Communication Working Group 

Minutes of July 2, 2007 Meeting

President’s Conference Room

Present: Joe Saimon, Rencelly Nelson, Karen Simion, Phyllis Silbanuz and Jimmy Hicks.  
The Communication Working Group met in the President’s Conference Room July 2, 2007 from 2:00 PM to 3:30 PM.   
Agenda topics included: 
Implementation strategies:

· Communications and decision grids

· Email rules and etiquette and Forum guidelines + Electronic communications at COM-FSM
Email rules and etiquette and forum guidelines + Electronic communication at COM-FSM
A discussion was held on the dimensions to implementing new communications strategies at the college.  Issues raised were the lack of response to email; volume of email; lack of priorities to email (everything seems to be considered a priority in the current email structure at the college) and misuse of email.  An additionally major issue was that there no discipline measures for misuse of email or other communications media.

A discussion was held over who should enforce discipline for communications (especially email).   Suggestions were supervisors, CWG but not IT.  
It was noted that motivation seems to play a large part in how effective communications are at the college and that efforts for improving communications will have to address cultural traits at the college.   
 Joe Saimon provided handouts on advantages and limitations of different types of media used for communications.  
It was agreed that a training programs would need to be conducted.  Various options were noted inducing travel schedules to the campuses.  The CWG chair will develop PowerPoint presentations with full notes sections to allow multiple individuals to delivery the CWG recommendations for improving email and electronic communications at the college. 

It was also discussed and recommended to request IT to establish a “Communications Working Group” email address and password to use by the group members for individuals who are misusing email or the forum.    

Joe Saimon will develop some basic form emails that can be used to reply to different types of problems.  

Similar to the forum disciplinary measures, repeated misuse of email could result in suspension of email privileges at the college.  

Communications and decision grids
A discussion was undertaken on how to implement the communications and decision grids for the college.  Eventually, all areas need to have decision and communications grids developed; however, the immediate need (the decision and areas are impacted by the Program Planning Conference tentatively being set for August 30 – 31, 2007) was determined to be developing grids for the following areas:  
· Program approval 

· New courses

· Budget

· Events (gym, MITC, etc)

· Quality standards 

· Personnel 

· Budget

· Accreditation

· Goals/objectives

· Enrollment management

· Facilities

The CWG chair will work with the appropriate vice presidents to set up working schedules.  It was noted that the communications and decision grids work best when all the major parities to the process are included in the discussion and development of the grids.

Next Meeting

The next meeting of the communications working group will be on Monday, July 9, 2007 at 2:00 PM in the President’s conference room.  Topics of discussion will include developing communications strategies for major stakeholders for the college.  
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Improvement of Electronic Communications 

An Overview

Background

WASC in its recommendations (2004) to the college in its exit report (2006) noted that improvement of communications was a necessary activity for the college.  In Dr. Marie Smith’s (head of 2006 site visit team) exit report it was indicated that the college had significantly increased the volume of information exchange at the college, but with the increase of information some confusion was also present.  They noted that a communications policy was adopted by the college outlined roles and responsibilities for information and decision making.  

To this end, the college’s communication working group was established to develop processes and procedures to implement the communications policy.  The working group has been looking at ways to make communications at the college more effective and efficient and improve accountability for information collection and dissemination.  What information is needed, who is accountable for it, how is it best collected and disseminated, and how can the improved communications work toward improved understanding of what is happening at the college, the environment in which it is located and result in a more shared process for decision making.  

Email & forums 

Email has become a major source of information exchange at the college.  However, problems have developed in some cases with the large volume of email, effectiveness of email in certain areas, and accessibility of email by state campuses.  The working group has reviewed existing email patterns at the college, conducted extensive research on best practices for email and looked into establishment of forum (s) for the college.  

To assist with electronic communications, IT has established a forum site for college faculty, staff and students.  IT has also negotiated with FSM Telecommunications increased bandwidth allocation for all campuses.  

Research shows that certain types of communication work best with certain types of communication media.  Most organizations are also developing or have developed communication technology guidelines to provide structure to communications at their institutions.    

The college forum has been set up to assist with discussion and dialogue on different topics of interest at the college.  One major purpose of the forum is to open discussion on issues to the college community.  An advantage of a forum is that different threads and different conversations can be carried on at a single time and allow the college community to participate through either reading the entries or directly participating in the discussion treads.  A forum is also nice in that you can drop in at any virtually any time.  
Email is still the popular means of communication among the college community, but as is being found across the world, email is not the most effective or efficient means of communications for certain types of information.  

