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"% ANNUAL PROGRAM REVIEW




	Please return your completed report electronically to your Dean or next level supervisor no later than 

May 10, 2006, and send a hard copy of your signature page to the Office of Instruction, Ukiah campus. Supervisors/Deans have until May 19, 2006 to submit completed program review electronically to the Office of Instruction via  email: cmullis@mendocino.edu


	Program Title:
	Instruction Office
	Date of Report:
	May 10, 2006

	
	
	
	


Please check the appropriate box below:


	X

	Maintaining Current Program

		New Program

		Program at Risk



	Primary Program Contact:  Meridith Randall


Faculty and staff who participated in developing the plan: 

	Meridith Randall

	printed name                                                                                                                                                            signature

	Claudia Crosetti

	printed name                                                                                                                                                            signature                                                                                                            

	 Toni Fort                                                

	printed name                                                                                                                                                            signature                                                                                                            

	Christine Mullis    

	printed name                                                                                                                                                            signature                                                                                                            

	Cyndi Woskow

	printed name                                                                                                                                                            signature       
Liz Linton
printed name                                                                                                                                                            signature                                                                                                            

                                                                                                     


Supervisor/Dean
	Meridith Randall

	printed name 

	


Supervisor/Dean comments (optional) -

	     



 
WHEN POSSIBLE, PLEASE PROVIDE EVIDENCE TO RELATE YOUR RESPONSES TO THE ADOPTED SEGMENTS OF THE MENDOCINO COLLEGE STRATEGIC PLAN (Refer to the Program Review Guidelines for information about how to relate your program review to the Strategic Plan.)
A.
PREVIOUS PROGRAM OBJECTIVES – Assess/evaluate your progress in meeting objectives stated in the previous review.  Please relate your assessment to the research data supplied with this form.  For each item, indicate if objective has been met, objective has been partially met, etc. 


	1. 
Continue to hold bi-monthly staff meetings and to review Instruction Office operations and staff/management job responsibilities. Search for ways to become more efficient, identify job duties that can be streamlined or eliminated and brainstorm ideas for 


     improvement.

        This objective has been partially met. Regular staff meetings have been held. In 2006-07, more frequent meetings will be needed to assess reorganization needs and integrate the new Dean and Articulation Specialist into the office. See current objectives #1 and #10.
2.
Set up office network to share data and program files to enable staff and student workers to work on projects at various office work

      stations. Explore wireless options.

         Two computers were networked which we’ve determined meets the needs of our office at the present time. 
3.
Develop electronic formats for forms originating in our office (Flex forms, faculty absence forms, leave approval forms, etc.).


Encourage other offices to do likewise (purchase orders, monthly time reports, etc.).

        This objective has been met in part. Some forms have been digitized and made available on the staff intranet (e.g. flex forms, program review). Other forms have yet to be developed. 
4.
Cross train staff to perform each others duties in their absence.  This includes scheduling, curriculum and budgeting.  At least two staff members should know at least the basics of each major job in the office.

        This objective has been met in part. There has been basic cross-training on scheduling, curriculum, faculty evaluations, and basic reception functions. There has been little cross-training for articulation, and more is needed in budgeting and Curriculum. See current objective #3.
5.
Work with Student Services and other offices to improve service to students.  Make procedures clear as to where students should go with concerns or with questions.  

          This objective has been met in part. A procedure was developed that helped smooth the process with late adds. More work, and probably some joint meetings, will be necessary to complete this objective. 
6.
Acquire private work space for staff to work during “crunch” periods.

         The scheduler was moved to a private office. The Executive Assistant established a private office in an un-used cubicle in MacMillan Hall.  When Facilities begins remodeling the cubicle area, an alternate site will be needed. See Section B.
7.
Encourage increased use of Instruction Office Intranet site.  Keep current minutes, agendas and committee rosters on web site and refer inquiries to site.
          This objective was met. These materials are now available on the staff intranet site. 



B.
PROGRAM DATA, INFORMATION, AND KNOWLEDGE:


1.
What trends do you see in the data provided?


2.
What data trends do you see affecting your department over the next three years?


3.
List additional factors that will influence your department over the next three years.

	Accreditation: Due Spring 2008
HP Conversion: Scheduled for 12/31/2007.
Possible Compressed Calendar: Date??

Upcoming Trends: Increase in website access and information in all areas

Articulation Specialist relocating into Instruction Office.  Director of Institutional Research relocating out of Instruction Office.


C.
CURRENT PROGRAM OBJECTIVES


After reviewing the information provided in B above, list your highest priority program objectives and the expected outcomes.  
06-09 OBJECTIVES AND EXPECTED OUTCOMES: 
	OBJECTIVE 1
	Re-evaluate responsibilities of front office to insure they are appropriate for each job classification including role of part-time temporary and identify duties that can be transferred to other departments.

