Standard III – Resources

3A Human Resources

The institution employees qualified personnel to support student learning programs and services wherever offered and by whatever means delivered, and to improve institutional effectiveness. Personnel are treated equitably, are evaluated regularly and systematically, and are provided opportunities for professional development.  Consistent with its mission, the institution demonstrates its commitment to the significant educational role played by persons of diverse backgrounds by making positive efforts to encourage such diversity.  Human resource planning is integrated with institutional planning.

A.1.
The institution assures the integrity and quality of its programs and services by employed personnel who are qualified by appropriate education, training, and experience to provide and support these programs and services.

A.1.a.
Criteria, qualifications, and procedures for selection of personnel are clearly and publicly stated.  Job descriptions are directly related to institutional mission and goals and accurately reflect position duties, responsibilities, and authority.  Criteria for selection of faculty include knowledge of the subject matter or service to be performed (as determined by individuals and discipline expertise), effective teaching, scholarly activities, and potential to contribute to the mission of the institution.  Institutional faculty play a significant role in selection of new faculty.  Degrees held by faculty and administrators are from institutions accredited by recognized U.S. accrediting agencies.  Degrees from non-U.S. institutions are recognized only if equivalence has been established.


DESCRIPTION
Job announcements are comprehensive and accurately describe the position’s duties and qualifications.  They are widely distributed to the public via the college website, the California Community College Registry, various newspapers and publications, as well as a variety of colleges and agencies which refer applicants.  Selection committees review and approve all job announcements for faculty and management positions prior to initiating the application process.  State mandated minimum qualifications are stated.  Supervisors review job announcements for Classified positions.  For faculty positions, an applicant is requested to submit an application, a letter, a resume, transcripts, letters of reference, and a response to specific issues requested by the selection committee. Those with foreign degrees must submit equivalent certification from an appropriate agency.  Faculty, as well as management, supervisory, confidential, and classified staff, volunteer to serve on all selection committees.

EVALUATION
In determining which applicants are to be interviewed, selection committee members evaluate how well each applicant matches the information included in the job announcement which includes Minimum Qualifications, knowledge related to the subject matter, effective teaching experience, and other abilities which support success in meeting institutional objectives and contributing to the college mission.  Selection procedures are strictly followed and periodically revised to ensure that the process facilitates the selection of qualified personnel.  Degrees held by faculty and administrators are listed in the college catalog.  

PLAN
Continue to periodically refine the selection procedure to support the employment of qualified personnel. 
A.1.b. 
The institution assures the effectiveness of its human resources by evaluating all personnel systematically and at stated intervals. The institution establishes written criteria for evaluating all personnel, including performance of assigned duties and participation in institutional responsibilities and other activities appropriate to their expertise. Evaluation processes seek to assess effectiveness of personnel and encourage improvement. Actions taken following evaluations are formal, timely, and documented. 

DESCRIPTION

Classified Staff: 

Classified employees are evaluated twice during the probationary period and every two years thereafter. The evaluation process states that its purpose “is to provide the supervisor and employee with an opportunity to formally discuss job performance…to ultimately increase the employee’s value to himself or herself and to the college.”  

Using a three-scale rating system, a supervisor rates the employee’s job performance in 12 categories, ranging from “Knowledge” to “Employee/Student/Public Contacts,” then meets with the employee to discuss the ratings, plus past progress and future objectives.  The evaluator’s supervisor reviews the completed evaluation report.

Full-Time Faculty: 

Probationary faculty are evaluated every year for the first four years, and tenured faculty members are evaluated once every three years.  Instructors, Counselors, Program Directors and faculty with reassigned time, and the Head Librarian have separate evaluation processes which are included in the Full-Time Faculty Handbook.
The stated purpose of the evaluation process is “to encourage faculty development through a regular formal comment process.”  An evaluation team for non-tenured faculty consists of the faculty member being evaluated, one peer and one administrator.  Tenured faculty being evaluated may opt for two peers rather than one peer and one administrator.  The team holds a planning conference to review the process, set up the classroom visits, and arrange for the gathering of the syllabus and course materials.  
Evaluators each visit one class and administer the student surveys.  For certain courses, the survey is also made available to students in Spanish.  To evaluate an on-line class, the evaluator is given access to the course’s website.  S/he examines it and contacts the students by e-mail for their survey input. 
The team then meets to review the materials collected, an evaluation summary completed by the evaluators, a self-assessment, and the compiled student surveys.  The evaluatee signs the summary and has the opportunity to attach his/her written comments to it.
Part-Time Faculty

Part-time faculty are evaluated the first semester of employment and a minimum of once every six semesters thereafter.  Evaluations are conducted by the Dean or a full-time instructor in the same discipline as the evaluatee.  Evaluation forms for part-time instructors and counselors are identical to those used for full-time faculty.  A part-time instructor’s classroom presentation, tests and assignments, self-assessment, and student surveys are all reviewed for applicability and teaching ability.  A copy of the completed evaluation is sent to the part-time instructor, and, if requested by any of the parties involved, a follow-up conference may be held.  

