Minutes

Hope College Education Department Technology Team

September 17, 2009

Members Present: Tara Hamming, Peter Folkert, Brittany Melpolder, Jessa Boles, Heather Thompson, Jon Malm, Jill Valentino, Andrea Eddy, Carl Scholten, Susan Cherup
Absent: None
1. Minutes: They will now be saved in Word 2003 format. Sorry for the inconvenience.

2. Classroom Reps: Everyone has emailed the professors for the classes that they are serving as the representative for.

3. Payroll: Both Jon and Jessa did not submit their hours for the last period. Tara demonstrated the process and the two will add an hour to this week’s timesheet to make up for last week. Hours must be submitted by the Sunday night at the end of the pay period.

4. ED 220 Sessions: A few changes have been made to the PowerPoint regarding how students will register for Chalk and Wire. Students will register as usual, but now a confirmation email will be sent to their Hope account. Students will still be given a yellow sheet with their registration information when they walk in the door. Two people will need to direct students to the computer labs, especially for the sessions in VanZoren. The smaller yellow sheet will need to be dated and stamped before they leave. This card will be given to their respective professor to prove their attendance at the session. Make sure to cover everything on the session and wear your Tech Team shirt if you have one.
5. Burning Portfolio to a CD: Heather presented the basic process for doing this. She will send out her instructions and the step by step process with corresponding pictures within the next few days.

6. Converting to PDF: Students were unsure of how to do this. It was suggested that another session could be hosted in regards to this or students could seek help from the Tech Lab.

7. Sharing New Technology: Some professors were having trouble in regards to the new Chalk and Wire. Susan presented what it looks like when a professor enters Chalk and Wire. She showed what it looks like when assignments are submitted versus when they are shared. Those needed to be assessed are assignments that had a rubric and were submitted. Those that are shared are only available to view and comments can still be left. This was very beneficial.

8. Snacks: Heather will be bringing snacks for the next meeting.

The meeting was adjourned at 9:15 PM. The next meeting is scheduled for Thursday October 1st in VZ 247 at 8:15 PM.
