
 
 
 
 

AGENDA/MEETING MINUTES 
TRiO & Outreach Leadership Team Meeting 

October 4, 2010 
10:00a.m. 

SS 102 Conference Room 
 

 
ITEM 1. Creating the Great Experience/Development Staff Day October 27, 2010 
 
Discussion: Feedback from various departments has been complimentary for our programs.  

Our levels of consistency, processing of paperwork, and accuracy have been 
noted to be good.  The institution benefits in many ways from our programs.  A 
“trickle effect” happens by helping one person, who then can help others, and so 
on.  Jimmy and Mario contributed their “Great Experience” by sharing that they 
stop to help direct people to correct areas on campus for assistance, sometimes 
even walking the person to the location.   

 
It was asked that the program directors facilitate the TRiO & Outreach cluster at 
Professional Development Day on October 27, 2010, at the Boca Raton campus.  
One major item to discuss at the cluster will be the “Creating the Great 
Experience” topic we are responsible for:  phone answering.  The status of this 
topic will need to be reported on this day. 

 
Data Source: N/A 
 
Action: Van will provide scripts to be disseminated.  An agenda for the cluster meeting 

will need to be developed. 
 
ITEM 2. Grant Competitions – Follow-Up  
 
Discussion: The EOC and ETS competitions will most likely be pushed back.  The RFP’s 

have not come out for either competition as of yet.  The Grants office will be 
meeting in October to discuss how to handle the writing of the proposals.  UB’s 
proposal will not be due until fall 2011.  The goal is to write at least three Upward 
Bound grant proposals:  UB Math & Science, UB Veterans, and the traditional 
UB program.  There may be a possibility of writing a second traditional UB 
program.  The main focus will be to make sure that ETS and UB are not serving 
the same schools. 

 
Data Source: N/A 
 
Action: Coordinate with the Grants office your plan for writing your respective proposals. 



 
ITEM 3. Budget(s) 
 
Discussion: Everyone should have seen the new provision where $25,000 can be carried 

forward to the next year of the grant.  A budget tracking spreadsheet was sent out 
to assist with the tracking of each program’s budget expenditures independent of 
the College’s tracking.  The budget spreadsheet will be reviewed at each monthly 
meeting between the program directors and the Director of TRiO & Outreach.  It 
would be preferred if the grants were on the same cycle as the College’s, as it 
would make things easier for us to operate during the College’s financial down 
time. 

 
Data Source: N/A 
 
Action: Meet with Malraj and discuss grants budgeting and fiscal year processes. 
 
ITEM 4. Department Relocation – Update 
 
Discussion: The ideal vision for the TRiO & Outreach department is to have all of the 

programs in a centralized location with an entry that will allow everyone to 
inquire at a reception area and then be directed to the appropriate areas.  A 
tentative location has been designated to bring us closer to this vision – the SCA 
building.  The building is slated to be torn down/rebuilt in about five years.  Our 
move to this building will be a temporary one, until we can finalize specific plans 
for how the TRiO & Outreach department will be laid out.  Renovations will be 
done to accommodate each department’s move – private offices will be built for 
those that are mandated to have a private office.  Collaborations are encouraged to 
discuss how to set up each of the common areas (utilizing copiers, printers, 
classrooms/labs, conference room, etc.).  More information will be passed on as 
soon as is known.  Concerns with asbestos were raised. 

 
Data Source: N/A 
 
Action: Directors to collaborate and discuss usage of the common areas.  Van will find 

out more this week and will send an email detailing any updates, or if it’s more 
substantial, will call an emergency meeting.  Van will also inquire about asbestos 
in the building.   

 
ITEM 5. Centralization Discussion/Committee Formation 
 
Discussion: Part of the centralization of the programs will include a mobile lab for the 

students.  Each program will be purchasing laptops to contribute to the lab:  ETS 
– 10 to 15 laptops, UB – 5 laptops, and EOC – 5 to 8 laptops.  SSS has already 
purchased 10 laptops to be used for the lab.  The mobile lab will provide a great 
resource for all program participants.  There will also be a fixed classroom/lab.  
All programs will contribute to the costs of outfitting the classroom.  The 



classroom/lab will be a great resource to deliver the financial literacy requirement 
for programs required to do so.  Laptop lending is a possibility for the future.  
There may be a foundation or organization that can give us laptops for students.  
The Beaumont Foundation is one such organization.  They supplied 25 laptops for 
students’ use at another institution and allowed the program to give away the 
laptops to the students when they became obsolete.   