Management, Supervisory, and Confidential

Management, Supervisory, and Confidential employees are evaluated the first year of employment, the third year of employment, and every third year thereafter.  The evaluation process provides an opportunity to recognize and acknowledge strengths and achievements and to identify areas for professional improvement and growth as observed by the immediate supervisor who has the responsibility of evaluating the employee.  The supervisor distributes an evaluation survey to all permanent employees supervised by the evaluatee.  With mutual agreement of the employee and the supervisor, surveys can also be sent to other District employees.  After reviewing the completed surveys, the supervisor completes an evaluation report.  The supervisor and employee meet to review the self-evaluation and the evaluation report and develop objectives for the next evaluation period, including any areas where professional growth may be needed.

Superintendent/President:
The Chair and Vice-Chair of the Board of Trustees conduct an evaluation of the Superintendent/President by June 1st every other year.  They meet to 1) discuss a self-evaluation, 2) review progress in completing previously established goals and objectives, 3) mutually establish goals and objectives for the next rating period, and 4) develop a list of individuals to be surveyed, including representatives from each employee group and the Board of Trustees.  The Chair reviews the list of participants with the Academic Senate, Classified, and Management leadership to determine if any names should be added.  The Chair and Vice-Chair distribute, collect, and review evaluation surveys.  They then prepare a written evaluation which is shared with the Superintendent/President during Executive Session of the next regular meeting of the Trustees.  The evaluation process includes specific elements which focus on effectiveness and improvement.  It is ample in its scope of areas of investigation and employee participation.  The self-assessment and post-evaluation conference further support effectiveness and areas of professional growth.


Board of Trustees



A self-evaluation of the Board is conducted every other year in even


years.  Each Trustee completes an Assessment Document, including 

the Student Trustee.  Staff who regularly participate in Board meetings may submit narrative comments regarding the Board’s performance. The Superintendent/President compiles all information and presents a report at the open session in November.
EVALUATION

During 2006-07, the District and bargaining/meet and confer groups focused on strengthening all evaluation processes.  This included evaluation training provided during the Fall Semester by the District’s legal counsel.  The evaluation process for the Superintendent/President and the Board of Trustees were also recently updated.



Classified



The Classified evaluation procedure and forms were revised during

2006-07 negotiations.  While the “Outstanding” and “Exceeds

Standards” rating options were eliminated, supervisors still have the opportunity in the narrative section to address any commendations.  Ratings of “Improvement Needed” or “Unacceptable” must be addressed and objectives must be specifically developed to strengthen such areas.




Full-Time Faculty

Recent revisions to the evaluation summary were agreed to in the collective bargaining process including changing the category “Classroom Environment” to “Learning Environment,” to provide for other learning delivery systems such as on-line courses.  The number of categories in the student evaluation form was reduced from 23 to 15, with the addition of an optional open comment section.  The wording was revised to make the categories more understandable and relevant to students.  Additionally, three questions about the students themselves were dropped.  
The full-time faculty recently affiliated with AFT and are in the process of negotiating their first contract with the District.  As part of that project, all evaluation processes will be reviewed and updated as needed. 

Part-Time Faculty

The same revisions in the evaluation process for full-time instructors noted above were agreed to through the collective bargaining process
for part-time instructors to keep evaluation standards and practices for faculty consistent.

Management, Supervisory and Confidential

Supervisory employees were recently added to this employee group, which required that the evaluation process and forms be revised to incorporate Supervisory employees.  In the spirit of strengthening all evaluation processes, the District took the opportunity to propose some changes to the process and forms which are currently under consideration and discussion.

Superintendent/President

When the current Superintendent/President was employed two years

ago, the evaluation procedure for Superintendent/President was

updated at that time.
Board of Trustees
Board Policy 008, Trustee Self-Evaluation, and Administrative Regulation 008.1, Trustee Self-Evaluation Process, were updated in Fall 2006.
PLAN

Full-Time Faculty

Through the collective bargaining process, the evaluation of on-line instruction needs to be refined, particularly regarding the privacy of students returning Student Evaluation Forms.  Presently, the only way to do this is through e-mail, which denies students anonymity.  Both the student and peer forms need to be customized to reflect the constraints of on-line learning.  The Board recently approved a new Director of Distance Education position.  The expertise of this position will be helpful in this regard. 
Also, the peer and student evaluation forms for counselors, program directors and faculty with released time, and the head librarian need to be made more concise and appropriate, in line with recent changes made to comparable forms used for instructors.  
Management, Supervisory and Confidential
Complete the revisions to the evaluation process that are currently under review.
A.1.c. 
Faculty and others directly responsible for student progress toward achieving stated student learning outcomes have, as a component of their evaluation, effectiveness in producing those learning outcomes.

