Attachment #1

TEMPLATE for MINUTES of COMMITTEE MEETINGS
California State University San Marcos

College of Education, Health and Human Services

School of Education
Committee Name
(draft) MINUTES

Date, time, location
MEMBERS & GUESTS
	X
	Name      (role)
	X
	Name      (role)

	X
	Name      (role)
	X
	Name      (role)

	X
	Name      (role)
	X
	Name      (role)

	X
	Name      (role)
	X
	Name      (role)


GUESTS:  (name)
QUORUM
[ x ] Yes, a quorum is present.
[    ] no quorum
APPROVAL OF MINUTES

Approved: the minutes of (date) meeting
APPROVAL OF AGENDA
Approved:
MEETING DESCRIPTION
Old Business

Topic 
Narrative: a brief narrative to inform the community.
Topic:
Narrative: a brief narrative to inform the community.
New Business

Topic
Narrative: a brief narrative to inform the community.
Topic

Narrative: a brief narrative to inform the community.
NEXT MEETING
The next meeting will be held on (day & time) at (building  &  room #).
ADJOURNMENT

Meeting adjourned at (time of day)
MINUTE NOTE TAKER
Minutes were taken by (name)

Helpful Guide to the MINUTES TEMPLATE FOR SOE MEETINGS
This guide provides members of standing SOE committees with information on each section of the template for taking minutes of committee meetings. The name of each section is listed in bold on the left hand column. The description and examples are posted in the right hand column. 

The process of amending, approving & submitting minutes of committee meetings is as follows:

The committee member taking the minutes sends the draft minutes in a timely fashion to the committee chair for review and editing as needed. At the next committee meeting, the committee chair provides committee members with a copy of the minutes for their review. Any amendments are incorporated and the minutes are approved by the committee. Approved minutes are submitted to Donna Matanane. ( matanane@csusm.edu)
(reference: Quick Guide to Drafting Minutes of Meetings by Silk, Adler & Colvin)
	Heading
	California State University San Marcos

College of Education, Health and Human Services

School of Education

Name of Committee

MINUTES – Place the word “draft” in front of “minutes” until the committee has approved them.
Date, time, place of meeting

	Names of committee members & guests


	This section lists the names of each committee member in attendance, and the name of each absent committee member. Also listed are the names of any guests present at the request of the committee. The role of each committee member is placed next to their names.
The names of committee members can be copied from the SOE committee roster found on SOE website under the faculty link, (www.csusm.edu/education/FacultyStaff/index.html). Paste the names into a table. Mark the box next to each name of members in attendance. Leave a box empty if the member is absent. Use the same table of names for the minutes of each meeting.

	Quorum


	This section provides an acknowledgment of the presence of a quorum for the transaction of business or the lack of a quorum. According the SOE Governance document, a quorum consists of a “simple majority of the voting members” (p. 7). [3.2.1 “A quorum for all Standing Committees consists of a simple majority of the voting members.”]

	Approval of Minutes


	Based upon the committee’s review (and possible amending) of the minutes of the previous meeting, this section states that the minutes of the prior meeting have been approved. The date of the minutes of the prior meeting should be stated. 

	Meeting Description


	This section provides a brief narrative description of the course of the meeting. The topics of discussion are arranged under the titles of “Old Business” and “New Business”. “Old Business” refers to items that have been discussed in a previous meeting and for which there is a need to follow up with further recommendations or on actions taken. “New Business” refers to items that have not yet been discussed and for which decisions and/or actions need to be taken.

Each topic is copied from the topics listed on the meeting agenda. Under each topic, a brief narrative should inform the community of the main points, conclusions, decisions or actions by the committee.

Names should be deleted from main ideas of the discussions. Only include names in order to identify the name of the person responsible for a task that has been assigned by the committee.

	Next Meeting
	This section states confirmation or arrangements for scheduling of the next meeting.

	Adjournment
	This section states the time of day when the meeting has ended.

	Names of minutes note-taker 
	This section states the name of the individual who took the minutes during the meeting. The name should be noted at the bottom of the minutes.




RECOMMENDED: 

Committee chair creates the AGENDA for committee meeting using the MINUTES TEMPLATE

This will be helpful to the committee member taking minutes.
California State University San Marcos

College of Education, Health and Human Services

School of Education

Committee Name
AGENDA
Date, time, location
MEMBERS & GUESTS
	X
	Name      (role)
	X
	Name      (role)

	X
	Name      (role)
	X
	Name      (role)

	X
	Name      (role)
	X
	Name      (role)

	X
	Name      (role)
	X
	Name      (role)


GUESTS: (name)
QUORUM

[    ] Yes, a quorum is present.

[    ] no quorum
APPROVAL OF MINUTES

Approved: the minutes of (date) meeting
APPROVAL OF AGENDA
Approved:
MEETING DESCRIPTION
Old Business

Topic 
Topic:

New Business

Topic
Topic

NEXT MEETING
The next meeting will be held on (day & time) at (building  &  room #).
ADJOURNMENT

Meeting adjourned at (time of day)

MINUTE NOTE TAKER
Minutes were taken by (name)
SAMPLE MINUTES – illustrating minutes template
California State University San Marcos

College of Education, Health and Human Services

School of Education

Professional Mentoring Committee

(draft) MINUTES

October 15, 2011

10:00am – 11:00am, UH 449
MEMBERS & GUESTS
	X
	Elizabeth Garza (chair, tt rep)
	X
	Sue Moineau (tt rep)

	X
	Kathy Hayden (tt rep)
	X
	Virgian Morrissette-Hughes (staff rep)

	X
	Janet McDaniel (tt rep)
	X
	Sharon Scott-Gonzalez (DTiR rep)

	X
	Patricia-Prado Olmos (admin)
	
	


GUESTS: visiting representative from Nursing: Amy Carney
QUORUM
[ x ] Yes, a quorum is present.
APPROVAL OF MINUTES

Approved: the minutes of Sept 26, 2011 meeting
APPROVAL OF AGENDA

Approved
MEETING DESCRIPTION
Old Business
Committee serving college units
When contacted all units in college expressed interest in representation on PMC. PMC decided the chair would follow up by inviting them to attend a meeting this semester to discuss college-wide mentoring needs.

Identifying new faculty & staff in COEHHS

Draft of list identifying new faculty and staff was brought to the meeting. Committee reviewed and revised it as needed.
New Business
Mentorship needs
PMC developed letters to new faculty and staff to solicit their ideas and needs for orientation and mentoring. PMC decided to send one letter to new faculty and another to staff. Elizabeth will send them out.

It was shared that DTiRs need some general resources and specific support with teaching. Sharon will draft a list of proposed mentorship actions for new DTiRs.

PMC decided to start a “professional mentorship” moodle site that could house resources. Elizabeth will speak with IITS to create the site.
Planning PMC events

PMC decided to plan PMC events. The first planning session will take place October 31st.
1) Staff meet & greet for all COEHHS staff based on identified need of getting acquainted with one another and the various positions. Virgian will draft a meet and greet agenda.

2) WPAF work party for COEHHS would provide drop-in opportunities for TT faculty interested in viewing files of professors who have already been tenured and/or who would like specific support with their own files. Janet will send out a “doodle” to find out best dates for faculty.
NEXT MEETING
The next meeting will be held on October 30 from 1- 2 pm in UH 449.
ADJOURNMENT

Meeting adjourned at 11:07 am
MINUTE NOTE TAKER
Minutes were taken by Janet McDaniel
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