Executive Technology Steering Committee Protocol

As of September 22, 2005

ETSC Membership

ETSC membership will be comprised of representatives from the four primary College organizations.  The current members of the ETSC are:

Administration

· Dr. Frank Reis (chair): EVP, Administration

· Dr. Carl Powell: VP, Technology Systems and Resources

· Mary Ann Fitz: Administrative Assistant, TSR

· Penny Shelby: Executive Director, TSR

· Dr. John Nworie: Executive Director, TSR
Academic and Student Affairs

· Dr. Jackie Joseph-Silverstein: EVP, Academic and Student Affairs

· Dr. Linda Simmons: VP, Academic and Student Affairs

· Lindsay English: Director, Faculty Development

· Rod Disbennett: Interim Executive Director, Distance Learning

Finance and Business Services

· Janet Mann: EVP, Finance and Business Services
· Mark Polatajko: VP, Finance and Business Services

Workforce and Economic Development Division / Corporate College
· David Reines: EVP, WEDD/CC
· Chuck Mackey: Executive Director, WEDD/CC
Community Portal
The collegewide technology community portal, available to all CCC employees, is located at http://knowledge1/sites/etsc/default.aspx 
ETSC Meeting Schedule

ETSC meetings are scheduled for the first Thursday of every month from 8:30 a.m. to 10:30 a.m. in the District Resource Room, unless otherwise noted.  The current 2005-2006 schedule is:
November 3, 2005
December 1

January 5, 2006

February 2
March 2

April 6

May 4

June 1

Monthly Meeting Protocol
1. Update projects in the K-drive ETSC folder using template.   

K: Administration

Technology Systems & Resources

TSR Management General

ETSC

Thread like or similar projects into one update.  Updates must be posted to the ETSC folder at least one week prior to monthly ETSC meeting. Project updates are to be less than 90 days old (even if timeline/summary has not changed).  On a monthly basis all updates will be reviewed for timeliness, scheduled completion dates and accuracy.

2. The meeting agenda will include: 
· Major discussion topic for current meeting

· List of all projects including

· Project status (new, started, completed, cancelled)

· Completed projects will be moved to and archived in the ETSC “Completed Projects” folder

· Last revision date of project summary

· Summaries more than 3 months old will be flagged as out of date
· Projects with summaries more than 6 months old will be cancelled (funding cancelled)
· Project manager

· Project fund (if appropriate)
· Action items (if appropriate)
· List of future meetings and discussion topics to be covered

3. Dr. Frank Reis will chair all meetings.  In his absence, Dr. Carl Powell will chair.

4. A majority quorum of members must be in attendance to call a meeting to order.  Itinerary will be:

· Call the meeting to order

· Acceptance of all revised project reports

Please note that clarification questions are appropriate during the ETSC meeting, but any major points of discussion should be conducted with the project leader prior to the ETSC meeting

· Review standing agenda items

· Lead discussion of major topics
· Request approval of proposed action items
· Close and adjourn the meeting
5. All ETSC meeting minutes will be posted in the ETSC folder.
Project Nomination Process

1. The project requestor would create a project proposal using the template available in the ETSC folder on the K drive:

K: Administration

Technology Systems & Resources

TSR Management General

ETSC

A project proposal is required for all projects that require TSR resources (personnel or equipment) or require college technology funding.

2. The project requestor will electronically forward the completed project proposal to the appropriate EVP for approval and sponsorship.

3. The EVP will then electronically forward the approved project proposal to Dr. Carl Powell for review to determine what impact (if any) there will be on personnel resources (technology and departmental) as well as potential impact on current or proposed projects.

4. Dr. Powell will request that the project be included as an action item for the next monthly ETSC meeting.  Deadline for submittals is 5 business days prior to the ETSC meeting.
5. ETSC will review the proposed project and determine if it should be approved (including funding request), rejected, or returned for additional information.  If the sponsoring EVP is not in attendance, Mary Ann Fitz will notify them of the committee’s decision.  The committee’s decision will also be reflected in the minutes of the meeting. 

6. If approved, the project leader must fill out a project activity report using the template available in the ETSC folder on the K drive.  All project activity reports should be electronically forwarded to Mary Ann Fitz for inclusion in the ETSC projects folder.  Deadline for submittals is 5 business days prior to the ETSC meeting.
7. Activity reports must be kept current (less than 90 days old), even if the report contents have not changed.  Activity reports older than 90 days will be identified as out-of-date on the monthly ETSC project listing.  Projects with activity reports older than 180 days will be cancelled (with all project funding removed).
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