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Congratulations and welcome to the rank of department chair or program coordinator. The main difference between a chair and coordinator is how you were chosen—a chair is elected by the department members and a coordinator is appointed by the respective dean. The department chair can serve unlimited terms, but must be re-elected every two-years. A coordinator serves for as long as it is deemed in the best interest of the department, division or the person. Other than selection process and length of service, the two positions share the same job description. Refer to Appendix A for the official job description. A practical overview of chair/coordinator duties and responsibilities follows on pages 3 and 4.
You will probably find your new role equal parts challenge and frustration mixed liberally with pleasure and pain. While you are, for all intents and purposes, a faculty colleague and not a manager, many parts of your job have an aspect of the management role. The GCCCD Vice Chancellor of Human Resources has described the role of chair/coordinator as “super” peer.

Your role as chair/coordinator will include being responsible for developing each semester’s schedule, performing evaluations for designated full and part time faculty each semester, hiring adjunct faculty, and chairing hiring committees for full time faculty. You will manage the department/program budget, handle student complaints, and counsel and mentor your faculty colleagues. You will also plan, schedule and chair department meetings, department/program advisory board meetings (where applicable) and participate in division and college council meetings.
Throughout the academic year you will receive requests for information that will be included in different planning documents that are used to determine future needs of your department, division, college and district as a whole.

The following documents represent those plans:

Educational Master Plan
Strategic Plan

Facilities Master Plan
Technology and Equipment Plan
Refer to Section II for a more detailed description and timeline, in alphabetical order, of the submission requirements for routine information, including the above mentioned documents.

You will be asked to consider the needs of graduating major students by completing “Modification of Major” forms as well as submitting student names for consideration of awards and scholarships. You will be an active participant in the curriculum development process as your review and update course outlines or develop, with your faculty colleagues, new courses for implementation. You will be responsible for facilitating the completion of an Academic Program Review of your department/program every five years. Refer to Section II for the month by month submission requirements you are responsible for as department chair/program coordinator.
The Chairs and Coordinators Manual is a work in progress, and does not include all the procedures and forms you may need, however, Section III provides a list of websites, as well instructions for accessing the District Operating Procedures.

So, welcome and know that you are not alone. The Council of Chairs and Coordinators meets the second Monday, from September to May. It is the meeting where you will have the opportunity to ask questions and express concerns that will be acknowledged and addressed by other “super” peers.

Department chairs and program coordinators who contributed to the development of the manual, under the tireless leadership of the 2002-2003 Chair of Chairs and Coordinators, Barbara Chernofsky, included:

Virginia Berger, English as a Second Language

Rick Kirby, Cardiovascular Technology

PJ Ortmeier, Administration of Justice

Mary Rider, Counseling

Roxanne Tuscany, Communication

Evan Wirig, Media Communications

Judy Zander, Business Administration

Bonnie Price, Title III

and

Shannon O’Dunn, Dean of Communication and Fine Arts

This handbook was updated in Spring, 2004.

A Practical Overview of Chair/Coordinator
Duties and Responsibilities
Provide leadership for the development and continuing review and evaluation of departmental curriculum and programs.

· review and update course outlines and catalog descriptions as needed

· develop new course proposals

· act as liaison between department, division dean, and articulation officer

· work with program advisory committees, as appropriate

A copy of the Curriculum Committee Handbook is available in Instructional Operations, ext. 7154. Refer to Appendix B for an overview of the curriculum process and a list of sources of data for the Self-Study Report needed for the Academic Program Review.

Provide leadership for the improvement of instructional/student services effectiveness by encouraging or otherwise assisting faculty to:
· work on innovative projects and teaching techniques

· evaluate teaching methodology

· improve academic background

· attend conferences

· participate in professional development activities

· develop well organized course activity schedules

· encourage student input relative to curriculum and instructional programs

· share ideas and concerns at regularly scheduled department meetings
Promote departmental review and discussion of course texts and other materials, and coordinate the selection of those materials, including:
· Book orders (see Calendar of Routine Events)
Assist with orientation of new staff in matters related to instruction/student services and college policies and procedures.
See Appendix C for a sampling of orientation activities.

Assist in the recruitment, selection, and evaluation of certificated and classified staff (part time and full time positions) according to policy and campus evaluation.
See Appendix D for additional information regarding personnel issues.

Facilitate the development of the department’s class schedule so that optimum utilization of staff and facilities is achieved.
See “The Academic Senate’s Role in Enrollment Management” at www.academicsenate.cc.ca.us/publications for enrollment management strategies.
Make recommendations to the division dean relative to facilities and equipment maintenance and improvement.

See Appendix E for instructional and technology resources information and a sample Technology and Equipment Plan timeline.
Make recommendations relative to the budget (day, extended day, summer):
· solicit, collect, and organize the instructors’ new budget requests

· assist with setting the division’s budget priorities

· approve departmental expenditures

· develop recommendations for budget requests, as appropriate
See Appendix F for directions on accessing INSIGHT—Easy Reports.

Conduct department meetings as needed and prepare and distribute minutes to all department members.
Robert’s Rules of Order (JF 515 R65) is available in the Learning & Technology Resource Center.

Attend regular Council of Chairs and Coordinators meetings, every second Monday of the month, September-May.
Initiate and respond to general departmental correspondence.

Submit a yearly departmental report to the division dean which should include:

· progress made towards reaching program or departmental goals and objectives

· list of goals and objectives for the next program year

· department/program accomplishments and innovations

Section I
CHAIRS & COORDINATORS

HANDBOOK

SUBMISSION REQUIREMENTS
DRAFT
	Month
	Requirement

	January
	Class Schedules (Line Sheets) Distributed for Fall Semester

Education Master Plan (Begin Data Assimilation)

Department Faculty Meeting (Professional Development Week)

Interviews for Hiring Adjunct Faculty

Telecommunications & Technology Infrastructure Requests

Tentative Budget Forms Distributed

Walk of Fame Nominations

	February
	ASGC Grant Requests Distributed

Class Schedule Ads for Fall

Class Schedules (Line Sheets) Due to Dean for Fall

Catalog Revisions Due to Instructional Operations

Education Master Plan Due

Equipment and Technology Report Forms Distributed

Students of Note Recommendations

	March
	ASGC Grant Requests Due

EOPS Progress Reports

Equipment and Technology Report Due

Telecommunications & Technology Infrastructure Requests

Tentative Budget Forms Due

Vocational & Technical Education Act (VTEA) Funding Requests

	April
	ASGC Awards & Scholarship Recommendations

Distinguished Faculty Recommendation to Academic Senate

Outstanding Adjunct Faculty Recommendation
Professional Development Schedule for Fall Semester

Textbook Requests for Fall

Textbook Requests for Summer

VTEA Local Planning Group Meets

	May
	Application for Spring Graduation

ASGC Awards Ceremony 

Facilities Request Due (For Faculty Meetings—Fall Prof. Dvt.)

