determined at the beginning of each academic term.  The chairperson may call special meetings or upon consent of the majority of the members reschedule the regular meetings.  Meetings may be held face-to- face or via teleconferences or other communication technologies.  Twenty-five percent of members present constitute a quorum for discussion purposes.  A majority vote of all members is required to act on a motion.   Electronic voting may be utilized when necessary.  Results of electronic voting are to be documented in the next committee meeting minutes.

F.
Responsibilities
The responsibilities of the Campus Staff Development Committee are to:

· Review and develop staff development programs for the Campus that is linked to and supportive of the master staff development program and College priorities;

· Provide initial review of campus degree and educational leave for staff development requests and make recommendations to the President;

· Provide support and assistance on policy review and recommendation to the
Human Resources Committee;

· Receive assignments from the Human Resources Committee;

· Review and make recommendations to the Campus Director or the Vice President for Administrative Services on non-degree short term staff development requests.

G.
Communications & Distribution of Information
Agenda items may be submitted to the chairperson by other members, other committees, campus directors/VPs, or the President.  The chairperson compiles the agenda and forwards it to committee members prior to meetings.

All meetings are to have minutes which are to be distributed electronically within three working days of the meeting to members for their review.  Members are to comment within the next three working days.  The minutes are officially adopted at the next meeting. The elected secretary distributes the official minutes to all committee members, Chair of the Steering Staff Development Committee, the Campus Director or Vice President for Administrative Services.  The administrative office at each site maintains a file on official Campus Staff Development Committee minutes.

Following each meeting, the chairperson informs all concerned of decisions or forwards educational leave and degree program recommendations from the committee to the President through the chairperson of the System die Staff Development Committee.  For non-degree short-term programs, campus recommendations are forwarded to the Campus Director or the Vice President for Administrative Services.  The chairperson also updates the members of the action taken on the committee’s recommendations.

Committee members convey concerns and input on current issues from their respective areas to the committee.  They also discuss the issues being addressed by the committee and share committee minutes with the community they represent.
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INFORMATION COMMUNICATIONS TECHNOLOGY COMMITTEE (ITC)

Terms of Reference

A.  Authority

The Information Communications Technology Committee operates through the authority of and reports to the President. Recommendations from the committee are submitted through the Information Technology Director for approval by the President.

B. Purpose

The Information Communications Technology Committee makes recommendations to the president through the Information Technology Director on matters relating to recommendations for technology fee purchases, policies related to technology, and communication.

C. Membership

The members of the Information Communications Technology Committee are selected at the beginning of each academic year and must include:

· Staff

· Faculty

Responsibilities of the committee members are to:

· Carry out assignments.

· Regularly prepare for and attend committee meetings.

· Actively participate in meetings.

· Share information on committee discussion, recommendation and decisions within the COM-FSM and gather input from their area of representation.

Staff from the Information Technology Office provide administrative and technical assistance to the committee when possible.

D. Organization

Chairperson - The chairperson’s responsibilities are to:

· Preside over meetings;

· Ensure the terms of reference for the committee are met and matters brought before the committee are judiciously addressed;

· Prepare and distribute the agenda prior to each meeting; and

· Ensure committee minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner.

Vice chairperson - The responsibilities of the vice chairperson are to:

· Preside over meetings in the absence of the chair; and

· Assist the chairperson with the above responsibilities.

Secretary - The responsibilities of the secretary are to:

· Take and prepare accurate minutes;

· Distribute and post the minutes in a timely manner; and

· Record attendance of committee members.

E. Meetings

Meetings are held monthly. On Tuesday 3 to 4 PM at National campus.  The chairperson may call special meetings. Meetings may be held face-to-face or via teleconferences or other communication technologies. Twenty-five percent of members present constitute a quorum for discussion purposes. A majority vote of all members is required to act on a motion. Electronic voting may be utilized when necessary. Results of electronic voting are to be documented in the next committee meeting minutes.

F. Responsibilities

The responsibilities of the Information Communications Technology Committee are to:

· Develop or revise policies and/or procedures assigned to or identified by the committee;

· Advise on request for usage of technology fee funds;

· Develop and maintain the technology plan for the COM-FSM system;

· Coordinate information and communications technology provisions throughout the College to maximize its effectiveness;

· Recommend career development and training needs of ICT support personnel

· Recommend the information communications technology resources required to implement the Colleges strategic plan; and

· Review and recommend a preferred vendor list for technology purchases for the College.

· Review assessments/evaluations of information technology services and make recommendations.

· Regularly prepare for and attend committee meetings.

· Actively participate in meetings.