DESCRIPTION
Evaluations for faculty and others directly responsible for student progress toward achieving stated student learning outcomes do not include a specific rating for effectiveness in producing stated learning outcomes

EVALUATION

While not specifically addressed in a component of faculty evaluations, indirectly, the use of student learning outcomes will have an influence on the effectiveness of faculty in producing stated learning outcomes.   

PLAN
The college plans to have a summary of this ongoing reflection-with-course-improvement cycle incorporated into program review documents.

A.1.d. 
The institution upholds a written code of professional ethics for all of its personnel. 

DESCRIPTION
The District does not have a specific written code of professional
ethics for its personnel.

EVALUATION

Presently, the only written code of professional ethics extant is Policy No. 009, Board of Trustees Code of Ethics, last revised in April, 2000.  In it, eleven principles are listed.  A further policy, No. 012, Mission, Vision, and Values, last revised in August, 2006, applies to all college personnel and includes such core values as respect, integrity, diversity and responsiveness but does not in itself constitute a code of professional ethics.
PLAN

The District should propose a written code of ethics through the shared governance and collective bargaining processes, possibly utilizing a work group representing various employee groups to draft language.
A.2.
The institution maintains a sufficient number of qualified faculty with full-time responsibility to the institution.  The institution has a sufficient number of staff and administrators with appropriate preparation and experience to provide the administrative services necessary to support the institution’s mission and purposes.

DESCRIPTION

All faculty, both contract and adjunct, meet minimum qualifications or the equivalent for their subject area pursuant to the District equivalency policy.  Of the 55.5 full-time faculty, 9 have doctoral degrees, 43 have masters degrees, and 4 have bachelors degrees.  Vocational instructors also have specialized training and occupational experience in addition to academic preparation.

For 2006-07, the College employed 55.5 full-time faculty, 281 part-time faculty, 85 classified staff, and 16 administrators.  All employees meet the qualifications for their positions.

For Fall 2006, qualified, full-time faculty taught 45.4 percent of the faculty contact hours at Mendocino College (Education Code 84750 and 87482.7). Full-time faculty primarily teach on the main campus; adjunct faculty teach at the Ukiah campus, as well as the Willits and Lake Centers and outlying areas.

EVALUATION
Because the institutional planning process incorporates human resource planning, the sufficiency of faculty, staff and administrators is considered and assessed on an annual basis.
The College selection process assesses the qualifications of applicants.  Upon employment, individuals possess qualifications relevant to the position.

Under the District’s equivalent policy for faculty, Policy 305, an individual can be certified “equivalent” to teach a course within a discipline.  During the Spring 2007 semester, 25 of 281 part-time faculty (8.9%), and 1 of 55.5 full-time faculty (1.8%) taught under this provision.  Personnel Services has been working with the Chancellor’s Office on the application of State-mandated minimum qualifications to determine alternative ways to meet minimum qualifications to reduce the application of this provision which was recently determined by Chancellor’s Office legal counsel not to be a permissible application of equivalency.
PLAN
Continue to research the application of minimum qualifications for faculty and work with the Academic Senate to refine the application of equivalency.

A.3.
The institution systematically develops personnel policies and procedures that are available for information and review.  Such policies and procedures are equitable and consistently administered.

A.3.a.
The institution establishes and adheres to written policies ensuring fairness in all employment procedures.

A.3.b.
The institution makes provision for the security and confidentiality of personnel records.  Each employee has access to his/her personnel records in accordance with law.

DESCRIPTION
Personnel policies and procedures are located in collective bargaining/meet and confer agreements, Board Policy, and Administrative Regulations.  They are developed or revised through the collective bargaining, meet and confer, and shared governance processes as applicable.

Personnel records are located in Personnel Services and are only accessible by the employee, a supervisor, or a higher level supervisor through the Personnel Services staff.  Records are maintained by Personnel Services staff in accordance with the Education Code and collective bargaining/meet and confer agreements.  Archived personnel files are kept in a locked storage area for approximately one year and then stored electronically.
EVALUATION
To administer personnel policies and procedures equitably and consistently, the applicable Board Policies, collective bargaining/meet and confer agreements, and employee handbooks are consulted and followed.  When an issue is in question, the Director of Personnel Services and staff are consulted.  The Director obtains clarification from legal counsel as needed.  As policies and procedures are identified that may require revision, they are taken through the collective bargaining/meet and confer processes.