	OUTCOME 1
	Improve staff efficiency, focus and clarity.


	OBJECTIVE 2
	Instructional Dean and Vice President have regular short and long term inter-departmental planning meetings to oversee and coordinate:

1. Accreditation

2. Catalog & schedule download

3. Class schedule narrative

4. Compliance issues

5. Compressed calendar & other potential scheduling trends

6. Software conversions

7. Two year calendar

	OUTCOME 2
	Smoother transition of items 1-7 above.


	OBJECTIVE 3
	Complete basic cross training of the following:

1. Articulation

2. Budgets

3. Curriculum

4. Faculty evaluations

5. Faculty loads

6. Scheduling

	OUTCOME 3
	Better customer service and improved office coverage during absences.


	OBJECTIVE 4
	Develop and document processes for:

1. Academic Calendar (Investigate ways to revise the current document)
2. Accreditation

3. Articulation

4. Class schedule narrative

5. Two year catalog

	OUTCOME 4
	Creation of procedures manual for staff use.


	OBJECTIVE 5
	Implement the prioritized staff listed below as responsible for front office reception/phones:

1. Administrative Assistant I

2. PT Temporary Classified

3. Administrative Assistant II’s and Articulation Specialist

4. Executive Assistant

	OUTCOME 5
	Better customer service.


	OBJECTIVE 6
	Relocate Articulation Specialist to Instruction Office.

	OUTCOME 6
	Ability to fully meet objectives 3-5 above.


	OBJECTIVE 7
	Relocate Director of Institutional Research outside of Instruction Office.

	OUTCOME 7
	1. Achieve objective 6 above by providing more space for Instruction Office staff.

2. Reduce traffic and distractions in front office.


	OBJECTIVE 8
	Expand new Instruction Office website, continue to expand staff intranet site and encourage use of both by faculty and staff by offering training sessions.

	OUTCOME 8
	Improve accessibility and communication of information for our customers.


	OBJECTIVE 9
	Minimize staff catering duties by outsourcing them as much as possible.

	OUTCOME 9
	Allow Instruction Office staff to better focus on core duties.


	OBJECTIVE 10
	1. Focus staff meetings on Program Review objectives.

2. Instructional Dean and Vice President meet regularly with each staff member they supervise.

	OUTCOME 10
	1. Achieve Program Review objectives.

2. Improve communication.


	OBJECTIVE 11
	Make realistic internal and external deadlines and enforce them.

	OUTCOME 11
	1. Deadlines are met.

2. Greater efficiency, lower error rate, reduced stress.


D.
CURRICULUM OBJECTIVES FOR ACADEMIC PROGRAMS – Not Applicable 
	Type of Curriculum Changes Forecasted
	How many?
	Desired Term Effective Date
	Rationale

	New course proposals planned
	0
	     
	Not applicable.

	Modifications to existing courses 
	0     
	     
	     

	Upgrades from experimental courses to permanent  
	0     
	     
	     

	Course deletions planned
	0     
	     
	     

	Additional Distance Education courses planned
	0     
	     
	     

	New certificate or degree programs planned
	0     
	     
	     

	Existing certificate/degree program changes planned
	0     
	     
	     


	E.
	COMPLIANCE - List all new or unmet compliance issues relating to internal/external standards, agencies, or categorical requirements of the program. If you have no known compliance issues, put an x in this box:     FORMCHECKBOX 



	None known. 


F.  New, modified, or unmet program needs - It is essential that these needs be identified in Program Review if they are to be considered in budget augmentation and planning.
1. 
STAFFING: Complete the form below for any requested staff; a priority number is optional.
  
Position Title and Employee Group: Refer to the Mendocino College website:
http://www.mendocino.edu/tc/pg/2060/employment.html
Current classified and management/confidential position titles are listed on the salary schedules posted.
Faculty positions are Instructors, Counselors, and Librarians. Contact Personnel Services if you have any questions.
Salary and fringe benefit information will be entered for you.

	
	To be completed by Personnel

	Priority
	Position

Type
	Position

Title
	Dept.
	FTE
	Current

Hr/Wk
	Added

Hr/Wk
	Current

Mo/Yr
	Added

Mo/Yr
	Categorical

Funding? 
	Rationale
	Salary
	Fringes
	Total

	1
	Mgmt Confidential
	Dean of Instruction (replacement)
	IO
	1
	0
	40
	12
	12
	No
	Replaces vacated position.  Congrats to Meridith!
	
	
	

	2
	Classified
	Admin I**
	IO
	.2
	32
	8
	12
	0
	No
	Front desk job needs to be full-time – very busy office.
	
	
	

	3
	Classified
	Admin I (Currently we have a 19 hr/week Temp Classified)
	IO
	1
	19
	13
	12
	10
	No
	Assistance with curriculum, scheduling, minute-taking, phones,  reception, and other clerical duties.
	