The attached draft email rules and etiquette and forum guidelines are for review and comment.  The email rules and etiquette and forum guidelines are not intended to restrict free communications at the college, but open up different media to accommodate different types of communication and make communications at the college more effective and efficient.   
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Email Rules and Etiquette
1) Consider the Alternatives:  Rather than using e-mail as the default means of communication, consider whether a telephone call or even a brief, personal visit might be more efficient and effective.  The college has also established a forum section on its web page that may be the appropriate site for extended discussions and developing different discussion threads.  

2) Avoid Unintended Reactions:  Construct your e-mail messages with careful consideration of who will be reading them and how the readers are likely to respond to the messages’ content and tone —indeed, keep in mind that messages can be forwarded and/or photocopied, and shared with others than the intended audience.  Don’t put something in an email you would not say if face to face.  

3) Group email:  Consider carefully what group emails you use.  Do all national faculty or all Pohnpei faculty and staff need access to the email.  Consideration may also be given to using a stepped approach to email.  For example, information is transmitted to Office Heads who are responsible for disseminating the information to their staff.  It may be desired that meetings and discussions take place on the contents of the email at different levels in the organization.  Be certain you have correctly identified the members of the group name you are using.   

4) Be Thorough Yet Concise:  Include sufficient information, but not more than necessary, to allow the readers to use the information you are providing or to respond to your questions.  Many readers lose patience with and interest in long messages; so, when possible, limit them to only a few paragraphs, or open with a summary paragraph that communicates the essential information — i.e., assume all of the readers will not get to the end of any long messages.

5) Limit the Audience:  It is almost always better to send e-mails posing questions to one person at a time; otherwise, each of the multiple recipients opens the message, considers the question, perhaps even researches the answer, and then responds (or even e-mails others to determine the answer) — even after the question has been answered by another recipient(s).  If the desire is to generate discussion, the forum section on the college web site may be appropriate.

6) Reply to sender – Think twice before using the reply to all function.  It may be more efficient to reply only to the sender who may compile votes of committees, comments to a proposal, etc. into a single message for transmission back to a larger group.      

7) Limit Creativity:  Strictly limit the use of color, unusual typeface (including oversized font), and other devices to spice-up your messages; your readers receive many messages each day and expect (and want) to have the information delivered succinctly, simply, and without distraction.  Colors, backgrounds may look nice, but given the bandwidth issues faced by the college they may make it difficult to open emails at different campuses.  

8) Limit attachments:  We still face the problem of bandwidth limitations. If many attachments or large attachments are used, state campuses in particular may have problems with opening the messages.  

9) Include the Original Message:  When replying to a message, click the “include message received from sender” box when appropriate, so that the recipient of your message can understand your reply.   After the passage of time, a reply without the original message can be quite cryptic, requiring the recipient of the reply message to find the original message and consider both messages together. 

10) General formatting and etiquette:
a. Check and respond to email in a timely fashion – Set up a schedule to check email (perhaps twice a day).  If a response is needed, but will be delayed, email a date when the response can be expected.  

b. Double-Space between Paragraphs:  Some “white space” between paragraphs makes it easier for your readers to identify and remember your points of information.

c. Run Spellchecker:  Eliminate misspelled words and other distractions that interfere with the communication of your information.

d. Read the email before sending – Does the email convey what you want it to convey.  

e. Add a signature appropriate to the email – you can set up different long and short email signatures depending on the message and recipient.  

f. Don’t use all caps – Using all caps is the same as shouting.  

g. Answer all the questions in the email – Not answering all the questions may generate additional emails.  

h. Do not forward chain letters
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Forum Use Guidelines
Accessibility

· Sign up for an account

· Try to avoid signing up for multiple accounts

Usability

· Post similar questions together

· Start a new topic in a different thread

· Try not to post duplicate threads

· Use short, concise thread titles

· Try not to double post

· Do not flood a forum

Objectivity

· Within a discussion, try to stay on topic

· Do not spam

· Do not advertise on forum

Personality

· No offensive, insulting , profane, or vulgar remarks are allowed

· Do not impersonate other users

· Do not break forum rules

· Do not help others break forum rules

· Be supportive of new members of forum

Disciplinary Measures:
Violators of forum rules will be given restricted access over a prescribed period of time to be determined by moderator. Second time violators will receive a two-fold disciplinary action. Third time violation is an automatic expulsion from forum.
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