· Share information on committee discussions, recommendations and decisions with and gather input from their area of representation.

G. Communications & Distribution of Information

Agenda items may be submitted to the chairperson by other members, other committees, or the administration. The chairperson compiles the agenda and forwards it to committee members prior to meetings.

All meetings are to have minutes which are to be distributed electronically within three working days of the meeting to members for their review. Members are to comment within the next three working days.  The minutes are officially adopted after being reviewed by at least 3 members. The Information Communication and Technology chairperson then distributes the official minutes to all members. The Information Technology office maintains a file on official Information Communications Technology Committee minutes.

Following each meeting, the chairperson informs all concerned of decisions or forwards recommendations from the committee to the President through the Information technology director. The chairperson also updates the members of the action taken on the committee’s recommendations.

Committee members convey concerns and input on current issues from their respective areas to the committee. They also discuss the issues being addressed by the committee and share committee minutes with the community they represent.
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RECRUITMENT, ADMISSIONS AND RETENTION COMMITTEE (RARC)

Terms of Reference
A. Authority
The Recruitment, Admissions, and Retention Committee (RARC) operates through the authority of and reports to the President.  Recommendations from the committee are submitted through the Office of Admissions, Records, & Retention (OARR) Director to the Vice President for Student Services (VPSS) for approval by the President.

B. Purpose
The Recruitment, Admissions, and Retention Committee make recommendations to the president through the Office of Admissions, Records, and Retention (OARR) Director to the Vice President for Student Services (VPSS) on matters relating to the recruitment, admission, and retention of students at the college. 

C. Membership
The members of the Recruitment, Admissions, and Retention Committee are selected at the beginning of each academic year and must include full-time faculty members and staff who has been recommended by all division chairs, all instruction coordinators, all vocation coordinators, faculty representation, staff representation, all activity heads, all campus deans, and department heads. The OARR Director shall serve as an ex-officio non-voting member of the Committee.

The RARC will elect members to be chair, vice-chair and secretary. Membership must be kept with a 20 number limit.

Responsibilities of the committee members are to:

· Carry out assignments.

· Regularly prepare for and attend committee meetings.

· Regular attend and actively participate in all regular and special meetings

· Share information on committee discussion, recommendation and decisions within the COM-FSM and gather input from their area of representation.

· Preview and evaluate the reliability and validity of COM-FSM Entrance Test (COMET) and make recommendations if need;

· Review statistical analysis of testing data;

· Recommend students for admission to appropriate programs;

· Oversee student recruitment; 

· Act on other matters referred by the Curriculum Assessment Committee, (CAC), and Student Services Department and vice versa; 

· Assist in the development and implementation of the institution recruitment and enrollment management plan and

· Review plans assessments and evaluations and make recommendations. 

D. Organization
1. Chairperson

The chairperson’s responsibilities are to:


· Preside over meetings;

· Ensure the terms of reference for the committee are met and matters brought before the committee are judiciously addressed;

· Prepare and distribute the agenda prior to each meeting; and

· Ensure committee minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner.

2. Vice Chairperson

The vice chairperson responsibilities are to:

· Presides over meetings in the absence of the chair; and

· Assist the chairperson with the above responsibilities. 

3. Secretary

The secretary responsibilities are to:

· Take and prepare accurate minutes;

· Distribute and post the minutes in a timely manner; and

· Record attendance of committee members. 

E.  Meetings
Meetings are held at a minimum once a month throughout the year.  The schedule is determined at the beginning of each academic term.  The chairperson may call special meetings or reschedule regular meetings as necessary.  

In addition to face-to-face meetings, teleconferences and electronic meetings may be held.  Having at least 40 percent of the members present constitutes the quorum needed to conduct a meeting.  A majority vote of present members is required to carry a motion during a meeting.   

Electronic voting may be utilized when necessary and decisions will be made through majority vote of those who participate. Three (3) working days should be allowed to for any electronic votes to be counted.  Those who do not participate within three (3) working days forfeit their right to vote. Results of electronic voting are to be documented in the next committee meeting minutes.  

F. Responsibilities
1. Committee Members
 The responsibilities of the committee members are to:

· Carry out assignments.

· Regularly prepare for and attend committee meetings.

· Regularly attend and actively participate in all regular and special meetings

· Share information on committee discussion, recommendation and decisions within the COM-FSM and gather input from their area of representation.

