LOS MEDANOS COLLEGE

SUPPORT SERVICES PROGRAM                                REVIEW & PLANNING

“The institution offers high-quality support services programs to other college departments in the areas of instructional and student services programs. The effective provision of support services allows the college overall to meet its goals and strategic initiatives.
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COLLEGE GOALS and INITIATIVES

As you review and prepare plans for your program, keep in mind current goals and initiatives developed for the college’s Master Plan.

COLLEGE GOALS

1. Offer high quality programs that meet the needs of the students and the community.

2. Ensure the fiscal well-being of the college.

3. Enhance a culture of innovation, inclusiveness and collaboration.

4. Improve the learning of students and the achievement of their educational goals.

5. Establish a culture of planning, implementing, assessing and improving.

STRATEGIC INITIATIVES
1. Grow enrollments productively.

2. Improve the image of the college.

3. Increase the number of transfers, degrees and certificates.

I.
GENERAL DESCRIPTION OF THE DEPARTMENT PURPOSE/MISSION
The Office of Instruction provides academic management and support for all instructional programs, including program development and review, comprehensive course offerings, program staffing, and enrollment management to facilitate student success.

The Office of Instruction will systemically communicate information with clarity through memos, e-mails, online, and in faculty and chair meetings.  A faculty handbook will be provided as well as collaboration with Marketing for publications to advertise instructional programs.
The Office of Instruction will endeavor to demonstrate integrity, ethical and professional behavior as we provide the services listed on the table below.

	Service
	Everyone, Faculty, Managers, Classified, Students (E,F,M,C,S)

	Articulation
	F,S

	Curriculum Development/Approval
	E

	Faculty Evaluation
	F,M,S

	Classified Evaluation
	M

	Grant Support
	E

	Hiring
	F,M

	Liaison with Brentwood and other off site locations
	E

	Liaison with FTES partners
	E

	Liaison with business, community, and external partners
	E

	Scheduling
	E

	Support college, district, and committee initiatives
	E


The goal is to offer quality assistance and meet the needs of the college and its students.  The specific goals will address the process of collaboration, inclusiveness, and innovation. The Office of Instruction will establish a culture of research and planning, implementing, assessing and improving of services.

II.         SATISFACTION SURVEY
REVIEW

A survey was conducted for the Office of Instruction and was completed October 25, 2006. See appendix. There were a total of 77 respondents.

In general, the results were very positive with at most 7% in the lowest category and from 25 to 45% in the highest category in rating satisfaction with the general services provided by the office of instruction.

The Office of Instruction reviewed the survey comments and identified the following as deserving of some consideration:

1. There needs to be publicity regarding the process of requesting information, expected turn-around times and the typical services/data that can be requested.

2. The deans should provide more leadership and direction with curriculum and new courses. They should be more proactive.

3. The maintenance of faculty schedules, their completeness and posting, office hours and an accounting of instructional hours is too loose.

4. Managers should participate in part-time faculty evaluations.

5. More direction and leadership on a curriculum consistent across sections of a course and mandating that instructors teach to and document student learning of course student learning outcomes.

6. More staff development to improve success rates should be a priority.

7. The Office of Instruction should supply more aggressive recruitment for hiring, initial screening of minimum qualifications, contacting and scheduling interviews.

8. Better record-keeping of course outlines.

9. Regular notification of changes in articulation agreements.

10. LMC does not have enough classes offered in a Tues/Thurs pattern.

11. The Office of Instruction can better manage the major systems they conduct such as faculty signing off their loads.

PLAN

1. Continue to improve processes and communication for scheduling, load sheets, grids, etc.

2. Review evaluation summaries for part-time and tenured full-time instructors.

3. Improve communication of services and functions of the Office of Instruction including creating a website.

Be more proactive in the development of new curriculum, programs and services in partnership with departments.
III.        PROGRAM RESOURCES and DEVELOPMENT

Program review and planning must be integrated with other planning processes such as the master plan, requests for staffing, and the financial planning model. It is important that the institution effectively and efficiently uses its human, physical, technological and financial resources to achieve its educational purposes, including stated student learning outcomes and improvement of institutional effectiveness.

REVIEW
1. Does the program have sufficient permanent and hourly staffing (FTE)? Address any recent changes in staffing and the reason for the changes and the impact that it has had on department operation.

Some of the instructional areas that report to the deans need additional faculty and/or classified positions – those requests will emerge as part of the units’ program review documents. Also, with the growth of the Brentwood Center, additional classified support will be needed.

The Office of Instruction currently has adequate classified staff support, although the FTE has decreased by one since the previous program review. With the anticipated growth in enrollment and/or the office taking on additional responsibilities, an additional permanent staff member may be necessary. Classified hourly support for specific projects would also be helpful. Under the leadership of the principal analyst (who serves in the office manager role, among other duties), permanent staff have been hired and job duties reassigned in order to improve effectiveness. The staff is currently considering the need for student assistant support.

