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Planning Council Meeting Summary 
	Date, Time, Place:
	May 13, 2021, 2:30 p.m.- 4:00 p.m., Zoom


	Attendance:
	x
	Comey, William
	x
	Love, Janice
	Guests:
	Guests:

	
	x
	Cooley, Cami
	x
	Person Hammond, Sidney
	
	

	
	x
	Ebersole, Erin 
	x
	Quattlebaum, Lesley (co-Chair)
	
	

	
	x
	Fain, Cicero (co-Chair)
	x
	Rogers, Jacquelyn
	
	

	
	x
	Graham, Lisa
	
	Ruble, Michelle
	
	

	
	x
	Kapinos, Olivia (student member)
	x
	Yellman, Kim
	
	

	
	
	
	
	
	
	

	Recorder:
	x
	Staff, Donna
	
	
	
	


Zoom meeting recording link: https://csmd.zoom.us/rec/share/dLrWLA0QwSjK0TkxTQ_ics6JjHL42mjIyPZf4zDOvaN0NR9Nvy8FJYF53yDibY4Y.3kVvCxjQNRHQwBk5 
Password: n21@hTn*
	Item/Topic
	Discussion/Reports
	Assignments/Actions

	Call to Order
	· Cicero called the meeting to order at 2:32 p.m.
	

	Approval of Agenda for May 13, 2021
	· Cicero asked if there were any objections to approving the agenda as written. There were no objections. The agenda was approved as written. 
	

	Approval and Review of the April 8, 2021 minutes 
	· Cicero asked members if any corrections need to be made to the minutes. There were no corrections. All were in favor of approving the minutes as written. 
	

	Overview of the OPP Division – Bill Comey
	· Cicero turned the meeting over to Bill Comey to provide an overview on the Operations & Planning Division. 
· He shared the organizational chart for the Operations and Planning Division. 

· The Planning, Institutional Effectiveness, and Research Department is led by Dr. Erin Ebersole. This department helps areas within the college to develop and implement strategic plans, tactical plans, and operational plans. This department is also responsible for federal and state reporting.

· The other areas in the OPP Division are part of the operations side. This includes Information Technology, Facilities Management, Public Safety & Preparedness, Campus Operations, and Strategic Initiatives and Projects. 

· He reviewed some of the Operations and Planning Objectives: 
· Campus Operations:

· Implement a new Campus Operations team structure to move from a campus-based to a college-wide structure.
· Expand the use of the Let’s Talk feedback system to more college areas and optimize its functionality. 
· Partner with HRD and hiring units to improve onboarding and exiting processes regarding office assignments, technology, keys, directory information, etc.
· Implement COVID-19 best practices and protocols for meetings and events.
· Put new processes and procedures in place to manage day to day activities and events at the Velocity Center.
· Work with Procurement to develop alternative approaches to Central Supply system and phase out Central Supply.

· Information Management:
· Develop and implement a new strategic Information Technology Plan and IT Governance Structure.

· Phase out the use of Web Advisor as the platform for online service activities.

· Replace the custom Continuing Education registration system with a new solution.

· Physical Plant: 

· Increase specialized training and certifications for Building & Grounds staff to include COVID-19 resources.
· Green initiative which includes green cleaning, energy efficient buildings, and determining other ways to reduce our cost and carbon footprint. Bill gave an example, which is to evaluate use of the vehicle maintenance fleet and develop recommendations to lower costs and improve efficiency.
· Planning, Institutional Effectiveness, and Research: 

· Lead process to develop a new Institutional Strategic Plan.
· Work with the College Assessment Team to fully implement department assessment process and develop methods to incorporate budgeting into this work.
· Streamline and document PIR data request and survey request process.
· Work with IT and other stakeholders to create a sustainable Data Governance process and oversight committee. 
· Public Safety & Preparedness:
· Apply for and implement Special Police Officer (SPO) status on all campuses.
· Transition training program to lesson plan format for compatibility with SPO training mandates from Maryland State Police. 

· Revitalize the Emergency Action Coordinators (EAC) program on all campuses to ensure coverage and adequate training for all members.

· Strategic Initiatives and Planning:
· Coordinate the planning, scheduling and activities associated with the development of the new Facilities Master Plan (FMP).
· Help coordinate efforts to seek State funding for the renovation of the Health Technology (HT) Building. 

· Help coordinate efforts to seek State funding for the replacement of the La Plata Campus Wastewater Treatment plant.

· At the conclusion of his presentation, he asked if anyone had questions.
· Lesley asked if there is a Campus Operations Coordinator at the Velocity Center and the Regional Hughesville Campus. He advised that the Velocity Center has a Campus Operations Specialist. There will be a Campus Operations Specialist at the Regional Hughesville location once the new Health Sciences building is complete. 
· Erin asked Bill if he could explain the purpose of the Velocity Center.

· He advised that the Velocity Center is near the Navy base in Indian Head, MD. Even when invited, it is hard for guests to get on the base. They wanted a presence outside the base, to host meetings or for tech-transfer. Additionally, the town of Indian Head used to be a busy place, but many businesses closed as the center of the county shifted to Waldorf, MD. Indian Head is trying to spark economic development. The Velocity Center serves as a Conference Center, and a Learning Laboratory while allowing the Navy to have a presence off the base. 

