Problem:

Design a questionnaire to assess the effective functioning of MU’s Standing Committees.  Specific areas of concern are:
1. determine the relevancy of the committee’s charge

2. continue the campus need for the committee to continue as constituted

3. more specific focus on the task of the group 

4. obstacles/challenges for completing the task 

5. resources available for the committee’s work

	
	
	Committee Self Evaluation – Part I
Open Ended Questions

	
	1
	What is your understanding of the committee’s job (as stated by the written charge) today?  

· How is this still an area of concern or importance to the MU community?  

· How should the MU community measure the effectiveness (success) of the committee’s work?  

· Based on your criteria, is the committee successful at its stated charge?



	
	2
	What is your understanding of the committee’s job (as it actually operates) today?

· How is this area of concern or importance to the MU community? 

· How should the MU community measure the effectiveness (success) of the committee’s work? 

· Based on your criteria, is the committee successful at its actual duties?



	
	3
	What should the committee’s job be?  

· Why is this area of concern or importance to the MU community? 

· How would the MU community measure the effectiveness (success) of the committee’s work?



	
	4
	What are the committee’s strengths?



	
	5
	What would you change?



	
	6
	Other Comments?

	
	7
	


	
	Committee Self Evaluation Part II
Mark Y for YES or N for NO
	My perception is …

	
	
	Most Members

Agree or Believe
	I

Agree or Believe
	I do not know or Cannot Comment

	
	1. Meeting place comfortable, accessible, and attractive
	 
	 
	

	
	2. Committee understand its assignment
	 
	 
	

	
	3. Agenda carefully planned and thoughtfully worked out 
	 
	 
	

	
	4. Members transact their business efficiently
	 
	 
	

	
	5. Committee represent different viewpoints focusing on ideas -- not personalities
	 
	 
	

	
	6. Members feel they really belong and are a part of the committee
	 
	 
	

	
	7. Members satisfied with the way decisions are made in the committee
	 
	 
	

	
	8. Committee’s decisions and recommendations are taken seriously by higher administration and staff
	 
	 
	

	
	9. Committee spread its work assignments equitably among members
	 
	 
	

	
	10. Committee make constructive use of conflict, opposition, or criticism to produce the best decisions
	 
	 
	

	
	11. Committee is flexible and adaptable
	 
	 
	

	
	12. Committee obtain facts, study and analyze them, make decisions as a result of full discussion -- and is not unduly influenced by staff support 
	 
	 
	

	
	13. Members feel that time is used wisely and have a sense of real achievement
	 
	 
	

	
	14. Meetings start and stop on time
	 
	 
	

	
	15. Meetings are held regularly
	
	
	

	
	16. Meetings are held often enough
	
	
	

	
	17. Agenda, background materials, and previous minutes sent out in far enough in advance to prepare
	
	
	

	
	18. Results of discussions and actions required are clear at meeting end
	
	
	

	
	19. Staff support is adequate and timely
	
	
	

	
	20. There are enough available resources to do the job.
	
	
	

	
	21. Committee’s responsibilities are clear and relevant
	
	
	

	
	22. Committee member’s individual responsibilities are clear and a serious contribution
	
	
	

	
	23. Communication from higher administration accessible, timely and specific
	
	
	

	
	24. Staffing process from stakeholder groups (faculty, students, alumni, etc) works to assure committee has full compliment to do it work
	
	
	

	
	25. If the first meeting is by the end of month _____ of the academic year (Aug to May) things run more smoothly.
	
	
	

	
	26. If this committee does not meet over the summer, it is not a problem
	
	
	

	
	27. 
	
	
	

	
	28. 
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NOTES

“Why are we meeting and what do we want to accomplish?"

· Optimum size for getting results 5 - 15
· Agenda sent in advance to give them time to prepare
· List the date, time and day 
· Place and address 
· Estimated length of time of the meeting
· Names of the participants 
· Subject Of The meeting,
· Background information
· Status of the material for discussion. 
· Agenda should clearly set forth the goal of the meeting

· Seating arrangements (round tables best)
· Start on time

· Each participant should introduce themselves

· Scribe or speaker uses board or flip chart for points.
· Chair review the points discussed, conclusions and action items
· Sends standard form for a follow-up memo. 
· Date of the Meeting 
· Name of Sender 
· Subject of Meeting 
· Participants 
· Conclusions Reached And 
· Action Items Include Person(s) Assigned Responsibility and Deadlines.
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