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	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:
	Personnel Services
	Date of Report:
	May 19, 2006

	
	
	
	


Please check the appropriate box below:

		Maintaining Current Program

		New Program
	x
	Program at Risk


	Primary Program Contact:  Karen Chaty, Director of Personnel Services
	     


Faculty and staff who participated in developing the plan: 

	     Betty Antoni, Personnel Services Technician

	printed name                                                                                                                                                            signature

	     Lisa Galletti, Accounting Specialist

	printed name                                                                                                                                                            signature                                                                                                            

	                                                          

	printed name                                                                                                                                                            signature                                                                                                            

	     

	printed name                                                                                                                                                            signature                                                                                                            

	     

	printed name                                                                                                                                                            signature                                                                                                            


Supervisor/Dean
	     Tom Kesey, Vice-President of Administrative Services

	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.  Update personnel sections of Board Policy.  Some changes made, but still in process.  The union affiliation of full-time faculty put revisions to personnel related sections of Board Policy on hold.  

2.  Facilitate the search/selection process for Interim Superintendent/President and Superintendent/President.  Completed (and I hope we don’t do this again before I retire.)
3.  Negotiate changes to the health benefit plan as recommended by the Health Benefit Committee.  As recommended by the Board and the employee groups, the District attempted to negotiate changes to health benefits in 05/6 with the three employee groups and the Health Benefit Committee, requiring considerable research and coordination with a minimal outcome.  The emphasis for now will be on the “education” of employees on the national health care crisis and how employees can contain costs within the benefit plan that currently exists.

4.  Revisit offering retirement incentives for 2004-05.  This project which included extensive data gathering, analysis and communication was completed.  The result was to not offer retirement incentives due to the fact that it could potentially be costly and faculty were retiring without it.  
5.  Scanning project to store old personnel files as computerized records.  The bulk of the initial project was completed.  Future files that are archived will be stored in the computer.



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.

	     TRENDS that may affect Personnel Services are:

· Increasing retirements in all employee groups

· Increasing union involvement which can slow down changes that may be needed at the college

· Potentially contentious negotiations if the budget does not improve and the cost of health benefits continues to escalate

· Increasing attention on GASB 45 and restructuring the health benefit plan recordkeeping to support it.

· Accreditation emphasis on diversity and professional development which both need attention

ADDITIONAL FACTORS that will influence Personnel Services over the next several years are the retirement of  the Personnel Technician, Director of Personnel Services, and the Vice-President of Administrative Services.  There is a significant amount of knowledge that needs to be passed on by these three long-term employees.  A rapid turnover without significant training of new staff could jeopardize a number of critical areas including the self-funded health benefit program, part-time faculty loads and minimum qualifications monitoring, compensation administration, collective bargaining, and many other technical/legal matters related to personnel administration.



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: 


	     
OBJECTIVES:

1.  Continue to update personnel sections of Board Policy.

2.  Continue to strengthen selection committee orientation and thereby the integrity of the selection process.

3.  Continue to make progress in paying salaries for each employee group based on the compensation philosophy adopted for each group.

4.  Continue to work with the Health Benefit Committee to educate employees about the national health care crisis, the increasing costs of benefits, and the most cost effective way for employees to utilize benefits.  Continue to address Board and employee health benefit issues through the Health Benefit Committee and the collective bargaining process.

5.  Update the District’s non-discrimination policy and procedures to comply with recent Title 5 changes and write a new staff diversity plan – CCC training is tentatively scheduled for October 2006.

6.  Continue to reorganize and document the District’s professional development efforts by centralizing planning and reporting.

7.  Ensure that the retirements of the Vice-President of Administrative Services, Director of Personnel Services and the Personnel Technician in the next several years do not jeopardize the effectiveness of Personnel Services.

OUTCOMES:

Retention:  Student retention is supported by employing highly competent, diverse faculty and staff which involves an effective, non-discriminatory selection process, attractive wages and benefits, and opportunities for professional development.

