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March 1, 2007, and send a hard copy of your signature page to the Office of Instruction, Ukiah campus. Supervisors/Deans have until March 15, 2007 to submit completed program review electronically to their supervising Vice President.
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PART ONE

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 planning and augmentation.
A. 
STAFFING: Complete the form below for any requested staff; a priority number is optional.
  
	
	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

	High
	Classified
	Spec I
	A&R
	.5
	0
	20
	0
	12
	No
	More students; on list 5+ years at 1.0 FTE; constant increase of FTES; increased need to assist students in accessing and applying to college services.
	$     
	$     
	$     


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. 


	      FTES increases from 2,500 in 2000 to the projected 2,985 in 2006/07 has a direct impact on the tasks for the Office of Admissions and Records from the initial enrollment services provided to the reporting and analysis of FTES to the graduation and transfer of college credit needs of students.  The work load increases to match the growth seen in the headcounts and FTES.  The department reviews and analyzes all student demographic information each term in preparing for the MIS data submission.  Every increase in section offerings require additional work load on the Spec II staff on assisting, guiding, and training faculty on proper completion of the rosters for grades and FTES reporting.  The staffing level of the department has not kept up with the work load; the last increase of hours was from .5 (this .5 was a reinstating of a lost position in 1997) to 1.0 to increase the part time Spec I to full time in 1999.     
  More traffic in student enrollment = increased work load for the department.  Even in the age of technology, we are in the business of educating the users – faculty, staff and students – in its use.  If we assume that the average student load is approximately 9 credits, 100 FTES is produced by approximately 170 enroll students.  To deliver 170 enrolled students admissions and registration staff must work with half again that number in applications from students who plan to come but don’t show up.  That brings us up to approximately 250 students.  These students in varying numbers are also getting counseled and assessed (including the evaluation of transfer credit work) regardless of how many actually enroll.  Therefore, for the 500 FTES increase mentioned above, the department is impacted by an additional 1250 students. 
    Pay as You Go has eliminated TelReg-only registration services.  All three registration locations experienced walk-in needs as soon as registration for the term began.  In the Ukiah office, our walk in traffic was consistent every day, all day long.  We use temporary classified and students to assist the current Specialist I who is our primary front line, first contact.  This person is a .75 FTE for the front line services; the other .25 FTE tasks for this full time person include general office operations, data entry/analysis, and state and federal reporting of our MIS.  The Specialist II (2.0 FTE) also assist with enrollment services when necessary.  Their hours at the front have increased dramatically which means their primary jobs of student and attendance analysts get delayed. Since much of what they do impacts our funding and student graduation rates, it is vital to allow them to do their job and hire an enrollment services person (the Specialist I) to assist students into their classes.  

  The services provided to veterans and veteran dependents are merged with the existing staff of the Office of Admissions and Records.  That office is requesting a part-time, 12 month front line position primarily to handle increased enrollment demands.  As a district point of contact (being located at the entry lobby of MacMillan Hall) there are general requests for information which includes the initial contact for students and parents requesting this service.  It is hoped that providing this information with the Veteran Services Program will give valuable information to the EAP committee in determining the role of staff in the department with this federal program.  Although we could not function well without our temporary employees, there is too much information, involving rapid changes, to adequately train them on all state and federal programs.  Permanent staffing provides that continuity needed for giving correct and timely information to our veterans and their eligible dependents.  Additionally, Anastasia Simpson-Logg is being trained to review VA education benefits recipients’ education plans and progress for reporting to VA through their electronic application.  Job tasks are becoming more technical for the department in general, and for these types of program, analysis skills are becoming more critical in staffing the positions.
   The implementation of the new Institutional Student System will begin in the Fall 2007 term.  A long-term temporary employee is being asked for through another venue to address the need to take the staff away from the department to train, input and process data as we implement.  The new system will not eliminate the need for additional staffing; this request has been ongoing and should address the normal increased work load.


	


B. 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

	High
	HP 9050N Printer
	New
	HP
	2993.16
	     
	The high volume printer is used for enrollment priority letters (5000 per term); transcript production (500 per month); the current printer has a $750 repair waiting and needs this service every year with no guarantees that the quality will improve.


C.  SUPPLIES & SERVICES – Please complete your 4’s and 5’s requests as directed by your supervisor.

D.
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

	Admissions & Records
	Move the Specialist II (Susan DeKnoblough) to the back wall and create an intake counter at the inner office door.  A future move to the current storage room would need to be taken into consideration as the work station and counter is being considered (i.e., access to the back room).
	Give faculty and district staff access to the inner office while protecting the security of student records and cash flow activities.
	The locked door was strongly recommended by the auditors to provide confidentiality to student records and to protect the cashiering responsibilities of the office.  However, this has actually become a work load liability of the department as staff must get up from their work area to open the door for routine requests.  Moving a staff person to the door area and creating the counter as a second line of protection would hold to the auditor recommendation and provide needed access to our faculty and staff.


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

F. 
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

	Director of A&R
Anastasia Simpson-Logg
	Travel reimbursement to conferences and workshops
	1,000.00
	The district is reimbursed for the services we provide; in 2006, $3100.71 was received by the district but not reflected in the budget.  The lack of travel to conferences and workshops negatively impacts the processing of claims.  Changes in processing certifications and what required documents must be provided to VA auditors are presented at these conferences and workshops.



G.
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  FORMCHECKBOX 
  No   FORMCHECKBOX 


H.
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

	     
	     
	$     
	     
	     

	     
	     
	$     
	     
	     


END PROGRAM REVIEW PART ONE
________________________________________
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