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San Luis Obispo County Community College District 

Committee Initiatives and Reporting 
2013-2014 

 
The committees governed by these guidelines are Central, Content and Standing 
Committees. 

Timeline:  

 In September annual committee initiatives are developed by each 
committee during the first meeting of the fall semester.  To establish 
committee initiatives, review the District’s institutional goals and 
objectives. When appropriate, integrate the institutional goals and 
objectives into committee initiatives.  Committee initiatives need to support 
integrated planning and the District’s goals when applicable.   

 In January a mid-year report is requested by the President’s office.  The 
mid year report includes an updated committee roster, updated initiatives, 
the committee’s progress toward initiatives and other accomplishments. 

 In April the end of year report is requested.  In addition to the information 
requested mid-year the committee performs a self-assessment and 
includes issues the committee proposes for next year (by any committee 
or organization) and the committee’s recommendations for changing the 
description or composition of the committee to achieve its initiatives for the 
upcoming year which are included in the end of year committee report.   

 In June the final committee reports are summarized and presented to the 
President’s Cabinet for review.  A summary of Cabinet recommendations 
for referral and action is added to the end of year report. 

 The Superintendent/President sends the report of the committees’ 
accomplishments, recommendations and self assessment to the 
Institutional Effectiveness Committee for review. 

 IEC reviews the Cabinet report, makes recommendations, and sends the 
document to the Cabinet liaison for inclusion in the initiative planning 
session at the first meeting during the fall semester. 

 The Cabinet liaison facilitates committee initiative setting at the first 
meeting in the fall semester. 



 

Thousands of Success Stories 

 
SAN LUIS OBISPO COUNTY COMMUNITY COLLEGE DISTRICT 

 

 

MEMORANDUM 

TO: President’s Office  

FROM:       

DATE:       

SUBJECT: Committee Initiatives for 2013-2014 

 

Instructions: List the committee’s 2013-2014 initiatives.  

 

NOTE: The committee chair (co-chairs) is (are) responsible for completing reports following 

dialogue with the committee.  As a committee, you will be asked to assess progress toward these 

initiatives on the mid- and end-of-year committee reports.  Assessment of the committee’s progress 

toward initiatives is a critical part of the annual cycle of assessment where outcomes lead to 

change and improvement.   
 

 Name of the Committee 

   

 

 Committee Members (chair and liaison noted) 

      

 

Committee Initiatives as listed on the chart below should correlate with the committee description 

and may also reflect institutional goals. 

 

Committee Initiatives for 2013-2014 

 

Description 
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Tips for Setting SMART Initiatives 
Specific A single, specific action or event that will take place. 
Measurable Quantifiable.  How will you know the initiative is completed? 
Attainable Given available resources including human capacity and budget, is the initiative attainable? 
Relevant Relates to the committee’s charge and District institutional goals and strategies. 
Time-specific Specify the time period by which it will be accomplished. 
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SAN LUIS OBISPO COUNTY COMMUNITY COLLEGE DISTRICT 

 

 

MEMORANDUM 

TO: President’s Office  

FROM:       

DATE:       

SUBJECT: Committee Mid Year Report for 2013-2014 

 

Instructions:  Describe the committee’s Fall 2013 accomplishments and identify additional initiatives for Spring 

2014 if applicable.  Indicate for each initiative whether it has been completed or is in progress.  

 

NOTE: The committee chair (co-chairs) is (are) responsible for completing reports following dialogue 

with the committee.  Assessment of the committee’s progress toward initiatives is a critical part of the 

annual cycle of assessment where outcomes lead to change and improvement.   
 

 Name of the Committee 

      

 

 Committee Members (chair and liaison noted) 

      

 

Initiatives  Completed In 

Progress 

Accomplishments 

1.               

2.               

3.               

4.               

5.               

6.               

7.               

8.               

9.               

10.               

11.               

12.               

13.               

14.               

15.               
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SAN LUIS OBISPO COUNTY COMMUNITY COLLEGE DISTRICT 

 

 

MEMORANDUM 

TO: President’s Office  

FROM:       

DATE:       

SUBJECT: Committee End of Year Report for 2013-2014 

 

Instructions:  Update the committee’s accomplishments for the 2013-2014 year.  Complete the self-assessment. 

Make recommendations for 2014-2015 for this or other committees.  
 

NOTE: The committee chair (co-chairs) is (are) responsible for completing reports following dialogue 

with the committee.  Assessment of the committee’s progress toward initiatives is a critical part of the 

annual cycle of assessment where outcomes lead to change and improvement.   
 

 

 Name of the Committee 

      

 

 Committee Members (chair and liaison noted) 

      

 
Initiatives Completed Carried 

Forward 

Will Not 

Pursue 

Status Description 

1.                

2.                

3.                

4.                

5.                

6.                

7.                

8.                

9.                

10.                

11.                

12.                

13.                

14.                

15.                

 



 

Thousands of Success Stories 

 Self Assessment 
 To what degree has the committee met its roles and responsibilities? 

      

 How could the committee improve its effectiveness in regard to meeting its roles and responsibilities?   

      

 How effective was the committee in completing its initiatives? 

      

 How might the committee improve its effectiveness in regard to accomplishing its initiatives? 

      

 What resources are needed to assist the committee in achieving its initiatives? 

      

 List the committee’s recommendations for changing the description or composition of the committee to 

achieve its initiatives addressed for next year. 

      

 

Recommendations 

 What topics should be addressed by this committee next year?  

      

 Are there any additional roles or responsibilities this committee should be addressing? 

      

 What issues, initiatives or work has the committee identified that other committee(s) and/or departments 

should address next year?  

      

 

 

 