Outstanding Adjunct Faculty Award Presentation

Retirement Activities Planning for Retiring Faculty Members

Students of Note Awards Ceremony

Transfer Achievement Banquet

Telecommunications & Technology Infrastructure Requests


Walk of Fame Ceremony

	June
	Commencement

Telecommunications & Technology Infrastructure Requests

Year End Budget Close-out

	July
	Adopted Budget Worksheets Due

Application for Summer Graduation

Interviews for Hiring Adjunct Faculty
New Fiscal Year Begins

	August
	Class Schedules (Line Sheets) Submitted for Spring

Department Faculty Meeting (Professional Development Week)

Distinguished Faculty Award Ceremony

Education Master Plan Distribution

Interviews for Hiring Adjunct Faculty

Telecommunications & Technology Infrastructure Requests

VTEA Funding

	September
	Adopted Budget Replaces Working Budget

ASGC Grant Requests Distributed

Class Schedule Ads for Spring

Class Schedules (Line Sheets) Due to Dean for Spring

Curriculum Proposals Submitted to Dean

Educational Development and Innovation Mini-Grants for Fall

Walk of Fame Nominations

	October
	Application for Fall Graduation

ASGC Grant Requests Submitted

EOPS Progress Reports

Professional Development Schedule for Spring Semester

Textbook Requests for Spring

	November
	Class Schedules (Line Sheets) Distributed for Summer

Class Schedules (Line Sheets) Due to Dean for Summer
Educational Development and Innovation Mini-Grants for Spring

Telecommunications & Technology Infrastructure Requests

	December
	Final Exams

Class Schedule Ads for Summer

Interviews for Hiring Adjunct Faculty


Section II
CHAIRS & COORDINATORS
HANDBOOK

CALENDAR OF ROUTINE EVENTS
DRAFT

	Requirement
	Description
	Submission Date

	Admission & Records
	Important reminders to students and information to faculty in reference to grades and final examinations. All dates vary by semester and are publicized by the Admissions & Records Office via the Class Schedule and reminders from A&R. (Admissions & Records Office, ext. 7186)
	Last Day to Drop 8 week courses
Last day to drop semester-length courses.

Deadlines for submission of final grades. (Includes submission of a copy of the Final Exam to the Instructional Operations Office.)

	Advisory Committee Meetings
	Advisory Committees are designed to bring faculty, administrators, students and industry representatives together for a periodic review of a program or series of courses. Advisory Committees are generally required of vocational and technical programs. The Committee meets periodically as called by the Chair but not less than once per year. (Department Chair/Coordinator and Division Dean)
	Varies by Department

	Application for Graduation
	Student application for graduation. A reminder to students that graduation and awarding of degrees and certificates is not automatic. They must complete a form available in the Admissions & Records office by a prescribed deadline depending on the semester graduation is anticipated. Deadlines vary by semester. (Evaluations Office, ext. 7167)

	Fall Graduation: Mid-October 

Spring Graduation: Mid-May

Summer Graduation: 1st Week of July 

	ASGC Awards & Scholarships
	An opportunity to recognize outstanding students for academic achievement and campus and community service. Recommendations by individual departments are forwarded to the Division Deans in April. Student nominations are screened through the division Council of Chairs where division winners are selected. Recommendations are then forwarded to the ASGC for presentation of the awards at an annual banquet in the Student Center in early May. (Assistant Dean, Student Affairs, ext. 7600)
	Recommendations: April
Awards Ceremony: May

	ASGC Grant Requests
	Request for financial support for student activities, supplies or equipment. The process is outlined in a memorandum from the ASGC to Chairs & Coordinators each Fall and Spring semester. A defined process must be followed including a grant application form, which is available from the ASGC. (Assistant Dean, Student Affairs, ext. 7600)
	Fall Semester: Request for proposals—September. Deadline for submission—October.

Spring Semester: Request for proposals—February Deadline for submission—March.

	Budget Preparation
	The process for preparation of the department budget for incorporation into the tentative budget of Grossmont College. Forms are distributed by the Campus Business Office (CBO) in January and are due in March via the Division Dean.

Year-end Close-out

New fiscal year begins

Adopted budget worksheets distributed by CBO to allow for adjustments by departments in July. Following approval in September, the Adopted budget replaces the working budget. (Division Dean and/or Dean of Administrative Services, ext. 7141)
	Forms Distribution: January

Submission Date: March

June 30th
July 1st
July

September

	Class Schedule Ads
	An opportunity to place a small advertisement for a department or program in the Class Schedule. The process is outlined in a memorandum from the Instructional Operations Office. Requirements vary according to the production schedule for each semester. (Instructional Operations Office, ext. 7154).
	Fall Schedule – February
Spring Schedule – September

Summer Schedule – February

	Class Schedules (Line sheets)
	The master schedule for departmental offerings. Line sheets and production schedules are distributed by the Instructional Operations Office, which outlines the process, and due dates for submission to the division deans. Distribution dates and deadlines vary by semester. (Instructional Operations Office, ext. 7154).
	Fall Semester – Distribution in late January. Submission to dean in mid-February.

Spring Semester – Distribution in early August. Submission to dean in early September.

Summer – Distribution in early November. Submission to dean in mid-November.

