HEAD START LEADERSHIP MEETING MINUTES
Date: December 3, 2009
Time: 1:30-4:30

Facilitator:   Deborah 
Location:	HS Conference Room
	AGENDA ITEM
	TIME
	LEAD
	ACTIONS
	RESPONSIBLE

	1. Agenda Changes
	
	
	
	

	2. Public Relations Plan
	
	
	
	

	3. UCAN Extended Mgmt Meeting 12-15-09
	30
	Deborah
	Discussed TimeStar activities; Conflict / Communications training; UCAN merit increase system
	

	4. PC Meetings Jan & Feb
	5
	Deborah
	Who can attend in my place? Jan on vacation, Feb in Portland for training
	Maureen will attend the January meeting, Shawn will attend the February meeting. 

	5. Budget Committee Mtg
	10
	Deborah
	Determine program needs & set priorities at budget meeting 12-10
	Deborah will put the priorities list on the Leadership drive for input. 

	6. Oregon Lottery
	2
	Deborah
	Shared information 
	

	7. OHS Priorities
	15
	Deborah
	Shared 7 goals of the Office of Head Start-
	

	8. Employee of the Month
	2
	Scotti
	Can we bring it back?
	Wellness committee will meet and discuss the possibilities. 

	9. Merit Increases
	10
	Maureen
	Discussed a merit increase and proposal
	Both were approved. 

	10. Help ticket software
	5
	William
	Software has been ordered, William will demonstrate when it is up and running.
	

	11. 
	
	
	
	

	12. 
	
	
	
	

	Meeting review/evaluate
Confirm assignments, etc.
	
	
	
	

	Next Agenda
	
	
	
	




NEXT MEETING: 
DATE:			TIME:
Facilitator:				Location:
	AGENDA ITEM
	TIME
	LEAD
	MATERIALS

	
	
	
	

	
	
	
	

	
	
	
	



TimeStar
For the TimeStar grouping piece of Linda’s e-mail, we want the system to be used as efficiently as possible as well as be a tool that can be used for tracking time in some efficient reportable way. There are 4 top levels (as you can see by Linda’s attachment) that all personnel will be assigned as a “home department”.  This is for grouping purposes, not necessarily who someone would be reporting. And then there are two possible levels of activity and revenue source.  We don’t want to burden the process, but it might be really nice to have that capability in the future.  It’s better to build it now, instead of trying to retrofit it later. They may or may not be optional depending on the position or program. 

The revenue sources are relatively self explanatory (pretty much from MIP, so we don’t need that worked out in detail).  However, what we need you to think about is what activities we want to capture.  Think about what grantors want to see in reports. What activities do we need to capture for them? What do we capture when we have done the time studies in the past? We are being pushed by our funding sources to better capture actual time and this might be a great tool to do so if we can make it efficient enough and not a burden. We can lump some things together (like answering phones and answering e-mail could be under “Other Office Work”, unless you would think they need to be separate) and we don’t want to have some list of 100+ items to choose from.  There would be defaults for all positions. Say Food Bank warehouse employees could be default “Other Direct Service” because they are primarily doing just that. We probably don’t want to have “Warehouse Work” as an activity because that is almost too specific. It can be derived from the other pieces of the organization levels.  And, remember, that there is still the availability of a comment to put in for each time an activity is chosen to further explain what an activity might be (if you remember from the demo last month).

In Mgmt meeting this week, we came up with the below as a start. Bring your suggestions to the next meeting for discussion.

1. Reporting
1. Training
1. Face-to-Face Client
1. Home Visit
1. Program Special Event ?
1. All-Agency Special Event  ?
1. Other Office Work
1. Other Direct Services
1. Travel
1. Non-Productive Paid Time (breaks, visitors)

Conflict / Communications training:
Hi Sylvia,
 
Thanks for the note. 
Next steps..
Here are some quick thoughts, late in the day.... 
I would recommend a session that begins with a brief review of some of the materials we went over the other day, perhaps  a few other tools, tips, but most important...practice. Some real life examples that we can use. Break people into some small groups and have them practice and then gain feedback from each other. There is nothing better than practice to actually "get" a new habit. One of the tools we could include would be to actually have each participant take the Thomas Killmann Conflict Mode Instrument. Of course, I would love to have people for as long as possible... a full day of 6 hours or so of training would be great.
 
I am in the classroom the next two days but would love to discuss this via phone with you in more detail.

Your thoughts?
 
Make it a great day
Paul 
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