	
	


Please include an analysis of any relevant data supplied by the Research Department and any other sources with your rationale statement.  For instructional positions, please refer to attached staffing criteria developed by EAP. 


	**The Instruction Office needs full-time reception services. Currently eight hours per week of this position is funded by Tech prep funds. The office needs to secure District funding to assure continuity in the event that  the State reduces or eliminates Tech Prep funding. 


2. CAPITAL EQUIPMENT – List in priority order, new or unmet equipment needs below. 

	Priority
	Name of Item/Equipment
	New or Replacement?
	Suggested Vendor
	Cost including sales tax and shipping
	Installation cost if known / applicable
	Rationale

	1. 
	Computer
	Replace.
	Dell
	$1200
	0
	Replace Toni’s computer. 

	2.
	Laptop Computer with Monitors
	Replace.
	Dell
	$2400
	0
	Replace Meridith’s computer.

	     
	     
	     
	     
	$     
	     
	     

	     
	     
	     
	     
	$     
	     
	     

	     
	     
	     
	     
	$     
	     
	     


3.  SUPPLIES – Identify new or unmet supply needs beyond your normal budget.

	None.


4.

MODIFICATIONS TO CURRENT FACILITIES NEEDED - Identify needed facility modifications within the program’s existing space.  
	Facility
	Needed modification
	What problem/need is this intended to address
	Rationale

	Instruction Office
	Create a separate area for the VP & Exec. Asst. with separate access (by utilizing the space in Room 1010 and existing Instruction Office space - see #5). In other words, knocking out the wall between Room 1010 and the Instruction Office and extending the wall between the Dean’s Office and the VP office.
	Equal access to the VP for both Student Services and the Instruction Office.
	Placing the VP in her own separate space invites a more equal approach in serving both the needs of the Instruction Office and Student Services. It also insures that traffic associated with the Dean’s responsibilities are separated from the VP.


5.  NEW FACILITIES NEEDS - (for review by PRMPC and IMPSC, in consultation with EAP & ASMPC)

	What is the problem?
	What solution(s) are proposed?
	What impact would result if this need is not met?

	Equal access to the VP for both Student Services & Instruction Office.
	Relocate Dan Jenkins and take over this space for VP.
	Equal access and traffic issues as noted in #4 above.


6. 
PROFESSIONAL DEVELOPMENT - List the departmental requirements/plans for professional development not included in your normal budget. Please list in priority order.
	Who will participate?
	What is required?
	Proposed Cost
	Rationale

	Claudia, Christine
	CCCSC conference in Monterey Conference for Curriculum & Scheduling
	$500
	Increasingly important to attend due to software conversions that have happened and will continue to happen

	Christine
	Training on the latest features of web design (example: CSS)
	$0
	Christine maintains the Intranet site, and parts of the College site. Needs to keep up-to-speed in the latest technology & software. There are numerous online FREE classes available which she could take in the summer at work a couple of hours per day.

	Christine
	Training / Research on Education Code, Accreditation, Student Services, Brown Act, etc.
	$0
	This essential training has never been done since Christine came on board as the Exec. Asst. to VP in 2003. 

	Toni
	Training in Distance Education, Vocational Education
	$500
	Gain expertise to grow the Distance programs; Maintain Compliance for vocational grant programs.

	Cyndi
	Additional Customer Service & Personnel training/workshops.
	$200
	Continued improvement in these two areas to best serve students and faculty.

	Claudia, Christine
	Filemaker Pro training 
	$500
	We use all the time – Claudia needs Beginning; I need Intermediate to get up to speed with latest versions.


7.
MARKETING - List methods or strategies below to attract or retain students in your program. Please list in priority order.
Marketing ideas may include: Website updates/additions, Public Relations, Print materials/Graphic Design, Advertising

Please indicate below if funding already Exists or you are requesting New funding.

	Marketing Idea
	What is your goal?
	Target Audience
	Target Completion Date
	Funds: E/N

	None.
	     
	     
	     
	     


Would you like a meeting with the Marketing Department to strategize about your marketing needs? 
	
	Yes
	XX
	No


8.
OTHER – Identify any other support your program may need, e.g., library, research, computing / technology solutions, customer service support, janitorial / custodial, health / safety issues, field- trip(s), etc.

Please indicate below if funding already Exists or you are requesting New funding.

	Type of Request
	Who can fulfill request?
	Proposed cost
	Rationale
	Funds: E/N

	None 
	     
	$     
	     
	     

	     
	     
	$     
	     
	     

	     
	     
	$     
	     
	     

	     
	     
	$     
	     
	     


Revised May, 2006
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