ANNUAL SUPPORT SERVICES PROGRAM REVIEW AND PLANNING PROGRESS
Media Services

FALL 2008

1. What is the status of the objectives identified in your Fall 2006 Action Plan: Program Priorities and/or your Fall 2007 Annual Progress Plan? Please be as complete as possible. Add rows as necessary:
	OBJECTIVE

	COMPLETED, REVISED, IN PROGRESS, ETC.

	COMMENTS

	1. Development of a collection of current audio-visual equipment to meet the instructional presentation needs of Los Medanos College educational programs.

· On-going assessment of equipment and audiovisual materials to determine campus needs due to the ever changing technological environment of media services.


· Develop an on-going equipment purchase and replacement plan to replace equipment that is obsolete or in poor condition with current audio-visual equipment.


· Develop an on-going equipment maintenance program (i.e., LCD projector bulbs)


· Assess staffing to ensure adequate number of qualified service-oriented media services staff to meet Objective 1.


· Seek financial commitment to achieve Objective 1 through college governance process.
OBJECTIVE
	The technological environment of Media Services is continually changing.  Due to the nature of this environment, on-going assessment of Objective 1 to ensure the unit is adequately equipped is necessary.
· On-going.  Continued assessment of equipment and audiovisual materials is necessary to meet the instructional presentation needs of educational programs.
· On-going.  Audio-visual equipment has been inventoried and a replacement plan developed.  This plan will be updated annually when new equipment is purchased.
· On-going.  An equipment maintenance schedule has been developed.  This schedule will continually be updated as new equipment is purchased and older out-of-date equipment is taken out of inventory.
· In progress.  

· On-going.
COMPLETED, REVISED, IN PROGRESS, ETC.
	· In preparation of our June 2007 move, all media equipment was inventoried.  Out-of-date or broken equipment was disposed.

· All of the new buildings (library, math, and science) have SMART classroom.  Instructors have expressed the need for SMART classroom upgrades in the main college complex.  In the absence of a college commitment to fund this goal, it is a challenge. 


At a minimum, there is critical need for 
             the upgrade of 8 classroom projectors 
            that are at the end of their life-cycle: 
            CC214, CC221, CC296, CC473, 
            CC487, CC489, CC505, and PS 13/14.



(Please refer to Attachment A)


 There are 4 semi-SMART” 

classrooms that need to have their conversions completed.  These are: CC212, CC256, CC114, & CC115.



(Please refer to Attachment B)
· With the increased number and use of “SMART” classrooms it is imperative that the college makes a commitment to adequately fund ongoing maintenance items, such as LCD projector bulbs.  
· The recruitment process to fill open media services position due to permanent staff retirement was initiated in the Spring of 2007.  This recruitment did not produce a viable candidate.  Therefore, the current job description has been reviewed and suggested updates to meet current technological needs submitted.  However, at this point in time, the new job description has not received approval from Local 1; hence the process is stalled.  
· Without an on-going budget commitment from the college it will be impossible to maintain existing equipment much less keep pace with technological advances.
COMMENTS

	2. Provide instruction, assistance, and facilities for the production of digital media, teleconferencing and CCCSAT.

· Assessment of workspace in new library building to ensure adequate space for production. 

· Develop an on-going equipment purchase and replacement plan to replace equipment that is obsolete or in poor condition with current audio-visual equipment.

· Develop an on-going equipment maintenance program.


· Assess staffing to ensure adequate number of qualified service-oriented media services staff to meet Objective 2.


· Seek financial commitment to achieve Objective 2 through college governance process

OBJECTIVE


	Digital Media, teleconferencing, and satellite services frequently changes as new technology becomes available.  Due to this circumstance, on-going assessment of Objective 2 is necessary to ensure the unit is able to provide an effective level of instruction and assistance for the production of digital media, teleconferencing and CCCAST.

· On-going.
· On-going.  The equipment in the Advanced Digital Media Room has been included in the Media equipment inventory. A replacement plan has been developed scheduling upgrades on a three-year cycle.  This plan will be updated annually as new equipment is purchased and old equipment disposed.
· On-going.  An equipment maintenance schedule has been developed.  This schedule will continually be updated as new equipment is purchased and out-of-date equipment is disposed.
· In progress.
· On-going.
COMPLETED, REVISED, IN PROGRESS, ETC.

	Media Services offered two workshops during flex in August 2008 for the conversion of audio and video media as well as the production of podcasts. The workshops were well attended and received by faculty. More training along these lines will be offered in the future.
In addition, we have offered mini-trainings on the use of SMART stations as well as posting on the web detailed instruction on the use of SMART classrooms.
http://www.losmedanos.edu/its/quickguidetosuingsmartclassroomsinlibrarymathandscience.asp
· The Advanced Digital Media Room (L216) is now available with the opening of the new library building.  This room provides access to the California Community College Satellite (CCCSAT) link.  Other equipment available in this room includes:

· Teleconferencing

· Lumens Digital Visualizer

· Pioneer 46” Flat Screen

· TV

· VCR unit

· Audio speakers

· SMART station podium

The Faculty/Staff workroom (L215) contains two workstations and a multimedia workstation. The Community Room (L109) contains the following equipment:
· Teleconferencing
· mounted LCD projector