LMC is “lean” in instructional deans, compared to similar colleges.  Approximately 15 months ago, the dean structure was reorganized to provide more support for Brentwood and special programs, such as FTES partnerships. Currently, all the deans feel stretched as they try to do day-to-day management of instructional programs and still move significant change initiatives forward. Specifically, sometimes additional help is needed to implement special projects and/or grant-funded initiatives. For example, additional support for Tech Prep/VTEA functions would be helpful.  

2. Describe staff participation in staff development. What staff development activities are needed to improve the program?

The Office of Instruction classified staff and managers are active participants in college professional development activities. In fact, one staff member has headed up the professional development program in recent years and deans have organized and supported staff development activities for faculty.

3. What additional facilities and equipment are required to maintain or improve the effectiveness of the program?

The current O of I facility is adequate, but not ideal. The deficiencies will be addressed with the move to level four of the core building. Quiet workspace should be included at the new location.

The office needs to replace specific pieces of equipment that are out of date and/or unreliable: Scantron, fax machine, copier, computers and printer.
4. Does the program have sufficient budget? How would budget increases improve the program’s effectiveness?

The instructional programs will be identifying budgetary needs. In addition, the deans have reviewed departmental budgets this semester and propose increases to base for a few programs, based on serving more students and/or inflationary costs that cannot be controlled – see attached.

The Brentwood Center budget needs to be augmented, given the significant enrollment increases at that location.

The Office of Instruction budget needs an increase – it has been inadequately funded following two reorganizations and mandatory costs continue to increase. There is also the need for funding to support leadership in programs with no full-time faculty. Finally, currently each dean has a tiny contingency that is inadequate to deal with emergencies and the need to support innovation.  
PLAN

· Given the unlikelihood of additional instructional management FTE in the immediate future, the deans should expand efforts to streamline some routine processes and to delegate some tasks.

· Classified hourly support should be provided for some grant and special project initiatives, as needed.

· The Office of Instruction classified staff and managers should meet on a regular basis to improve communication, coordination and to engage in professional development activities.

· When new instructional managers are hired, a comprehensive staff development program for them should be developed and implemented. Regular management retreats that focus on team building and skill development are also needed.

· The deans’ contingencies and Office of Instruction operating budget should be augmented to deal with emergencies and to support instructional innovation and to cover escalating costs. 
IV.        OTHER ISSUES

This section is for issues not addressed previously in this report.

REVIEW

Detail other issues or items program staff has determined to be significant.

PLAN

Write planning objectives to address the additional issues detailed above.

V.        PROGRAM PRIORITIES

PROGRAM ACTION PLAN

OPERATIONAL PLAN

	Objectives
	Activities
	Desired Outcomes
	Lead
	Timeline

	Improve processes and services of the Office of Instruction by modifying and trying new processes.
	Use of email to communicate.

Creation of website.
	Streamline processes.
	Principal Administrative Analyst
	On-going.


	Improve communication of services and functions of the Office of Instruction.
	Creation of the website.
	Streamline processes.
	Principal Administrative Analyst
	On-going.

	The Office of Instruction staff and managers should meet on a regular basis to improve communication and coordination.
	Office of Instruction personnel should meet regularly.
	Better coordination, improved work flow and improve effectiveness.
	Principal Administrative Analyst.
	On-going.

	Review faculty evaluation summaries.
	Review faculty evaluation summaries
	Improve quality of teaching and communication..
	Deans
	On-going.


NEW INITIATIVE PLAN

	Objectives
	Activities
	Desired Outcomes
	Lead
	Timeline

	Be more proactive in the development of new curriculum, programs and services in partnership with departments.
	Coordinate working with faculty on courses, programs and development.
	New curricular programs and services.
	Deans
	On-going.

	Classified hourly support needed for grant and special project initiatives as needed.
	Secure funding.  Development of hiring materials.
	Improve services.
	Principal Administrative Analyst
	Resource Allocation Process – Spring 2007 and On-going.

	Professional development for managers.
	Initial orientation, on-going meetings, compile procedural file and history file.
	Improved job readiness and performance


	Senior Dean
	On-going

	Funds for emergency and instructional innovation.
	Secure funding.
	Adequate funds.
	Senior Dean
	On-going.


VI.        ANNUAL PROGRESS
Progress reports will be appended to this document each fall beginning in the academic year following completion of the program review.

FALL 2007

1. Have there been significant changes in the internal or external environment that necessitated changes to your program review and/or plan? If so, please describe them.

2. What is the status of the objectives identified in the Program Action Plan? 

3. If some objectives were attained, how successful were the changes in improving program effectiveness?

4. If some objectives were not attained, what were the impediments? Do you still believe these objectives will lead to program improvements?

5. What have you learned from this process that would inform future attempts to change and improve your program?