	College Catalog Revisions
	An annual review of department or program descriptions, special program application procedures, and faculty information. The process is outlined in a memorandum from Instructional Operations in January each year with a response due in February. (Changes approved by the Curriculum Committee are automatically inserted by Instructional Operations.) (Instructional Operations Office, ext. 7154).
	February

	Curriculum Proposals
	Proposals for new course offerings or the revision of existing courses to be submitted to the College Curriculum Committee. (Instructional Operations Office, ext. 7154).
	Submit proposals to the division dean by mid-September as established by the Instructional Operations Office. Review by the Curriculum Committee occurs in Fall and/or Spring semester.


	Distinguished Faculty Recommendation
	An annual award to recognize distinguished tenured Grossmont faculty members. The process is defined by the Academic Senate via a memorandum to Chairs & Coordinators in early April. Recommendations are due to the Senate Officers Committee at the end of April and the award is presented jointly by the college President and the President of the Academic Senate at the general faculty meeting beginning the Fall semester. (Academic Senate, ext. 7750)
	Recommendations: April

Award: August

	Education Master Plan
	Annual review of the college Educational Master Plan. Elements include goals for staffing, facilities and equipment. Information is gathered in an electronic format in February. Publication and distribution of the plan in early Fall semester. (Vice President, Student Affairs, ext. 7107)
	Submission of data: May

Distribution: August

	Educational Development & Innovation Mini-grants
	EDIC administers a mini-grant program that provides seed money to assist full time and adjunct faculty and classified staff in developing innovative projects, which strengthen the quality and effectiveness of the academic program and student support services. The process is outlined in a memorandum from the Vice President of Academic Affairs each Fall and Spring semester, and grants are awarded based on available funding. (Vice President, Academic Affairs, ext. 7103 and/or Instructional Operations, ext. 7154)
	Fall: September
Spring: November

	EOPS Progress Reports 
	A faculty evaluation of students enrolled in the EOPS Program. The process is outlined in a memorandum from the Associate Dean, EOPS each semester. Forms are distributed to faculty for completion and returned to EOPS. (Associate Dean, EOPS, ext. 7617)
	Fall: October
Spring: March

	Equipment & Technology Report (ETC)
	The process for planning, developing and submitting the Equipment and Technology Plan for individual departments to be incorporated into the college Education Master Plan. The process is defined in materials distributed by the Associate Dean, Instruction & Technology Resources in February of each year. Submission of the plan is required in March. (Associate Dean, Instruction & Technology Resources, ext. 7390)
	Distribution: February (In conjunction with the College Budget Packet.)
Submission: March

	Facilities Request
	Submitted as part of the Education Master Plan.

(Director, Campus Facilities/Operations, ext. 7653)
	Submission of data: May

Distribution: August

	Outstanding Adjunct Faculty Recommendation
	An opportunity to recognize outstanding adjunct faculty at Grossmont College. Recommendations are requested from each division in April of each year and the award is presented by the President in May. (Division Dean)
	Recommendations: April

Award Presented: May

	Vocational & Technical Education Act (VTEA) Funding Requests
	A federal program, which provides funding to specified vocational and technical programs in the categories of curriculum preparation, professional development, tutoring, equipment and supplies. Local applications are designated by TOPS codes. Applications for funding are distributed by the Dean, Business & Professional Studies in late March and are due in mid-April. The applications are reviewed in April and final recommendations for funding are made by a Local Planning Group composed of department coordinators, industry representatives and the Dean. Funding is awarded during the Summer and notification is received in early Fall semester. (Dean, Business & Professional Studies, ext. 7158)
	Application Requests: March

Local Planning Group: April

Funding: August


	Professional Development Schedule
	Submission of a listing of departmental activities which are planned for faculty professional development in the Professional Development Handbook. The process is outlined in a memorandum from the Chair, Professional Development Committee according to the semester under consideration. Forms are distributed in hardcopy and an electronic version, and must be submitted in the format specified by the Committee. (Chair, Professional Development Committee
	Fall Semester: April
Spring Semester: October

	Staffing Requests
	Submitted annually as part of the Education Master Plan in February.
	February

	Strategic Plan
	
	

	Students of Note Awards
	An opportunity to recognize outstanding students who have overcome barriers to graduation from Grossmont College. The process is outlined in a memorandum from the Associate Dean, EOPS which is distributed in February and a prescribed deadline for recommendations. (Associate Dean, EOPS, Ext. 7617)
	Distribution: February

Awards Presented: May

	Textbook Requests
	The process for ordering textbooks for all department offerings. Order forms are distributed to Department Chairs & Coordinators for further distribution to the faculty teaching the courses. Distribution of the forms varies with the semester being considered. There is generally a two-week turn-around time for the requests to be completed by the faculty, signed by the Department Chair or Coordinator, and returned to the bookstore. (Campus Bookstore, ext. 7675)
	Fall: April

Spring: October

Summer: Distribution in mid-March—Submission in early April


	Transfer Achievement Banquet
	A ceremony to honor students who have been accepted for admission to a four-year college to begin in the Fall semester following graduation from Grossmont College. Students must submit their letter of transfer admission to the Transfer Center in early May in order to participate in the event. Students are presented a Grossmont College pin and a certificate. (Transfer Center, ext. 7215)
	Admission Verification: Early May
Banquet/Ceremony: Mid-May

	Telecommunications & Technology Infrastructure Program (TTIP)
	Requests for funding to support technology-related projects in teaching and learning. The procedure is outlined in a document available from the Campus Business Office. The application form is part of the package. Application deadlines are spaced throughout the year specific dates as outlined in the application packet. (Associate Dean, Instruction & Technology Resources, ext. 7390)
	August

November

January

March

May

June

	Walk of Fame
	Recognition of a graduate of Grossmont College who has achieved extraordinary success in public life. Examples are actors, writers, corporate CEO’s, and public officials. The award is presented every 2 years and the next cycle is for 2004. The process and call for nominations is outlined in a memorandum from the Assistant Dean of Student Affairs, which is distributed in September and January of the year the award is to be presented. The winner of the award is honored in a campus ceremony and their name is placed in a bronze plaque embedded in the quad area of the campus. (Assistant Dean, Student Affairs, ext. 7600)
	Nomination: January and September, every two years.

