A PERSPECTIVE ON MEETING THE RESPONSIBILITIES OF THE DIVISION LIAISON: DECEMBER 3, 2012
1. Develop Rapport with the Division Contact and maintain Communication
a. Personal contact at meetings
b. Emails and coaching comments

c. Email after meetings with key items for follow up with Leadership Teams

d. Seek balance between items to address and positive reinforcement
2. Monitor Scope of Work

a. Develop monthly schedule early

b. Track work by division and category (Visits and Research)

c. Record hours promptly via UniversityInstructors

3. Stay ahead or current with work load demands

a. Maintain computer files of work and relevant DOE guidelines

b. Keep separate files per division

c. Send Division Contacts periodic reminders of important due dates

4. Coordination with OSI & the Division
a. Make Dr. Holloman promptly aware of any significant problems you encounter

b. Be vigilant to follow up on key initiatives:

i. Technical Assistance requests

ii. Indistar work

iii. Academic reviews

iv. Needs Sensing Interviews

c. Be as visible in the division as your Scope will allow
i. Clear your visits with the Division Contact

ii. Have division representative with you when in the division schools

