Hours of operation:

Jobs for Instructional Support Technicians beginning summer

Invite Karen Trayer

	Task
	Point person
	Due date
	Completed?

	Identify availability and schedules of staff for Summer
	Lydia
	5/31/10
	X

	Identify structure for planning/implementation meetings
	Lydia
	5/31/10
	X

	Documentation of each step
	Jeannie
	5/31/10
	X

	Identify faculty teaching development classes in Fall

- send email invitation out by 6/9

- ask for response by 6/23
	Diana

Sandy

MSTRC co-director/Gregory

Title III teams
	6/9/10
	

	Clarifying/identifying roles of positions
	Diana

Sandy

Mary
	6/15/10
	

	Space identified
	Lydia
	6/15/10
	

	Decide on modifications for space
	Lydia
	6/15/10
	

	Identify where people are located
	Lydia
	6/15/10
	

	Hire interim co-director for MSTRC
	Title III Math team
	6/15/10
	X

	Recruit, interview, hire student tutors for Summer (Math)
	Sandy

Title III Math team
	6/25/10
	

	Find method for capturing institutional knowledge
	Mary – Jackie

Sandy – Alerie

Patrick – Raida/Paul/Laura
	6/30/10
	

	Train Math student tutors for Summer
	Interim MSTRC co-director
	6/30/10
	

	Install SARS software on kiosks
	Patrick
	6/30/10
	

	Dual boot capacity
	Patrick
	6/30/10
	

	Reimage staff computers for dual boot
	Patrick
	6/30/10
	

	Integration of SARS with Banner
	Lydia
	6/30/10
	

	Decide on technical customization of meeting student needs (SARS)
	Patrick
	6/30/10
	

	Team building (kickoff) – event happened
	Mary

Diana
	7/6/10
	

	Identify availability and schedules of staff – regular/permanently
	Mary

AVP
	7/29/10
	

	Create new marketing materials
	Gregory

Mary
	7/29/10
	

	Identify parameters/expectations for how CAT tutor can be used (rules/policies)
	Diana

Sandy

Jeannie

MSTRC Interim Co-director
	9/10/10
	

	Assign tutors/technicians to each section – First wave
	Diana

Sandy

MSTRC Interim Co-director
	9/10/10
	

	Market/outreach the new SSC
	Diana

MSTRC Co-director

Dean 
	9/16/10
	

	Recruit student tutors for Fall
	Diana

Sandy

Title III teams

MSTRC Interim Co-director
	9/24/10
	

	Interview/hire student tutors for Fall
	Diana

Sandy

Title III teams

MSTRC Interim Co-director
	9/24/10
	

	Train student tutors for Fall
	Diana

Sandy

Title III teams

MSTRC Interim Co-director
	9/24/10
	

	Assign tutors/technicians to each section – Second wave
	Diana

Sandy

MSTRC Interim Co-director
	10/1/10
	

	Identify parameters/expectations for how CAT tutor can be used (effective integration)
	Diana

Sandy

Jeannie

MSTRC Co-director

Title III teams
	10/15/10
	

	Professional development activity to use a CAT tutor
	Diana 

Sandy

MSTRC Co-director

Title III teams
	10/15/10
	


Diana – not available 7/8 – 7/28

Gregory – not available 8/23 – 9/3

Renato – not available 6/23-25, 8/27 – 9/3

Jeannie – not available 8/9 – 9/7

Pat – available the whole time

Mary – not available 8/16 – 9/6

Sandy – not available 8/16 – 9/6