Award: May


Section III
Important Websites for Chairs & Coordinators
www.gcccd.net/formsdepot 

This site provides PDF files on Grossmont and District forms.

www.grossmont.edu/adminservices/budget/budget.asp
This site provides information about the college budget and related policies and procedures.

www.grossmont.edu/staffdevelop/
This site answers FAQ regarding professional development opportunities, procedures and responsibilities.

www.acenet.edu/resources/chairs
This site is designed to answer basic questions related to chairing/coordinating a department/program. It also provides articles, bibliographies, and links to various resources. Existing sections focus on “The Chair as Leader,” “The Chair and Faculty,” “Legal Issues,” and a new section on “Resource Management.”

www.academicsenate.cc.ca.us/Publications/Publications.htm
This site has a list of publications that address issues that are important to chairs/coordinators (i.e., academic integrity, part time issues, enrollment management, etc.)

Instructions
Administrative Network Users

District Operating Procedures have been placed on the public drive in Word for your reference and convenience. To access Procedures, Alpha Index, Table of Contents or the Summary file:
1. In Word, click on (Open.


2. In “Look in,” double click on Apps on ‘G4’ (M:)


3. Next, double click on (Public; then double click on (Procedure


4. After double clicking on Procedure, you will see folders for all of the procedure categories. For example, by double clicking on (Account.ac, you will open the folder for Accounting procedures. Each established procedure is listed by its procedure number and title.

5. Double click on the procedure you want to open. You may then read or print the procedure.


6. Forms associated with a procedure will be listed by procedure number followed by “F.1”. For example, the Guest Instructional Provider form associated with Procedure AC7 is listed as: AC7.F1 Guest Instructional Provider form.


7. Some forms are “on-line” forms and may be saved as a new document and completed by tabbing from field to field. The following forms are “on-line forms.”



AC7.F1
Guest Instructional Provider



CO1.F1
Request for Contract



RM4.F1
Driver Data Form



ST1.F1
Student Fees Deferral


After opening the Procedure folder, the Alpha list, Table of Contents, Summary, and this Instruction page will be found following the folders for the procedure categories.


If you need assistance accessing the Procedures, please contact Paula Tillery by email or at ext. 7575.

GROSSMONT-CUYAMACA COMMUNITY COLLEGE DISTRICT
DEPARTMENT CHAIR  JOB DESCRIPTION 
I. General Responsibilities



Under administrative leadership, it is the responsibility of the Department Chair to provide departmental leadership to foster professional growth, recommend and implement the philosophy and mission of the department and encourage departmental members to maintain excellence in curriculum, and support advancement of the visions, missions, and values of the colleges and District.



The Department Chair is selected in accordance with the current Grossmont-Cuyamaca Community College District Governing Board/United Faculty Agreement.



Under the direction of the appropriate administrator, the Department Chair shall represent the department and coordinate the following activities:

EXAMPLE OF DUTIES:

A. Call and chair department meetings, attend scheduled meetings of Council of Chairs and Coordinators, Academic Senate or the Instructional Coordinating council, and attend division and other appropriate meetings.

B. Work with the appropriate administrators in planning and scheduling personnel and activities of the department for regular semesters and summer inter-session.


C. Provide leadership in evaluation of program/course offerings and in innovation in departmental services, activities and resources.


D. Work with the appropriate administrator to prepare and recommend the department budget.


E. Participate in the recruitment, selection, evaluation and in-service training of departmental staff, including certificated part time and substitute personnel.


F. Work cooperatively with other chairs and coordinators in the District, other educational institutions, potential employers of graduates, and the general and professional communities to share information and techniques relative to the subject area.

G. Coordinate activities between the administration, student body, and the department.


H. Facilitate the program’s operation by directing the activities of classified employees in the department, coordinate the activities of those employees, and bring to the attention of the administration those problems which require administrative resolution.


I. Participate as the designated immediate supervisor in the evaluation of classified employees working in the department.


J. Provide data and information essential for required reports.

Department Chair (cont’d)


K. Disseminate program information to staff, students, local high schools, and community to promote program. Advise students concerning aspects of program and specialty field. Advise potential students and coordinate program recruitment effort.


L. Provide leadership and coordinate activities related to establishing program goals, objectives and evaluation.


M. Coordinate the development and upgrading of program brochures.


N. Coordinate the selection and evaluation of instructional materials.


O. Participate in the evaluation and purchasing of necessary equipment. This may involve evaluation, justification, request for proposals and requests for bid preparation, board presentations, etc.


P. Participate in professional organizations and activities.


Q. Facilitate book orders where appropriate.


SKILLS AND ABILITIES:

The Department Chair needs to have the ability to:

1. analyze data and information;


2. reason logically;


3. develop, evaluate and present alternative solutions effectively, both orally and in writing.

Further, the chair must maintain effective interpersonal relations in dealing with students, department staff, other departments, and management and exercise critical and independent judgment.

5/10/92

Grossmont College

Curriculum Development Process*

	Unique Course/Program at Grossmont
	Related Course/Program at Grossmont and/or Cuyamaca College
	Duplicated Course at Cuyamaca College

	
	
	

	Course Modification (minor modifications)
	Course Modification (minor modifications)
	Course Modification (minor modifications)

	1. Complete a course modification form (canary).  Attach a proposed course outline showing revisions.

2. Extensive changes to a course will require the current course to be deleted and a new course to be added. 

3. Content review is required IF:

· the prerequisite, corequisite and/or recommended preparation has never been validated; or

· the prerequisite, corequisite and/or recommended preparation is being modified or added to the course for the first time. 
	1. Curriculum Initiation Form sent to related department on campus or Cuyamaca and returned from department via Marsha Raybourn in Instructional Operations.

2. Letter of Intent sent to related department on campus or Cuyamaca and returned from department via Marsha Raybourn in Instructional Operations.  Attach a proposed outline showing revisions to the letter of intent.

3. If related department on campus or at Cuyamaca supports the modification, complete a course modification form (canary). Attach a proposed course outline showing revisions. 