· Preview and evaluate the reliability and validity of COM-FSM Entrance Test (COMET) and make recommendations if need;

· Review statistical analysis of testing data;

· Recommend students for admission to appropriate programs;

· Oversee student recruitment; 

· Act on other matters referred by the Curriculum Assessment Committee, (CAC), and Student Services Department and vice versa; 

· Assist in the development and implementation of the institution recruitment and enrollment management plan and

· Review plans assessments and evaluations and make recommendations. 

G.    Communication and distribution of Information
Agenda items may be submitted to the chairperson by other members, other committees, or the President. The chairperson compiles the agenda and forwards it to committee members prior to meeting.

 All meetings are to have minutes, which are to be distributed electronically within three working days of the meeting to members for their review.  Members are to comment within the next three working days.  The minutes are officially adopted at the next meeting.  Once minutes have been approved by a majority of members the secretary will submit them through the Office of Admissions, Records, & Retention (OARR) Director to the Vice President for Student Services (VPSS) for approval by the President.

Following each meeting, the chairperson informs all concerned of decisions or forwards recommendations from the committee to the President.  The chairperson also updates the members of the action taken on the committee’s recommendations.

Committee members convey concerns and input on current issues from their respective areas to the committee.  They also discuss the issues being addressed by the committee and share committee minutes with the college community they represent.
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PLANNING AND RESOURCES COMMITTEE (PRC)
Terms of Reference

A. Authority
The Planning and Resources Committee operates through the authority of and reports to the President. Recommendations from the committee are submitted through the Vice President for Administrative Services (VPAS) for approval by the President.

B. Purpose
The Planning and Resources Committee makes recommendations to the President through the Vice President for Administrative Services on matters relating to planning and resource allocation

C. Membership
The members of the Planning and Resources Committee are selected at the beginning of each academic year and must include at least one representative from each site and one Student Body Association representative.

The committee will elect members to be chair, vice chair, and secretary.  Membership must be kept within a twenty member limit.

Responsibilities of committee members are to:

· Carry out assignments;

· Regularly prepare for and attend committee meetings;

· Actively participate in meetings;

· Share information on committee discussion, recommendations and decisions within the COM-FSM and gather input from their areas of representation;

· Bring information from their respective areas to the committee;

· Serve on working groups or subcommittees as needed.

D. Organization
A Chairperson is elected by the committee to serve a one year term. The responsibilities of the chairperson are to:

· Preside over meetings;

· Ensure that the terms of reference for the committee are met and matters brought before the committee are judiciously addressed;

· Prepare and distribute the agenda prior to each meeting;

· Ensure committee minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner;

· Forward committee recommendations within three working days through the Vice President for Administrative Services to the President.

A Vice Chairperson is elected by the committee to serve a one year term. The responsibilities of the vice chairperson are to:

· Preside over meetings in the absence of the chair;

· Assist the chairperson with the above responsibilities.

A Secretary is elected by the committee to serve a one year term. The responsibilities of the secretary are to:

· Take and prepare accurate minutes;

· Distribute minutes for review by members within three working days;

· Record attendance of committee members.

E. Meetings 
Meetings: Meetings are held at least once a month and additionally as needed. The chairperson may call special meetings, or upon consent of the majority of the members, reschedule the regular meetings. Meetings may be  held face-to-face or via teleconference or other communication technologies. Twenty-five percent of members present constitute a quorum. 

Decision making: The committee works on a consensus basis. If consensus cannot be reached and voting is necessary, a majority vote of all members present is required to act on a motion. Additionally, electronic voting may be used when necessary in which case a majority vote of all members who voted is required to act on a motion.

F. Responsibilities
The responsibilities of the Planning and Resources Committee are to:

· Promote cultures of planning and evidence as a basic responsibility of all leaders, managers, faculty and staff to ensure that planning and evidence-oriented behavior occurs at all levels of the organization;

· Review and recommend for approval matters of development, implementation, updating, and reporting on the College’s plans and resources.

G. Communication & Distribution of Information
Agenda items may be submitted to the chairperson by other members, other committees, or the President or the Vice President for Administrative Services. The chairperson compiles the agenda and forwards it to committee members prior to meetings. 

All meetings are to have minutes which are to be distributed to members for their review  within three working days of the meeting.  Members are to comment within the next three working days.  The minutes, if approved, are officially adopted at the next meeting.  Electronic voting may be utilized when necessary. The chairperson posts the official minutes .Following each meeting, the chairperson informs all concerned of decisions, or forwards recommendations from the committee to the President through Vice President for Administrative Services. The chairperson also updates the members of the action taken on the committee’s recommendations.

Committee members convey concerns on current issues from their respective areas to the committee. They also discuss the issues being addressed by the committee and share committee minutes with the community they represent.

