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A Message from the President
By Jeannie Moton 
Portland Community College

WHILE THE AGENDA AND SCHEDULE FOR THE PBSN SESSIONS 
last fall looked normal, nothing about the time was! There had 
been conversations about what it would take to offer some of our 
sessions remotely. Little did we know that we would be launched 
into fully remote sessions within a few months.

To start, I would like to say thank you to my PBSN team and to the ACCT staff for the 
support this past year. I would not have been able to serve my term successfully without it!

In typical times, this message would be coming from Vice President Benita Duncan as your 
new PBSN President. I would have handed over the gavel to Ms. Duncan in Chicago at our 
business session. But you may recall that PBSN held an emergency meeting in September 
to adjust our bylaws to include a pandemic response. This change allows for a president to 
serve an additional term for the circumstances we currently find ourselves in. We hope this 
will allow for a smooth leadership transition when we are able to meet in person.

We will soon start the planning for our sessions this fall. Since we know travel budgets will 
be impacted by our current state of affairs, we are trying to plan opportunities for remote 
engagement. Please know that if we are able to meet in person this fall, we are planning 
spaces that will accommodate social distancing and health guidelines regardless of what may 
be mandated at the time. Your safety is our utmost concern.

To recap our fall gathering, we held our “normal” meet and greet, workshop, and business 
meeting — all through remote means. Hosting these sessions while in multiple time zones 
was a first for me. I have been hosting our local college board meetings online for almost 
a year, but time zones are not a concern since everyone is in the same area. Having to 
consider the 3 - 5-hour time difference of our members was challenging. What may have 
been a lunch for one person was a “happy hour” for another.

The meet and greet was a casual session in which we introduced ourselves and played 
a drawing game and trivia. Our workshop included useful presentations on how to host 
safe socially distanced meetings and how to hold engaging and interactive virtual events. 
The workshop also included breakout rooms with topics that I hope were engaging for 
the membership. The business meeting included our typical business with an election 
of a Northeast Region Member-at-Large and Member-at-Large Designee. Larisa Pfeiffer, 
chief of staff at College of Southern Maryland/Alumna was elected to both positions. 
Welcome, Larisa!

We also updated our PBSN Bylaws to better reflect the officers’ roles. We hope this will 
help members understand what the role entails and encourage participation for folks to 
get engaged. These updates and more can be found on the website at www.acct.org/page/
professional-board-staff-network. 
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Our keynote address for the session was centered on 
diversity, equity, and inclusion. Tricia Brand, Portland 
Community College’s chief diversity officer, and Dr. Traci 
Fordham, program administrator of PCC’s learning and 
organizational development, helped us understand how we 
can support our board in leading with equity-mindedness. 
Community college boards across of the nation are engaging 
in this work. I hope the session helped to inform members, no 
matter the role they play in this work or the place their boards 
may be.

Being remote allowed us to also visit new ideas. This year, 
we broke out our business session by regions. This really 
engaged our regional officers and the members from their 

areas. We plan to continue with this offering as some regions 
have continued meeting with their peers.

Your full PBSN leadership team for 2021 is listed in the sidebar 
on the previous page.

I am honored to serve with this amazing group of 
professionals and happy to serve a second term as your PBSN 
President. I look forward to working for you all in the next 
few months.

Please watch for emails from the leadership team on our plans 
for the fall conference. Whether in person or virtual, you will all 
be invited to participate. I encourage you all to keep the dates 
for the 2021 ACCT Leadership Congress, October 13-16 at the 
Manchester Grand Hyatt in San Diego, on your calendars. 

continued from page 49

GUIDELINES FOR SAFE  
BOARD MEETINGS DURING COVID

1   Create a COVID safety plan.

2   Don't exceed maximum capacity.

3   Modify meeting space as needed.

4   Pre-screen attendees for symptoms.

5   Dedicate one entrance for check-ins.

6   Use safety & sanitation protocols.

7   Use signs.

8   Plan traffic flow.

9   Monitor for personal safety.

INTERFACE



A PUBLICATION OF THE COMMUNITY COLLEGE PROFESSIONAL BOARD STAFF NETWORK IN COOPERATION WITH THE ASSOCIATION OF COMMUNITY COLLEGE TRUSTEES

