Prepared by JW Good

President’s Retreat Planning Committee AY05
Planning Table
Facilities

· Port Armor contact:  Terri Minor, 706-467-1446
· Large room with portable screen and electrical outlets with capacity to hold all participants

· Covered patio with nine 4-roundtops and capacity for 36

· Buffet to be served in hall 

· Large room, hall, and patio are contiguous with access 
· Tables available include ‘x’ 10-roundtops and ‘x’ 2-2-1-1 rectangular tables

· Facilities are rented from 10 am to 6 pm 
Organization

· Morning beverage station with coffee and soft drinks

· Buffet lunch

· Afternoon beverage station with coffee and soft drinks

· Self-service social 
Action plan and agenda:  Creating a Culture of Shared Governance and Visibility
	Session
	Location
and

Configuration


	Group
	Topics
	Equipment and Materials
	Product

	10:00 am

Committee set up at 9:30 am
Registration table:  Sign in list

Registration packets


	All areas
Tables and chairs for first, second, third sessions


	Planning Committee
	NA
	Computer, projector, extension cord, 60 note pads and 60 pens (in registration packet), 2 card decks (one card in each registration packet), name tags (in registration packet), 5 disposable scotch tape dispensers, 8 flip charts, self-adhesive backs and 16 markers (blue or black) (tripods not needed)

Lead person for registration packet development is Betty.

Invitations completed.

Needs:

Participant list to sign in.

Registration packet to include: schedule for retreat, old and new committee membership lists, reporting form for each session, annual reports, evaluation form (web), revised Statutes & Bylaws, university master calendar

	NA



	10:30 am 
Registration and AM refreshments
	downstairs 

hall

registration table 

beverage service station
	All participants
	Social
	Registration packet

	Completed registration list
(compare attendance to AY04)



	10:45 am
Welcome
Review of Scheduled Activities and Intro to Standing Committee retreat
	banquet

room

60 chairs

Set up to model last session for chairs to be brought back
	Dr. Leland; all participants
Facilitator to review schedule and intro to Standing Committee session: JW
	Welcome and Purpose of Retreat
Reflection and Extension

(not continuation of regular business)

Goals:
Examine within committees what worked and what didn’t


	Audio system should not be needed for facility

	NA

	11:00 am

Standing

Committee Session
Report out at 11:40 with 1 min. limit on reporting by each committee for what worked and why; then 2 min. for each committee on what did not work and why
	banquet room (2 groups) and patio

(2 groups)

2 groups of 3 square tables inside

2 groups of combined round patio tables outside
masking tape

Hang titles to identify where each committee places responses
	4 groups: Standing Committees with roles for meeting and ECUS 
Facilitators for each committee (organize lead/record/report out, handle process questions):  Jude/Craig (BP), Harry (US), Mike/Betty (AG), Cheryl (SA)
Assigned meeting locations:
AG, SA patio

US, BP banquet room
All participants on a committee during AY05 go to that committee.  Participants who did not have an AY05 committee assignment go to the new committee assignment for AY06

Committees determine session roles and report out.  Facilitators look for similarities and differences with help of participants
	Continuous improvement of committee processes (within committees):
What worked and why?

What didn’t work and why?
	Lead person for development:  JW

Materials:
Senate flow chart for general reference

4 flip charts with one for each standing committee


	List to be used by each AY06 committee and compiled for retreat report
Template:

What worked?

What didn’t?
Post 2  sheets for each committee on conclusions 
(These 8 sheets will be collected for transcription)

	Noon
Lunch

Serving will take est. 30 minutes
	banquet
room, patio

buffet served in hall 

Use same configuration as 11:00 am with added space for ECUS of 2 square tables


	5 groups: Standing Committees
and ECUS 

Assigned meeting locations:  AG, SA patio

US, BP, ECUS banquet room
Announce lunch and set the charge for lunch discussion:  Betty
	Based on 10:30 session, think about what would you change and how as you address the vision of the committee:

What does the perfect ‘x’ committee look like and do?  
(Draft a list of operating procedures and hand in)

Note pads and pens for each participant
	Lead person for development:  Betty
	Vision for AY06 ‘x’ committee operation to be used by each AY06 committee



	1:30 pm
US Retreat
	banquet room, patio
2 groups of 3 square tables inside

2 groups of combined round patio tables outside
	4 groups with members from each committee

Shuffled card deck to decide 4 groupings with one card placed in each registration packet
Assigned meeting locations:

Red cards in banquet room; black cards on patio; Any additional participants by assignment 
Directions:  Each team to select session leader and recorder 

(no report out) and post a sheet for each of the 4 scenarios with each committee having a different order of scenarios and consolidated list of major themes

At end of this session, during break, at beginning of 2:50 pm session, participants review posted charts

Session facilitator:  Cheryl & JW

	Goals:  Keep US from being a road block, improved governance communication, initiation of discussion on any topic by any committee, policy recommended by the administration

Scenarios 

1. Policy and Procedure
2. Communication:  University Community and Constituents
3. Communication:  Vertical and Horizontal
4. Time Sensitivity for Issues
5. Individual List of Issues

Suggested Scenario Template:
Scenario

Context

Question

Comments on Scenario
Possible Major Themes/Issues
Order of scenarios:

Hearts:  1234

Diamonds: 2341

Spades: 3412

Clubs: 4123
	Lead persons for development:  Cheryl

& JW
4 flip charts with self- adhesive back:  each team produces one sheet for comments on each of four scenarios and one sheet to consolidate  identified major themes
	 5 lists by each of the 4 groups stuck to wall areas for each:

1. Comments on Scenario 1     

2. Comments on Scenario 2

3.  Comments on Scenario 3

4.  Comments on Scenario 4

5.  [Group generated] Consolidated List of Issues (across all scenarios) 


	2:30 pm

Break 


	beverage service station
	All participants
	Social
Each participant reviews comments by each group

	NA
	NA

	3:00 pm
US Retreat:  Shaping Improved Shared Governance
	banquet room
60 chairs diagonally  facing the windows with computer, projector, screen in corner
	 All participants
Session facilitator:  

JW and Cheryl
	Summarize
 (All participants comment on major themes, all comments will be recorded and posted)

Major Themes:

From the flip charts, what themes seem to emerge in responding to scenarios?

Tie in:  Bring discussion back to parking lots
	Lead persons for development:  Craig and Harry

extension cords
computer, projector,  (screen provided)

4 flip chart sheets for each group 

	Record major themes on computer using projector for all to see development and reflect

	4:30 pm
	banquet room
	Cheryl
Dr. Leland
	Comments and evaluation process

Closure and Celebration
	NA
	NA

	4:30 pm

Social


	patio
self-service station
	Social for all participants
	Evaluation question for each session with open section for comments on each

	Evaluation form and pens
	Completed evaluations