4. Content review is required IF: 

· the prerequisite, corequisite and/or recommended preparation has never been validated; or

· the prerequisite, corequisite and/or recommended preparation is being modified or added to the course for the first time.
	1. Curriculum Initiation Form sent to department at Cuyamaca and returned from department via Marsha Raybourn in Instructional Operations.

2. Develop a proposed course outline showing the revisions and attach to an alignment form.  The alignment form will be sent to department at Cuyamaca and returned from department via Marsha Raybourn.

3. If the department at Cuyamaca supports the modification, complete a course modification form (canary).  Attach the proposed course outline showing revisions. 

4. Content review is required IF:
· the prerequisite, corequisite and/or recommended preparation has never been validated; or

· the prerequisite, corequisite and/or recommended preparation is being modified or added to the course for the first time.



	
	 
	

	Course Addition
	Course Addition
	Course Addition

	1. Complete a course addition form (green) with proposed outline attached. 

2.  If the course will have a prerequisite, corequisite or recommended preparation, content review must also be attached.
	1. Curriculum Initiation Form sent and returned from related department on campus or Cuyamaca via Marsha Raybourn in Instructional Operations.

2. Letter of Intent with proposed outline sent and returned from related department on campus or Cuyamaca via Marsha Raybourn IF the related department on campus or Cuyamaca does not want to crosslist or align the course.

3. Complete course addition form (green) with proposed outline attached.  If the course will have a prerequisite, corequisite or recommended preparation, content review must also be attached.
	1. Curriculum Initiation Form sent and returned from department at Cuyamaca via Marsha Raybourn in Instructional Operations.

2. Letter of Intent with proposed outline sent and returned from department at Cuyamaca via Marsha Raybourn IF the department does not want to offer the same course.

3. If the department at Cuyamaca currently offers the course or would like to add the course to their curriculum, an alignment form with the proposed outline must be sent and returned to the department at Cuyamaca via Marsha Raybourn.

4. Complete course addition form (green) and attach the proposed outline.  If the course will have a prerequisite, corequisite, or recommended preparation, content review must also be attached.


Curriculum Development Process



-2-




May 5, 2001

	Unique Course/Program at Grossmont
	Related Course/Program at Grossmont and/or Cuyamaca College
	Duplicated Course at Cuymaca College

	
	
	

	Degree/Certificate/Area of Emphasis Modification
	Degree/Certificate/Area of Emphasis Modification
	Degree/Certificate/Area of Emphasis Modification

	1. Complete a degree modification form (salmon).  Attach the proposed modified program.

2. If any changes are made to a course in the degree that affect the course number, title, or units, a course modification form must be completed for the course being revised. 


	1. Curriculum  Initiation form sent to related department on campus or Cuyamaca and returned from the department(s) via Marsha Raybourn.

2. Complete a degree modification form (salmon).  Attach the proposed modified program.

3. If any changes are made to a course in the degree that is offered in the related department on campus or at Cuyamaca, a course modification form must be completed for the course being revised.  
	1. Curriculum Initiation Form sent to department at Cuyamaca and returned from department via Marsha Raybourn. 

2. Complete a degree modification form (salmon).  Attach the proposed modified program.

3. If any changes are made to a course in the degree that is aligned with a course at Cuyamaca, a course modification form must be completed for the course being revised.  

	
	
	

	Degree/Certificate/Area of Emphasis Addition
	Degree/Certificate/Area of Emphasis Addition
	Degree/Certificate/Area of Emphasis Addition

	1. Complete a degree addition form (blue).  Attach the proposed degree curriculum.
	1. Curriculum Initiation form sent to related department on campus or Cuyamaca and returned from the department(s) via Marsha Raybourn.

2. Letter of Intent with proposed degree curriculum sent and returned from related department on campus or at Cuyamaca via Marsha Raybourn.

3. Complete a degree addition form (blue). Attach the proposed degree curriculum.
	1. Curriculum Initiation form sent to department at Cuyamaca and returned from department via Marsha Raybourn.

2. Letter of Intent with proposed degree curriculum sent and returned from department at Cuyamaca via Marsha Raybourn.

3. Complete a degree addition form (blue).  Attach the proposed degree curriculum.

	
	
	

	Course/Degree/Certificate/Area of Emphasis Deletion
	Course/Degree/Certificate/Area of Emphasis Deletion
	Course/Degree/Certificate/Area of Emphasis Deletion

	1. Complete deletion form (pink).  No attachments necessary.
	1. Curriculum Initiation form sent to  related department on campus or Cuyamaca  and returned from the department(s) via Marsha Raybourn. This notifies department(s) of deletion.

2. Complete deletion form (pink). No attachments necessary


	1. Curriculum Initiation form sent to department at Cuyamaca and returned from department via Marsha Raybourn.

2. Letter of Intent sent to department at Cuyamaca and returned from department via Marsha Raybourn.

3. Complete deletion form (pink).  No attachments necessary.


*DISCLAIMER

The process described on this grid is standard for the majority of curriculum development.  However, there may be some slight variations to the process depending on the course, department and program that would require some modifications to the standard process.

OTHER RELATED ACTIONS/FORMS

· 299 Applications
· Distance Education Applications
The Program Review Process

Academic Program Review Goals
· Develop a cooperative standardized and flexible methodology to facilitate continuous program review.

· Collect and disseminate relevant information which will provide a data base for long-range curriculum planning and development.

· Insure quality and excellence of academic programs.

Membership
· 7 faculty members

· Vice President of Academic Affairs

· Dean of division under review and Dean of next division to be reviewed

· Academic Affairs support person

Program Review Process
Every five years

· Program conducts and writes a self study

· Documents reviewed by Academic Program Review Committee

· Summary of findings and recommendations are included in final report to Academic Senate, President, Chancellor and Governing Board

· Follow-up


Calendar
· First week of the semester preceding review, chairs and coordinators receive questions and data.

· One semester to research and write self study. Editor to receive .20 reassigned time, at discretion of dean and department.

· Self study due at beginning of next semester.

· Semester of review: Committee reads, discusses report and composes clarification questions. Questions are forwarded to department.

· Two to three weeks later, department meets with committee to give a verbal reply to clarification questions.

· Committee composes list of commendations and recommendations.