Copies of the collective bargaining/meet and confer agreements and employee handbooks are provided to faculty and staff upon employment.  They are typically updated annually and redistributed to faculty and staff via the Staff Intranet.  Paper copies are also available upon request from Personnel Services.

The Full-Time Faculty recently affiliated with a union and portions of the Full-Time Faculty Handbook are being converted into a collective bargaining agreement.  It is anticipated that completion of this project could possibly take two years.

PLAN

As college technology permits, personnel policies and procedures will be made more readily accessible through the college website.

A.4.
The institution demonstrates through policies and practices an appropriate understanding of and concern for issues of equity and diversity.

A.4.a.
The institution creates and maintains appropriate programs, practices and services that support its diverse personnel.

A.4.b.
The institution regularly assesses its record in employment equity and diversity consistent with its mission.

A.4.c.
The institution subscribes to, advocates, and demonstrates integrity in the treatment of its administration, faculty, staff and students.

DESCRIPTION
Mendocino College demonstrates its understanding of and concern for issues of equity and diversity in its policies and practices.  Board Policy 809 prohibits unlawful discrimination in the workplace and in all programs and activities of the District.  Administrative Regulation 809.2 provides for a process to resolve such issues when they arise.
The college states its position on equal opportunity on all job announcements. The Director of Personnel Services meets with each selection committee to train committee members on selection procedures, including equal opportunity considerations.  The college makes available reasonable accommodations for applicants, interviewees, and employees upon request.

The college Diversity Committee assists in the development of diversity plans.  In support of the college mission and vision statements, the identified Core Values include:

· “Diversity - Understanding and appreciating individuals from varied backgrounds is crucial to achieving our goals.  We respect the dignity of each individual and strive to be inclusive.  We value the creativity and insight that emerge from individual differences.”

· “Integrity – We maintain public trust by being honest, fair and equitable and by honoring our commitments to our students, staff and community.”

EVALUATION
The college record in employment equity and diversity is reported and tracked through the selection processes and the Management Information System.  While the college has previously maintained a Faculty and Staff Diversity Plan, it is now out of date.  Currently a need exists to develop an Equal Employment Opportunity Plan pursuant to the directions and timeline recently released by the Chancellor’s Office in their 4/9/07 memorandum.

PLAN
Develop an Equal Employment Opportunity Plan pursuant to the guidelines and timeline set forth by the Chancellor’s Office.  The anticipated completion date is approximately June 2009.

A.5.
The institution provides all personnel with appropriate opportunities for continued professional development, consistent with the institutional mission and based on identified teaching and learning needs.
A.5.a.
The institution plans professional development activities to meet the needs of its personnel.

A.5.b.
With the assistance of the participants, the institution systematically evaluates professional development programs and uses the results of these evaluations as the basis for improvements.

DESCRIPTION
The institution offers staff development opportunities to its personnel. Management, Supervisory, Confidential, Faculty, and Classified staff are given the opportunity to attend professional conferences and staff development activities consistent with the institutional mission. On-going training also takes place within special funded programs, such as DSP&S, CAMP, HEP, EOPS,  CARE and Nursing.
In 2005-06, the college provided approximately $99,830 for staff development and training opportunities. Of this amount, $45,000 was spent on flex-time activities for part-time instructors.
For the last two years, training on student learning outcomes has 
been provided to all full-time and part-time faculty members during 
in-service programs which take place at the beginning of each semester.  

EVALUATION

In 2005-06, the Staff Development Committee conducted a survey within each employee group to identify current professional development needs.  Programs also have the opportunity to identify

training needs within their program review documents and request

funds for that purpose.

PLAN
The Staff Development Committee may want to look more globally at training needs which may be necessary for the College faculty and staff.

A.6.
Human resource planning is integrated with institutional planning. The institution systematically assesses the effective use of human resources and uses the results of the evaluation as the basis of improvement.

DESCRIPTION

Human resource planning is incorporated into the institutional integrated planning timeline.  Human resource planning begins with completion of the Program Review document wherein the specific staffing needs for a department or program are identified. 
Human resource needs are then annually assessed and prioritized at each of the three institutional planning levels:  1) Education Action Plan/Administrative Services Master Plan Committees, 2) the Institutional Master Plan Steering Committee, and 3) the Superintendent/President.  These planning bodies also assesses vacancies as they occur, to determine if any staffing changes are needed prior to filling a vacancy.  
EVALUATION

The human resource planning process advises and helps direct the institution to ensure the effective use of human resources. 
PLAN

Continue to refine the human resource planning process as needed.
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