· Cami asked if the Velocity Center belongs to CSM. Bill advised that a developer built the building. The college has a seven-year lease on the space. Similar to the Waldorf Center, the Velocity Center is a CSM facility that we rent. If someone wanted to host a meeting or event at the Velocity Center, they would rent the Velocity Center through CSM. 

· Bill advised that the OPP Division has a lot of plans, and it will need to be decided what planning documents need to come to CPC as a discussion item or an as information item.  Examples of plans within the OPP Division include the Facilities Master Plan, the Emergency Management Plan, and the Information Technology Plan. It is important that there is a group reviewing the various plans to ensure they are connected. 
	

	Mass Email Policy Feedback
	· CPC members were assigned GA: 3023 Mass Email Distribution to review and provide feedback for the College Wide Council. Cicero reviewed the feedback collected.
· Question 1 – Is the policy current?

· Per Marketing and Communications who reviewed the policy, it is not current and requires updating.

· Terminology and department names/ acronyms should be updated.

· Question 2 – Is the policy clear?

· There are areas that are not clear.

· Under definition section clarify terms “academic matters”? Does faculty include Deans and Chairs?

· How does the policy relate to CWD?

· Can CSM email be sent to over 100 people if they all have a csmd.edu email?

· Definition of the term employee throughout is unclear as to who is included in this term.

· Under policy section “official information” is unclear, who are external customers.
· Ensure procedures are clearly listed in the policy.
· Under procedures: Specify how to get assistance with Colleague queries.

· If other policies are references, include hyperlinks.

· Additional feedback was collected during the meeting, including the following:

· Cami said that the policy needs to address course and/ or program (program needs to be added). She also suggested addressing ‘’any course’’ not just web courses under the policy section. 
· Janice said that the policy needs to address sending email to CSM student email addresses. 
· There was a lot of discussion about the possibility of establishing a way to track the number of emails that are sent institutionally (i.e. mass emails are currently being sent through non-marketing areas). It is concerning because if the college ends up on the spam list, individual faculty members will not be able to email students. 
· The council suggests that IT review this policy. 

· Question 3 – Is the policy fair to all employees?

· Yes (CPC did not receive feedback stating otherwise).

· Question 4 – Does the policy need further research? If so, identify units, or employees who may have subject matter expertise to provide information and reach to them.

· As noted above Marketing was asked to review the policy to provide input.
· Question 5 – What recommendation are there for changes?

· Recommend consulting with IT to ensure that CSM protects our edu.
· Consider referring to the federal policy.

· Cicero asked if there was any other feedback. There was no other feedback. 
	

	College Wide Council Updates
a. Constitution and Bylaws
b. Faculty Handbook
	· Lesley provided an update on the Constitution and Bylaws. The workgroup has drafted documents to present to the College Wide Council.  Once the workgroup has finalized feedback, Lesley will share the documents with this council and ask for high level feedback.
· Cicero provided an update on the Faculty Handbook. He advised that the workgroup has only met once. Their primary goal has been to establish an introductory section in the Faculty Handbook, to explain the purpose of governance, the college’s mission statement and other initial introductory aspects. 

· They are still determining what is critical to include in the Faculty Handbook. 

· Cicero asked if there were any comments or questions. There were no comments or questions.
	

	New Business: Telework Policy
	· CPC members were asked to review the draft Telework Policy and provide feedback for the College Wide Council. Lesley reviewed the feedback that was gathered.
· Question 1 – Is the policy current?
· Yes.
· Question 2 – Is the policy clear?

· Does it matter if the employee teleworks locally or if they are remote from the CSM area?

· What are the expectations for a Telework Employee?
· Under Work Location – Does a dedicated work area mean a uniquely assigned space or can it be a shared workspace?

· What are the expectations during work emergency closings and inclement weather?

· Question 3 – Is the policy fair to all employees?

· What is the rationale for 60% onsite if employees are able to do more work from home?
· What positions are eligible for telework?

· Are there minimum job performance expectations?

· Performance expectations while in telework status and to maintain telework status?

· Question 4 – Does the policy need further research? If so, identify units, or employees who may have subject matter expertise to provide information and reach to them.

· No feedback was received. 

· Question 5 – What recommendations are there for changes?

· See above comments.
· Lesley asked council members if they had additional feedback. There was not any additional feedback. 
	

	Unfinished Business
	· Cicero asked if there was any unfinished business. Erin had unfinished business to discuss.
· She advised that Andrew Lawlor and his team have written the Technology Strategic Plan. She asked members to review the plan and be aware of it and share with others in their area. She specified that CPC has not been asked to provide feedback on the Technology Strategic Plan at this time. 

· Janice asked for clarification on what information is okay to share with her area. As an example, would it have been okay to share the draft telework policy and gather feedback from her team? Erin said no, it would not have been okay to share the draft telework policy because it is not an approved document. 

· Members felt that there needs to be documentation on what can and can’t be shared.
· Janice suggested that the documents in Teams should be noted whether they are okay to share. Members agreed and felt this was a good idea.
· Cicero asked if there was additional unfinished business. There was not any additional unfinished business. 
	

	Adjournment
	· The meeting was adjourned at 3:55 p.m. 
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