· Last week of semester, department reps, and college president meet with committee to go over final report.

· Program review chair presents report to academic senate and governing board.
· Vice President of Academic Affairs is to work with departments on follow-up of recommendations and report back to senate.

Program Review Self Study Report
Academic and Student Service departments/programs undergo a Self Study report called, “Program Review.” The process begins with an orientation by the Program Review committee to instruct one on how to do the Self Study.

There are many sources of information used to compile the final document. Below is a list of sources one may need and where to find it:

Appendices
Included in the Handbook given to you by the Program Review Committee

Content Review
Academic Department/Program

Course Outlines
Instructional Operations

Efficiency and Success by Subject
Institutional Research and Planning

Grade Distribution Summary Report
Instructional Operations

Prerequisite Handbook
Instructional Operations

Program Review Summary Report
Instructional Operations

Statistical Data: Outcomes Profile
Institutional Research and Planning

Subject WSCH Analysis Report
Instructional Operations
Sample Agenda for New Faculty
NEW (ADJUNCT) FACULTY STAFF DEVELOPMENT WORKSHOP

I. Welcome


II. Introductions


III. Business side of instruction


First day rosters
Field Trips


Drop Rosters
Guest Speakers


Grade Rosters



Syllabus
Absences


Final Exams


Duplicating/print shop
Student Complaints


Word Processing


IV. Syllabus


What is it?


What MUST it include?



Objectives
Your policies concerning:



Specifics:

attendance/late arrivals/early departures




course requirements

grading




means of communication w/instructor

late assignments




day/times of class meeting

make-up tests




class schedule


Statement of accommodation for disability


What CAN it include?



CR/NC grade

Grading standards



Policy regarding an “I”ncomplete for a grade

Cheating



Cell phones/beepers/pagers, etc./class disruptions



Personal (to you) issues

V. Staff Development Requirements


Department Meeting


VI. Miscellaneous/Questions


Mail/mailroom


Night Dean


Access to computers/e-mail address


Free tuition for classes


VII. Campus Tour

New Faculty Presentation PowerPoint Slides
1. Adjunct Faculty In-service

Staff Development Activity

August 6th, 2001


2. WELCOME


3. Introductions

· Barbara Chernofsky, Department Coordinator

4. Business Side of Instruction

· First day rosters

· Drop Rosters

· Grade Rosters

· Syllabus

· Copy turned in to Dean and me by beginning of 3rd week of school

· Field Trips

· On Campus guests

· Final Exams

· A copy must be turned in at end of semester

· There must be an end of semester student “evaluation”

· Could be project, portfolio, etc.

· Refer to Semester Schedule for exam date


5. Campus Resources

· DSPS

· Health Services

· LTRC

· CALM Lab

· Duplicating

· Media borrowing

· On campus

· County Office of Ed


· Tutoring

· English Writing Center

· Flex Lab for computers


6. The Syllabus

· What is it?

· What MUST it include?

· Objectives from Course Outline

· Specifics 

· Day/time of class meeting

· Instructor Communication

· Course Requirements

· Disability Accommodation


7. What Can It Include?

· Class event schedule

· Granting of incomplete

· CR/NC grade

· Your personal standards:

· attendance

· performance

· late assignments

· cheating

· testing


· Grading

· Cell phones, etc.

· Personal Issues

· talking in class

· rude behavior

· “acceptance”


8. Staff Development Requirements

· Hour for hour of one week of class meeting 

· 3 unit class = 3 hours of staff development

· 2-3 unit classes = 6 hours of staff dev.

· Must be completed before first week of school and contract turned in to me for signature by end of 1st week of school

· Staff Development Week is 8/13-8/17

· Pre-semester Advising 8/14 6:30-8:00 p.m.


9. Miscellaneous

· Duplicating/Printing also provides supplies

· Absences/substitutes

· E-mail/Voice Mail

· TA assignments

· Keeping in touch with me
· Next semester teaching wishes

Department Chair Handbook
Personnel Issues
Hiring Full Time Faculty
References:


Board Policy 3410
Nondiscrimination


Board Policy 7100
Commitment to Diversity


Board Policy 7120
Recruitment and Selection


Board Policy 7215
Academic Employees


Board Policy 7310
Nepotism


Board Policy 7320
Fingerprinting


Board Policy 7335
Health Examinations



GCCCD Operating Procedure PE-9 Hiring Regular Faculty

Hiring Procedures Manual

Contact Persons:


Cathie Norris, Director Employment Services (D)
ext. 7631


Kristin Touchet, Personnel Assistant Senior (D)
ext. 7638


Charleen McMahan, (Staff Diversity Officer)



Vice Chancellor H.R. and Admin. Serv. (D)
ext. 7572

Role of the Department Chair or Program Coordinator:

The Department Chair or Program Coordinator serves as chairperson of the screening and interview committee. The Department Chair or Program Coordinator may appoint a designee to carry out this responsibility.

The chairperson shall assume responsibility for facilitating the screening and interviewing committee activities in conformance with policies of the Governing Board and the appropriate administrative procedures, call and chair all meetings of the committee, maintain the required documentation of the committee’s deliberations and recommendations. The chairperson of faculty hiring committees shall submit names of the faculty to serve on the screening and interview committee to the President of the Academic Senate and, if appropriate, identify additional committee members to the President. The chairperson of faculty committees shall also coordinate with the Director of Employment Services to develop the Job Announcement and sign off on the final version of the job announcement. The Chairperson of faculty committees shall participate in finalist interviews with the President.

Rehiring Part Time Faculty
References:


GCCCD Governing Board/United Faculty Agreement, Article XI Part Time Faculty


XFSS2R Academic Re-employment List


SKDSS2 Employment Preference Report


Class Line Sheets

Contact Persons:


Cathie Norris, Director Employment Services (D)


7631


Lisa Scott, Personnel Specialist (D)


7639


Marsha Raybourn, Instructional Operations Sup (G)


7153


Danielle Camacho-Thompson, 



Master Class Scheduler (G)


7151

Role of the Department Chair or Program Coordinator:

For those classes not assigned to regular faculty as part of their basic contract or as overload, preference for assignment is to be given to part time faculty by order of seniority in accordance with the provisions of Article XI Part time Faculty of the agreement between the District and the United Faculty.

