MONTGOMERY COLLEGE
January Professional Week 2010
Known Meetings as of November 3, 2010

	Type of  Meeting
	Sponsor
	Attendees
	Date

	Collegewide
January 14
Morning
	Academic Assembly

	All College employees whose duties permit
	January 14

	AAUP
January 14
Morning
	AAUP
	Members of AAUP Chapter
	January 14
(follows Academic Assembly activities)

	Discipline
January 14
Afternoon
	Department chairs
	Discipline faculty
	January14
(follows AAUP meeting)

	Outcomes Assessment
January 15
	Outcomes Assessment Coordinator
	Invited faculty and staff
	January 15


	Campuswide
January 19
Morning
	Vice President/Provosts
	All campus employees
	January 19

	Division/Area
January 19
Afternoon
	Deans
	Division/area faculty and staff
	January 19

	Professional development
January 20
	Varies by activity; events such as outside speakers should be coordinated with CTL. 
	Some events (such as discipline retreats) are mandatory; others (such as CTL workshops) are optional.
	January 20

	Department (if held)
	Deans and department chairs
	Department faculty and staff
	As scheduled by department chair in consultation with dean. Meetings should not preclude members’ participation in professional development and other scheduled events. 




Other Events

The Professional Week Coordinating Committee does not schedule events; it develops the overall calendar as a first step toward minimizing scheduling conflicts (some of which may be unavoidable.) Anyone scheduling an event to occur between the day faculty report and the first day of classes (last day of classes and commencement for May) must work with the campus coordinator in order to minimize schedule conflicts. The coordinator posts basic information on these events for posting to the Collegewide calendar, but it is up to the sponsor to provide additional information to the College community using Inside MC Online, the Professional Week channel on MyMC, and other means. 

The scheduling process is as follows: 
1. The person wishing to schedule, reschedule, or cancel an event contacts the campus coordinator as early as possible in the semester before the meeting will occur and before the deadline shown below. At this time, the campus coordinator needs to know the name of event, audience, location, start and end times, contact person, a brief description of event including anticipated audience, and any special set-up or registration requirements. 
2. The campus coordinator checks the Collegewide schedule for conflicts. 
a. If a proposed meeting would draw likely participants from a previously scheduled meeting, the coordinator works with the sponsor to identify another time if possible. 
b. If there is no conflict, the sponsor contacts the campus Facilities Office to book and provide set-up instructions for the room. Campus coordinators can provide guidance on how to make facilities and other arrangements. 
3. The campus coordinator posts the basic event information (name of meeting, purpose, location, and anticipated audience) to the Collegewide Professional Week calendar. 
4. Sponsors who wish to publicize their meetings more broadly or provide additional information may post information and links to online flyers or websites directly on Inside MC Online. They may also contact the Professional Week Coordinating committee’s information specialist to request that such information be posted to the MyMC Professional Week channel. This should be done through the campus coordinator to ensure that the campus coordinators have the most current information on professional week activities. 
5. If a scheduled event must be rescheduled or cancelled, the sponsor contacts the Facilities Office to free the room, places appropriate notices on Inside MC Online, and contacts the campus coordinator to have the necessary changes made to the published calendar. 