· DVD/VCR unit

· Audio Speakers

· Large display screen
· Instructors, staff, and managers continually express their delight in using the new technology available in the Advanced Digital Media Room, faculty/staff workroom, and the Community Room   In the absence of a college commitment to fund scheduled upgrades as equipment becomes obsolete we will undoubtedly not be able to keep current with technological advances.
Media Services has identified the need for an intermediate video software program and associated training.  Also, the current camcorders use DVD to transfer video and create quality issues.  Camcorders with hard drives should be purchased to eliminate the problem of video quality.
In addition, the Tandberg 880, which is the primary component of the video conferencing system, will reach the end of its life-cycle in 2009-2010.   The state of California may absorb the cost for the upgrade of this equipment; however, based on the state’s current fiscal situation this is uncertain.
· It is imperative that the college makes a commitment to adequately fund ongoing maintenance items so that Media Services can provide adequate facilities for the production of digital media, teleconferencing and CCCSAT.
· The recruitment process to fill open media services position due to permanent staff retirement was initiated Spring 2007.  This recruitment did not produce a viable candidate.  Due to this situation, the current job description has been reviewed and suggested updates to meet current technological needs have been made.  However, at this point in time, the new job description has not received approval from Local 1 and hence the recruitment process is stalled. 
· In order to provide instructors, staff and managers of LMC with quality digital media, satellite and teleconferencing capabilities, an on-going budget commitment from the college is necessary.  It will be impossible to maintain existing equipment in good operating order much less keep pace with technological advances without such a commitment.  
COMMENTS


	3.   Ensure that professional development activities are provided for media services staff.


· Provide opportunity and promote professional development activities.


· Develop an employee orientation program reflecting a service oriented philosophy, including hourly and student assistants.

· Seek financial commitment to achieve Objective 3 through college governance process.


	In an atmosphere where the routine is change, it is crucial that media services staff receive training on a regular basis.  On-going assessment of Objective 3 is required to guarantee staff is up to date on current media technology.

· On-going.  

· In-progress.

· On-going
	· While media services staff have been able to take advantage of some training through @One, there is a need for more professional development for staff.  Employees will continue to be encouraged to take advantage of conferences and online classes to stay current with media technology.

· A Student Employees Orientation, a Student Training Program, and a Media Services Procedures Manual have been developed.  In addition, a program to monitor and evaluate the performance of students has been implemented.  We are currently in the development stage with regards to an employee orientation program for Classified Permanent and Hourly employees.

(Please refer to Attachment C)
· To ensure that media services employees and student assistants receive adequate staff development to keep up with changing technologies and develop service oriented philosophies, an on-going budget commitment from the college is necessary.  

	
	
	


3 What are new objectives that you have identified as a result of changes in the environment, data or other since Fall 2007?

	OBJECTIVE
	ACTIVITIES
	DESIRED OUTCOMES
	LEAD
	TIMELINE

	1 Continue classroom conversions on the main college complex to SMART classrooms.
	Instructors continue to express the need for SMART classroom upgrades in the main college complex.  In the absence of a college commitment of funding this, it is a challenge.  

At a minimum, there is critical need for the upgrade of 8 classrooms projectors that are at the end of their life-cycle.  These locations are:  CC214, CC221, CC296, CC473, CC487, CC489, CC505, and PS 13/14.

(Please refer to Attachment A)

There are 4 semi-SMART classrooms that need to have their conversions completed.  These are: CC212, CC256, CC114, and CC115.

(Please refer to Attachment B)

	A plan listing each classroom in the main college complex that is in need of full or partial conversion to a SMART classroom with a timeline for the classroom to be converted.

Development of a request for submission via the Resource Allocation Process and commitment from the college for funding for these conversions.

Finally, complete conversion of these classrooms to “SMART” classrooms.
	
	Spring 2009
to

Fall 2009

	2 Ensure that there is an adequate number of qualified service-oriented media services staff to meet department and college goals and objectives.

	Re-initiate the recruitment process to fill the open media services position which is vacant due to the retirement of permanent staff 12/31/2005.
After this position is filled, continue to assess campus needs to ensure adequate staffing of the media services department to meet college goals and objectives.


	While hiring a permanent employee to fill the current open position is a move in the right direction, this will only bring our level of service to the need establish in 2005.

As the use of technology continues to increase, on-going assessment of staffing needs and hiring of qualified media services staff will be necessary to provide sufficient services to meet college goals and objectives.

	
	Spring 2009
and

On-going



	3 Assess the impact of the move to a new building on staffing, budget, facilities, and operations.

	Continue to assess and review facilities, staffing, budget implications and impact on operations in order to meet the instructional and presentation needs of Los Medanos College.

	Maintain adequate facilities, staffing and budget to ensure acceptable operation standards.


	
	Spring 2009
and

On-going

	4 Continue to provide on-going support and encouragement to media services staff in support of professional development.

	Staff will be encouraged to attend on-going training, such as the SMART station training provided to our media services staff by Star Media.  In addition, other means of training will be sought, such as @One Winter Institution, Lunch Break Series on-line, conferences, etc.

	Because technology is continually changing, on-going training is a critical component to ensure qualified customer-service oriented media services staff are available to meet college needs, goals, and objectives.
	
	On-going