T R U S T E E  Q U A R T E R L Y   W I N T E R  2 0 2 1 51

NETWORK NEWS 
WINTER 2021

Six Feet Apart
How to Conduct Safe Face-to-Face Board Meetings

By Benita Duncan, Lansing Community College

HAPPY NEW YEAR, PBSN MEMBERS! THE YEAR 2020 
brought us many challenges and changed the face of how 
we do business and conduct our board meetings. Many 
of us are still conducting our board meetings virtually, 
while others are returning to face-to-face board meetings. 
With state executive orders and public-health guidelines 
changing, it’s important to have a safety plan in place when 
you conduct face-to-face meetings again. At our annual 
ACCT PBSN Workshop convened in conjunction with the 
2020 ACCT Leadership Congress, we learned many great 
tips to help us be prepared for face-to-face board meetings: 

1.  Have a safety plan. Create a safety plan before your 
meeting. Create a team familiar with local COVID-
related requirements and outline how the requirements 
affect the event. Also be familiar with your state's open 
meetings requirements. 

2.  Consider your maximum occupancy. Spaces can 
be measured, and a maximum safe occupancy can be 
calculated that can allows for freedom of movement 
while still maintaining good physical distancing. 
Consider asking only essential employees to attend 
in-person meetings. Those not presenting or who need 
not attend in person can be encouraged to participate 
virtually. Also, consider staggering arrival times and 
release times to minimize closely shared spaces. 

3.  Take special considerations of your meeting 
space. Use well-positioned sneeze guards as a 
secondary barrier to masks when at least six feet of 
physical distancing cannot be maintained. Remove or 
move furniture from common areas to help minimize 
possible congregation. Space your meeting chairs, 
stagger breaks, and have designated restrooms. If you 
have a pre-board meeting dinner, consider serving 
boxed meals and bottled beverages. Make sure a 
minimum of six feet of physical distancing can be 
maintained during meal times.

4.  Consider a pre-screening process. Many colleges 
are now using QR codes to complete a pre-screening 
health form. Board members and meeting participants 
can complete a pre-screening before the board 

meeting. Direct people to stay home and not to attend 
in person if they are sick. 

5.  Have a dedicated entrance. Have a dedicated 
entrance place where someone can check in attendees 
at the door. This person(s) would verify that the 
pre-screening is complete. At the entrance, consider 
distributing a safety protocol flyer that will lay out 
expectations. Provide disposable masks, hand sanitizer, 
and sanitizing wipes to meeting participants.

6.  Implement safety protocols. Request pre-cleaning 
of your meeting spaces and post-cleaning of the 
same spaces. When using microphones, have several 
available to avoid shared usage. If you’re unable to 
avoid shared usage, consider cleaning microphones 
between uses or have a box of disposable mic 
covers. Try to avoid sharing equipment such as 
computers, and place wipes and sanitizers near 
frequent touchpoints such as doors, elevators, and 
vending machines. 

7.  Use signs. Have signage at your meeting entrance 
that advises participants to maintain at least six feet 
of physical distancing. Also consider posting this 
information on the board webpage, meeting agenda, 
and announcing it at the beginning of the meeting.

8.  Consider creating traffic plans. Create traffic plans 
and distribute maps for attendees to follow whenever 
they must move throughout the facility. You can also 
utilize floor signage to help serve as a guide.

9.  Consider using safety monitors at the event. 
Individuals trained as safety monitors will know the 
plan and will be there to ensure the plan is being 
followed. They can ensure that personal protective 
equipment (PPE) is being worn, sanitation supplies are 
available, the pre-screening process is being followed, 
and they will be able to help anyone with questions 
understanding or following the safety plan.

Taking these steps will ensure that your college remains 
in compliance with federal and state public health and 
safety guidelines and, most importantly, will protect your 
campus community from unnecessary health risks.
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