Administration Services Plan

Planning Document for: Senior Dean of Instruction
Office: Office of Instruction
Section I    Purpose
Please review the draft / current purpose established for your office and provide any modifications.

Draft / Current Purpose [insert current draft purpose]:
The Office of Instruction provides academic management and support for all instructional programs, including program development and review, comprehensive course offerings, program staffing, and management, in order to facilitate student success. 
Proposed Modifications to Purpose:

Purpose/mission statement was revised as part of this program review cycle. The Senior Dean provides leadership and support to ensure that the office fulfills its purpose/mission.

Section II    Goals
A. Provide a description of each goal you have established over the next three years that supports goals established by Instructional / Student Services / Support Services departments that report to you.  Indicate which goals you will pursue this year and identify the activities you will undertake to achieve these goals.

1. Office of Instruction goal: Improve process and services of the Office of Instruction by modifying and trying new processes.

Senior Dean goal: Improve supervisory role with Office of Instruction managers/staff, with an emphasis on efficiency and service.
Activities: Regular group and individual meetings with O of I managers and staff; evaluation of current practices with implementation of changes/”re-engineering” as necessary; evaluate changes. Timeline: Current academic year and on-going.

2. Office of Instruction goal: Improve communication of services and functions of the Office of Instruction.

Senior Dean goal: See 1, above.

Activities: Monthly department chair meetings; regular paper and e-mail communications to faculty; Flex workshops, as appropriate. Timeline: Current academic year and on-going. 
3.   Office of Instruction goal: The Office of Instruction personnel should meet on a regular basis to improve communication and coordination.

Senior Dean goal: See 1 and 2, above.
Activities: Monthly meetings with a published agenda in order to improve communication and coordination and to work on process evaluation and improvement. Timeline: Spring ’07 and on-going.
4.   Office of Instruction goal: Review faculty evaluation summaries.

Senior Dean goal: See 1. above.
Activities: Review directive from District HR on faculty evaluation packets and modify local practice, as necessary. Timeline: Completed fall ’06.
5. Office of Instruction goal: Be more proactive in the development of new curriculum, programs and services, in partnership with instructional departments.

Senior Dean goal: Improve and expand enrollment management and other strategies and result in productive growth.

Activities: Building on recent successes – engineering, environmental science and PTEC – work with department chairs and other faculty to promote development of new courses and/or programs; develop course outlines and/or program plans and secure approval at the college and/or state level; deal with articulation issues as they arise; develop and implement marketing/outreach plans for new courses/programs. Timeline: Current academic year and on-going.  

6.  Office of Instruction goal: Secure classified hourly support needed for grant and special project initiatives.

Senior Dean goal: See 1. above.
Activities: Evaluate the need for additional support for the deans; work with the President’s Cabinet to secure resources to provide classified hourly support for specific initiatives; evaluate. Timeline: Current academic year and on-going.   
7. Office of Instruction goal: Improve professional development for managers.

Senior dean goal: See 1. above.
Activities: Participate in the re-engineering of employee development at LMC; conduct a professional development needs assessment for instructional mangers; develop and implement development activities in response to identified needs, including an orientation for new deans; evaluate. Timeline: Current academic year and on-going.
8. Office of Instruction goal: Secure funds for emergencies and instructional innovation.

Senior Dean goal: See 1 and 5, above.

Activities: Determine budgetary needs for deans’ contingencies to deal with emergencies and/or support small requests for funds for innovation; secure funding through regular college channels; evaluate. Timeline: Spring ’07. 
B. Provide a description of each goal you have established over the next three years that are unique to your department (and may reflect, in part, the annual management goals you have established with agreement from your manager.)  Indicate which goals you will pursue this year and identify the activities you will undertake to achieve these goals.

Senior Dean goal: Design and implement the Accreditation self study process.

Activities: Process underway – LMC participation in Commission orientation to the process; leadership (standards committees and Steering Committee) identified and oriented; general timeline and specific timeline for spring ’07 developed; standards committees being organized. Timeline: ’06-’08.
Senior Dean goal: Support efforts to expand and institutionalize various assessment initiatives.

Activities: Participation in, and support of, Teaching and Learning Project, Curriculum Committee, Developmental Education Committee, and Planning Committee activities related to identification and assessment of student learning outcomes. Timeline: Current academic year and on-going. 
Senior Dean goal: Provide leadership for implementation of instructional program review process.

Activities: Participate in development of new program review process; serve as a resource to departments during the process; review and summarize the departmental documents; use the results to improve. Timeline: Current academic year.  
Senior Dean goal: Provide leadership for facilities planning (and related issues) for instructional areas.

Activities: Serve as “lead manager” on Math Building issues; support transition activities from the college complex to the new Math and Science buildings; generally work on planning secondary effects of the three new structures; specifically, participate in planning and implementation of new facilities in the core building (for Office of Instruction, Reading and Writing Center/tutoring, classroom expansion, computing), art expansion, nursing relocation, etc. Timeline: Current academic year and on-going.
Senior Dean goal: Implement instructional portions of grants.

Activities: Serve as a resource for development of grant applications; in collaboration with the deans, serve as the lead instructional manager for grant implementation; participate in grant evaluation activities; develop and implement strategies for grant activity institutionalization, as appropriate. Timeline: Current academic year and on-going. 
