
 

 

 

 

 

 

 

 

 

Peralta Community College District 

 

Planning and Budgeting Integration Model (PBIM) 

 

August 6, 2014 

 

  



4 

For shared agreement items, the PBC performs the following functions:  

 Affirms consistency with strategic and educational plans 

 

 Recommends a coordinated, district-wide planning approach 

 

 Recommends a prioritization of plans across subject areas and colleges 

 

 Identifies funding approaches to support priorities.  

The PBC is also responsible for providing oversight on the implementation of the Strategic Plan.  

The PBC tracks recommendations and determines whether the recommendations are 

implemented including any modifications, or if the recommendations are not implemented the 

reasons for not being implemented.  

The PBC also ensures accountability on planning processes by determining whether the agreed 

upon steps in the process were followed. 

 

Roles and Responsibilities 

 

Each committee will be led by a District Administrator as Chair and a Co-chair, supported by a 

Facilitator and a Recorder. The chair, co-chair, and facilitator are intended to work 

collaboratively in providing input and guidance on process and agenda design.  

Chair 

The most important role of the Chair is to ensure that the committee delivers the 

recommendations for each step and/or task included in the annual integrated planning-budgeting 

cycle.   

To meet this core objective, the chair has the following responsibilities:  

 Ensure development of annual Committee goals that are aligned to the District’s 

Strategic Planning Goals and Objectives  

 Ensure that monthly meeting agendas are aligned to the District’s Strategic Planning 

Goals and Objectives  

 Promote task focus and achievement of the committee’s annual goals 

Working with the facilitator, ensure that the committee is on track to achieve its annual 

goals and objectives 

 During meetings: provide input, observe and support the facilitator 
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The chair does not run the meeting. Instead, the facilitator runs the meeting, while the 

chair listens to the discussions and provides input. The chair, however, can support the 

facilitator by raising “process points” to ensure that the meeting stays on track.  

 Ensure that all recommendations maintain a district-wide  perspective 

 Ensure that all communication is shared widely 

 Ensure that all steps in the annual integrated planning and budgeting cycle, including 

assessment of the committee’s goals and objective, are followed 

 

Co-Chair 

The co-chair, a faculty member, partners with the chair to ensure the effective functioning of the 

committee and delivery of recommendations. The co-chair joins in substantive discussions and 

can provide process perspectives to ensure that the committee stays on track.  

 

 

Facilitator 

The facilitator works with the chair and co-chair to design the meeting agenda and 

discussion/decision tools. The facilitators’ specific roles include:  

 Work with the Chair and Co-chair in development of the committee’s annual goals and 

objectives 

 Work with the Chair and Co-chair in development of meeting agendas 

 Distribute meeting agendas and relevant supporting documents to all PCCD 

constituencies at least 72 hours in advance of meetings 

 Moderate meetings to ensure participation and task accomplishment.  

The facilitator’s role is to support an effective and timely level of discussion (e.g., 

promote appropriate balance of discussion and decision-making).  Ensure that part 

On behalf of the committees and PBIM as a whole, facilitators monitor adherence to the 

operating principles which set the standards of effectiveness for the committees.   

 Monitor meeting attendance.  The facilitator may communicate with non-attendees on 

behalf of the committee either by memo, e-mail or phone call.   

 Develop committee memos and/or written recommendations 
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 Ensure distribution of communication between committees (i.e. memos, 

recommendations, etc.)  and the distribution of recommendations to the Chancellor.  All 

memos sent to the Chancellor shall be copied to all committee members 

 Ensure publication of all agendas, meeting minutes, memos, and supporting documents 

on the District website(s) 

 

Recorder 

The recorder keeps a record of the main points of the discussion on a flip chart, wall chart, or 

electronic equivalent. This enables the group to track progress during the discussion.  

The recorder also reviews the meeting notes to ensure that major agreements and decisions are 

documented accurately.  

Note Taker 

The note taker has the important responsibility of documenting key decisions, points of 

agreement and follow-up steps by taking minutes during the meetings. 

 

PBIM Committee Meeting Guidelines 

 

1. Consistent Strategic Focus: As a group, review the agenda and do the following:  

 Confirm that agenda focuses on Strategic Goals and Institutional Objectives. 

 Agree to focus on the purpose and process for the meeting (or to refine the agenda so 

that it supports the Strategic goals and Institutional Objectives.  

 Avoid getting too detailed or exchanging information on “off topic” matters. 

 Use meetings to develop and make recommendations.  Avoid using meetings to make 

status reports. 

 Strive to maintain a district-wide focus. 

 

2. Commitments During Meetings: “Ground Rules”  

 Focus on the task at hand. 

 Speak succinctly and address one topic at a time.   

 Whenever possible, keep your comments to three minutes or less. 

 Allow one person to speak at a time. 

 Raise your hand to indicate your desire to speak. 

 Avoid side conversations. 