 
Forming committees is another approach for the centralization of the programs.  
There are four committees suggested:  Publications/Advertising, Office 
Equipment, Events, and Policies and Procedures.  All members of the TRiO & 
Outreach department will need to serve on one committee.  Tara Chow was 
suggested to be the chair of the Publications/Advertising committee, and Cindy 
Trager was suggested to be the chair for the Office Equipment committee.  The 
leadership team will serve on the Events and the Policies and Procedures 
committees.  Having committees will help the programs have a standard approach 
to topics that all programs face.  For example:  the Publications/Advertising 
committee can work on standardizing the marketing of the programs so as to not 
overwhelm CRM with separate, individual requests. 

 
Data Source: TRiO and Outreach Handout 
 
Action: Directors are to review their budgets and determine the costs of purchasing 

laptops/PC’s, to search for foundations or organizations that may donate 
laptops/PC’s to the programs, and to submit their lists of staff appointments to one 
of the committees to Tara Chow by Friday, October 8, 2010. 

 
ITEM 6. TRiO and Outreach College Wide Presence 
 
Discussion: There needs to be an increase of our programs’ presence college wide – we need 

to showcase our programs.  Everyone should use their skills; all programs will 
benefit from the increased presence.  A presentation was made on the Boca Raton 
campus to Student Services staff, and there is now an increased understanding of 
TRiO by that staff.  Each director will need to go out and present information 
about all programs at different sessions periodically.  This will allow College staff 
to connect faces with the programs.  A visit to each campus location should occur 
at least once a month by all programs.   

 
Directors need to get together and talk about policies and trends to empower our 
students.  Formation of TRiO Talks, a possible panel where discussions with 
students can take place about real world situations, current events, and any major 
education changes, will help our students find their best path.  The panel can be 
held once a quarter, in which students, College staff, and the College President, 
Dr. Gallon, can be invited to take part. 

 
Data Source: N/A 
 



Action: Programs to ensure appearance at each campus at least once a month.  Invite staff 
during the cluster meeting on Professional Development Day to discuss issues 
facing students in preparation of establishing TRiO Talks.   

 
ITEM 7. In Celebration – Crossroads 
 
Discussion: Tabled (Presenter was not in attendance.) 
 
Data Source: N/A 
 
Action: N/A 
 
ITEM 8. Palm Beach State TRiO Day Celebration 
 
Discussion: A meeting needs to be set up with Dr. Russell and Mario Bosquet to discuss the 

TRiO Day Celebration to be held on the Boca Raton campus.  The TRiO & 
Outreach budget will cover the costs of food for the event. 

 
Data Source: N/A 
 
Action: Van to schedule a meeting with Dr. Russell and Mario Bosquet. 
 
ITEM 9. Program Reports 
 
Discussion: Upward Bound:  Had their first Saturday session meeting, 47 students showed 

along with 35-40 parents.  A four-course meal was provided for everyone, 
including the instructors.  It was a good turnout and the students were engaged.   

 
The Parent Advisory Board will be meeting on the 16th

 
.   

Also working on researching data for the grant proposal; wants to ensure that the 
data in the proposal is accurate and consistent with what the ETS grant proposal 
will have.   

  
 Outreach:  Held the Veterans Open House.  Did not have too many veterans 

stopping by, but did have several staff members that attended and learned more 
about the veterans outreach effort.  Diane will work on publicizing events better 
in the future.   

 
In December, a National Guard Battalion will be returning, so the focus will be to 
circulate Diane’s name and contact information to the troops that she is available 
to work with them if they are interested in attending school.   

 
 Talent Search:  Some changes were made in going out to the schools and 

recruitment has improved.  Met with 40 students and encouraged them to consider 





TRiO and Outreach 

Publications/Advertising 

Brochures  
PowerPoint 
Newsletters 
Annual Reports 
Banners 
Table skirts 
Giveaways 
Websites 
Tents 
Pop-up Stands 
QR Code (Quick Response Reader) 
Social Networks  
 

Office Equipment 

Copiers 
Fax Machines  
Phones 
Printers 
Computers 
Network Capabilities  
Smart Board  
 

Events 

National TRiO Day 
Recognition Ceremonies 
In-Service Trainings (Writing) 
In Celebration (Crossroads) 
Open House(s) 
Staff Development Day 
Cluster Meetings 
Departmental Meetings 
Community Event Coordination  



TRiO and Outreach 
Participant Workshops 
Staff Retreat 
 
 

Policies and Procedures 

Travel Policy 
Corrective Action Procedures  
Employment Procedures   
Grant Management   
 Budget  
 Goals & Objectives  
Program Collaboration  
Student Assistants  
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