Steering Committee
November 16, 2012
Meeting summary

Attendees:  Mike Koon, Lisa Ingram, Christina Sullivan, Becky Yesenczki, Lucy Kefauver, Debbie Cresap, Ralph Lucki, Greg Winland (by phone)

Excused:  Lisa Soly, Chris Kefauver, Michele Watson, Larry Tackett

Summary complied by:  Christina Sullivan

At the Steering Committee meeting today, we talked about finalizing the self study draft and considering how to imbed links to evidence in the document.  Here are highlights:

1. We need a final copy of chapters by Wednesday, November 21.  This is a non-negotiable deadline because we must have a final draft to Hilary by November 27 (the Tuesday after Thanksgiving) and the document as a whole needs proofed/edited before then.  In that process, we (Mike and I) will check for consistency, errors, etc.  Thus, we need chapters before we leave for break.
1. The chapters are near finished.  A couple of chapters are wrapping up with a few remaining data points and tidying up some points of fact.
1. Mike is going to touch base with Lisa Soly about adding a few points about strengths, challenges, and plans for the future to Criterion 1; he will also do the same with Greg for Criterion 2.
1. Mike will send CCSSE data to Lisa Ingram for Criterion 3.
1. We can address institutional effectiveness in Criterion 3 by highlighting the Strategic Plan, staff unit reports, and our Title III grant as evidence of our institutional effectiveness.
1. Larry Tackett had communicated with me that he will touch base with Mike next week on a couple of WorkForce items for Criterion 5, but that chapter is nearly completed.
1. For the Change Request, we have sent in the first part of our request, and Debbie is tying up a few last pieces of data and information for part 2.  The Change Request will be sent at the same time as our self study, but it will be a separate document now.
1. For Federal Compliance, Nancy Albert is working on a form for the credit hour requirement, as well as a policy for the credit hour (how we assign credit hours, etc.).  Mike also shared that HLC sent us a notice that, while we do not need to take action now, we should look at our default rates and how to address them.  We took the proactive approach and responded with an explanation of activities that have already been put in place by the college to address this issue.  This piece of our self study is also nearly completed, and I will work on holes before Thanksgiving break.
1. We also talked about how to link evidence in the document.  After our group’s discussion and a meeting between Hilary, Becky, and I,  here is our plan:
· For each chapter, we will list evidence at the beginning of each criterion component section (i.e., list all evidence for 1a under the section that begins 1a) as we have been doing.
· Include numbering (with Criterion number, component letter, and numbered piece of evidence) with each piece of evidence in the list (i.e., for criterion 1a evidence, the list would look something like:  
· Catalog—1.a.1
· Strategic Plan—1.a.2
· Etc.
· In the document, when a piece of evidence (that will be in the Resource Room) is mentioned, include the numbering in the narrative.  For instance, the statement, “The Strategic Plan is available in the Resource Room as 4.a.1,” will tell the peer reviewer which piece of evidence to select from the list at the start of that section.
· Becky and I will create a section of the website specifically for accreditation evidence. This will have a “parent page” to introduce the fact that this is our evidence warehouse.  On that page, we will include links to pages branching from the parent page—one for each chapter that houses evidence.  We’ll call these offspring pages.  On the offspring pages, we will list and link evidence under each component for each criterion, etc.  Thus, if a reviewer wants to see the actual document, this will be the way he or she can actually view it.
· We will send in the final drafts to Hilary on November 27, she will format and design a chapter at a time, and then she will shoot the chapter back to someone who can add hyperlinks (likely to be me, Becky, Linda Dudash, or Hilary herself).
· [bookmark: _GoBack]After hyperlinks are added by whomever is working on a particular chapter, we send that document back to Hilary to plug back into the main document.  We need to do it this way (rather than before sending the document to Hilary) because the links will not carry over to In Design but they can be added once the document is saved as a PDF in the program.