SLOs:  Students who work for Personnel Services learn about the work world including assuming responsibility, working effectively as a group, communicating verbally and in writing, the application of math, gathering and using data and information, sharing ideas, creativity, problem solving, an employer’s perspective, how to use technology, etc.  All student employees who receive pay checks generated by Personnel Services, learn about reporting hours, payroll forms, withholdings, etc.
Communication:  One of the most important functions of Personnel Services is communicating with students, the public, the Board, administration, faculty and staff on a wide variety of technical and complex personnel policies and practices to foster institutional effectiveness, fairness, professionalism, and confidentiality when appropriate.


D.
CURRICULUM OBJECTIVES FOR ACADEMIC PROGRAMS
	Type of Curriculum Changes Forecasted
	How many?
	Desired Term Effective Date
	Rationale

	New course proposals planned
	     
	     
	     

	Modifications to existing courses 
	     
	     
	     

	Upgrades from experimental courses to permanent  
	     
	     
	     

	Course deletions planned
	     
	     
	     

	Additional Distance Education courses planned
	     
	     
	     

	New certificate or degree programs planned
	     
	     
	     

	Existing certificate/degree program changes planned
	     
	     
	     


	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 



	     
1.  Implementation of GASB 45 as applicable to Mendocino College.

2.  Revision of non-discrimination policies and procedures and development of a new employee diversity plan.


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
	Classified
	Pers Services Spec
	Pers Serv
	.50
	20
	20
	12
	0
	No
	See below
	$15,054
	$3,810
	$18,864

	   
	     
	     
	   
	   
	     
	   
	   
	   
	     
	     
	$     
	$     
	$     

	   
	     
	     
	   
	   
	     
	   
	   
	   
	     
	     
	$     
	$     
	$     


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. 


	Staffing for Personnel Services is currently out of compliance with the classified union because the half-time Personnel Services Specialist position has not been filled nor eliminated.  We found that this staffing pattern doesn’t meet the needs of the department.  Certain work could not be delegated, such as health benefits, because the person was not present when issues came up that needed to be addressed.  The position ended up doing basic clerical work which was helpful, but prevented more technical work from being delegated.  Instead, temporary hourly and student employees have been providing the basic clerical work because the department has not wanted to fill the vacancy until a full-time employee could be recruited.  While this is o.k., it impacts the workload of the Director and Technician because they have to retain work which could otherwise be delegated.  A Personnel Services Specialist needs to assist with recruiting/selection and health benefits.  The Technician would retain responsibilities related to compensation administration, district budget development, part-time faculty employment (minimum qualifications, loads, contracts, payroll), state personnel reporting, etc.  The Director would be able to focus on policy work, professional development, diversity, collective bargaining, etc., which doesn’t get the attention it needs due to the amount of technical work that must be done.  The college has gotten by with this staffing pattern because the Technician and Director are knowledgeable, long-time employees.  With retirements in the next several years, it probably will not be sufficient.


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
	Replacement
	Dell
	$1100.00
	N/A
	Replace old 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

	     None
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


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?

	     Insufficient workspace
	     Move Personnel Services from the current location into a separate office space (preferably near Fiscal Services).
	     Adding another FT employee to Personnel results in 11 FT employees in Room 1050, plus student workers, too many for the space.  The new employee will be located behind the payroll accountant, which is ok for a PT employee, but working FT in this “cubby-hole” is not acceptable.  It’s too crowded and not readily accessible to staff and the public for assistance with health benefits and the employment process…and there is no other possible office arrangement that can be made within Room 1050.

	     
	     
	     

	     
	     
	     


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

	      Group training for faculty & staff
	     A variety of topics
	$     2000
	     No funds available for needed topics

	     
	     
	$     
	     Professional development is part of

	     
	     
	$     
	     accreditation standards.  Will we fall

	     
	     
	$     
	     short?


Note:  With the elimination of staff development funds at the state level, there is no funding to support in-house workshops/training.  I have tried twice to request such from the Foundation but only faculty development was supported.  Sometimes funds can be found from categorical sources for a speaker such as diversity related training, but there is nothing to support general training topics.  In my opinion, this isn’t my issue to pursue.  It’s an organizational issue.  The S/P and V/P’s ? would need to determine if there is a lack of training which compromises the quality of service and accreditation standards and if it’s a high enough priority to establish a budget amount for corporate training or not.  
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

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Would you like a meeting with the Marketing Department to strategize about your marketing needs? 
	
	Yes
	x
	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 February 2006
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