Hiring Part time Faculty
References:


Board Policy 3410
Nondiscrimination


Board Policy 7100
Commitment to Diversity


Board Policy 7120
Recruitment and Selection


Board Policy 7215
Academic Employees


Board Policy 7310
Nepotism


Board Policy 7320
Fingerprinting


Board Policy 7335
Health Examinations



GCCCD Operating Procedure PE-9 Hiring Regular Faculty


Hiring Procedures Manual

Contact Persons:


Cathie Norris, Director Employment Services (D)
ext. 7631


Lisa Scott, Personnel Specialist (D)
ext. 7639


Jeanette Sandu, Personnel Assistant Int. (D)
ext. 7634


Charleen McMahan, (Staff Diversity Officer)



Vice Chancellor H.R. and Admin. Serv. (D)
ext. 7572

Role of the Department Chair or Program Coordinator:

In consultation with the Division Dean, the Department Chair or Program Coordinator will evaluate the need for additional part time faculty to fill anticipated assignments beyond those to be offered to part time faculty with re-hire preference. In anticipation of this need, notify Employment Services to advertise to develop a pool of persons qualified and interested in potential assignments. Periodically request the applications from the pool of available candidates. In accordance with GCCCD Operating Procedure PE-2 screen and interview candidates and develop a list of finalists. When assignments become available for which no part time faculty member with rehire preference is offered the assignment, recommend appointment to the Dean from the list of finalists.

Classified Staff, Part time Temporary Staff, and Student Hourly Workers
References:


Board Policy 7310 Nepotism

GCCCD Governing Board/United Faculty Agreement, Appendix K-11 and Appendix K-12


CSEA, Chapter 707 and GCCCD Agreement, Article 13 Evaluation

Contact Persons:


Division Dean


Cathie Norris, Director Employment Services (D)
ext. 7631


Charleen McMahan, (Staff Diversity Officer)



Vice Chancellor H.R. and Admin. Serv. (D)
ext. 7572

The job description for a Department Chair recognizes the responsibility to direct the activities of classified staff and participate as the immediate supervisor in classified staff evaluations. The Department Chair is expected to bring to the attention of the appropriate administrator those problems that may require administrative resolution. Therefore, the Department Chair will train classified staff, direct the work of the classified staff, but will refer performance problems and disciplinary issues to the appropriate administrator.

The job description for Instructional Program Coordinator includes the same duty statements regarding department staff except that the Program Coordinator description does not describe the participation of the coordinator in evaluation as that of the immediate supervisor. However, the CSEA agreement in section 13.7 accepts the observations of lead personnel as appropriate for inclusion in evaluation of classified personnel. Otherwise the roles of the department chair and the program coordinator are the same relative to department staff.

Summary of Contract Regulations for Evaluation of Instructional Faculty
Evaluation Components: All faculty evaluations must include student, peer, and management components. A peer must be a tenured faculty member.

Evaluation Matrix: Numbers are United Faculty Contract sections (2000-2003)

	
	Contract

(Tenure Track) Faculty
	Regular (Tenured, Full Time) Faculty
	Part Time Faculty

	Student Evaluations
	Evaluate in every class

5.3.3
	Evaluate in one class for each prep, or in at least 2 classes if only one prep

5.3.3
	Evaluate in one class for each prep, or in at least 2 classes if only one prep

5.3.3

	Peer Evaluations
	Each peer member of the tenure review committee visits at least one class; total of two peer evaluations minimum. Manager and peer visits should cover as many different preps as possible.

5.4.4
	One peer evaluation. Peer is chosen by Dean/Dept. Chair from a list of 2 people in the Dept. or Division submitted by the evaluee.

5.5.2
	One peer evaluation. Peer is Dept. Chair or other Regular faculty member from the evaluee’s discipline or related discipline.

5.6.2

	Manager Evaluations
	Manager visits one class (see above) minimum.

5.3.2
	Manager visits one class.

5.3.2
	Manager visits one class.

5.3.2

	Summary Ratings
	Weighting of Summary Ratings:
Student: 40%

Peer 1: 20%

Peer 2: 20%

Manager: 20%

5.3.4
	Weighting of Summary Ratings:
Student: 40%

Peer: 30%

Manager: 30%

5.3.4
	Weighting of Summary Ratings:
Student: 40%

Peer: 30%

Manager: 30%

5.3.4

	Summary Reports
	5 components: same three as regular faculty, plus: Peer and manager evaluators must keep written notes for final report; and, for tenure-track, final report contains recommendations for hire/no hire (i.e., advance to tenure or not)

5.4.4.9.1
	3 components: statistical summary of student evaluations with typed comments; one instructor evaluation form from peer, and from manager; cover sheet with overall summary rating

5.3.4
	3 components: statistical summary of student evaluations with typed comments; one instructor evaluation form from peer, and from manager; cover sheet with overall summary rating
5.3.4


Quick List for Chairs and Coordinators
RECRUITMENT FOR REGULAR FULL TIME FACULTY
The procedure for recruitment of full time tenure track faculty is provided in PE9 which is available on the District public drive. You may access the public drive via the instructions listed below.

This procedure provides the Search and Interview Committee with detailed instructions to guide the hiring process. It is intended to provide procedural consistency among the actions of hiring committees while supporting the provisions of Title 5, Section 53022.
Forms used in the process along with codes, regulations and District policies related to this procedure are referenced.

All full time positions are posted on the District website at www.gcccd.net and application materials are available through the website.

RECRUITMENT FOR PART TIME FACULTY
The procedure for recruitment of part time faculty is provided in PE 2 which is also available on the District public drive.

Applications for part time instructors are accepted by the Personnel Department on a continual basis. Application materials are available on our District website at www.gcccd.net. Recruitment ads are placed in local newspapers usually in October and April of each year, in order to generate interest and build the applicant pool for the Fall and Spring semesters.
The Personnel Department reviews applications to ensure that the applicant meets minimum qualifications for the discipline in which they are interested in teaching. If an applicant does not meet minimum qualifications, they are required to complete an equivalency determination form. Application material and equivalency form for those applying under equivalency are forwarded to the department chair/coordinator for review. If the applicant is approved for equivalency, their application material is then returned to the Personnel Department and their materials are included in the applicant pool.

As staffing needs are identified, department chairs/coordinators are to contact the Personnel Department so that a listing of current applicants in the part time applicant pool can be provided. Applicants should be screened and interviewed based on valid job related criteria.

Application materials received from candidates are active in the part time faculty hiring pool for one year from date of submission.

Chairs and Coordinators Handbook

Adjunct Hiring
Frequently Asked Questions
Adjunct hiring is one of the most important tasks that a chair/coordinator has. The adjunct instructors that you hire are going to impact students directly. It is important to take the time necessary to do this well.

Here are some common questions and answers that arise in the area of adjunct hiring:

Where can I find someone who is qualified to teach a course in my department?
Here are some suggestions:

· Call the GCCCD Personnel Office and request a P/T Academic Applicant Pool Report. The lists are organized by discipline.

· Contact other members of the department for referrals.

· Contact members in the community who work in the field. If you have an Advisory Committee, consult the members.

What should I do with unsolicited resumes?
Contact the person who sent you the resume and refer them to the Personnel Office to apply officially. You may want to keep a copy of the resume in your own files for future reference.
How should I design the candidate review process?
Each department should decide what the best approach is. Some departments leave the entire decision-making process to the chair/coordinator. Others prefer to include the entire full time faculty in the department in the process. Another approach would be to include faculty in the paper screening and have only the chair/coordinator hold the interview.

What questions should I ask of the applicant during the interview?
Attached is a sample list of questions. You could use some or all of these (making sure to edit the “Course-Specific Questions” to meet your needs) to help you get to know the candidate and his/her ability to teach. Be sure to ask for copies of evaluations of previous teaching assignments, if applicable.

What steps should be taken once a candidate has been selected and offered a teaching assignment?
This is another critical step in the hiring process. Remember that this new person needs to learn an enormous amount of information about the course and the campus. Be sure to include the following:
· Official course outline

· Sample syllabi

· Adjunct Faculty Handbook

· Campus Tour including Duplicating, Word Processing, Deans’ Office, Mailroom, Instructional media

· Materials needed to teach the class including the textbook and any supplements

· Professional Development requirements

· Blank student and peer evaluation form

Sample Interview Questions
GENERAL QUESTIONS:

1. Could you give us a brief overview of your educational preparation and teaching experience that prepares you for this position, and would you give us some idea of the currency of that preparation?

2. How does an adjunct teaching assignment fit into your life situation at the present? Is it a way of getting started in teaching, a step toward a career, a way to supplement your income, or something you want to do in addition to your principal activities?


3. What other responsibilities do you have at this time that will either conflict with or enhance your performance here at Grossmont?

4. What is it about college teaching that brings you the greatest satisfaction? What interests you, in particular, about community college teaching?


5. Any courses we would ask you to teach would be transfer level classes. However, community college students are not always adequately prepared, in terms of their background, for the rigors of academia. Do you have any thoughts about how you might help these students to succeed in your class, while still maintaining your academic standards?

6. In addition to their varying degrees of readiness for college, you can expect that your students will come from ethnically and socio-economically diverse backgrounds. Do you see that as a problem, or as an opportunity?


7. Describe what we would see in any randomly selected class session if we were observing your class.

COURSE-SPECIFIC QUESTIONS:

8. If you were asked to teach a course in Ethics, what classical theories would you teach, and would you be prepared to include units on such areas as business and medical ethics, and the ethical dimensions of race and gender issues?


9. For the course, The Contemporary Mind, what thinkers, issues and movements in contemporary philosophy would you cover?


10. What would you plan to cover if you taught our Logic course?

11. If you were to teach the Scriptures of World Religions course, how would you organize it, what would you cover, and what would you have the students read?

GENERAL QUESTIONS:

12. How would you assess students’ work in your class?


13. Describe one of your characteristics that will make you an outstanding instructor.


14. What questions would you like to ask us?

NOT ASKED OF CANDIDATE:

15. From responses to question 1-14, how do you, the interviewer, rate the candidate’s overall communication skills, commitment to collegial principles, and ability to interact effectively?

Screening Criteria
1. Academic Preparation: M.A. in subject. Course work which prepares candidate to teach at community college (upper division and/or graduate course work).

2. Teaching experience at the community college or university level in the discipline (courses pertinent to specific assignment as well as courses which may complement existing Grossmont College curriculum or add depth to existing faculty).


3. Experience and/or activities that demonstrate currency and/or depth in discipline (e.g., publications, curriculum development, computer-aided instruction, grant proposals, and projects in the public interest).


4. Experience and/or activities used to motivate students from a broad spectrum of cultural, socioeconomic, and language backgrounds.


5. Other relevant skills and experience.

Instructional and Technology Resources Information
E-Mail Account Establishment
1. Secure an e-mail account form from the college business office and complete the form.


2. Return the completed form to Hsiu-Chih Jennings, Supervisor, Instructional Computer Facilities.

Web Site Development and Maintenance
Development
1. Set up an e-mail account.

· Secure an e-mail account form from the college business office and insert the required information on the form.

· Return the completed form to Hsiu-Chih Jennings, Supervisor, Instructional Computer Facilities.

2. Request a web container by e-mailing g-helpdesk@gcccd.net.

3. Learn how to prepare a web site by taking a FrontPage course via the Center for Advancement of Teaching and Learning (CATL) in the Learning & Technology Resource Center (LTRC).

4. Prepare content for web posting as instructed in the FrontPage training.

5. Inform g-helpdesk@gcccd.net or ext. 7742 that your web site is ready for publication on the web.

Maintenance
When you have determined what changes you wish to make in an existing web site, contact g‑helpdesk@gcccd.net or ext. 7742.

Technology Support
Software Requests
1. Instructor (originator) completes a Software Review Request (SSR) form, in cooperation with department chair or coordinator.

· Secure an SSR form from the college business office.

· Submit the completed form to Cathy Eskridge, Secretary to the Associate Dean of Instructional and Technology Resources, by these deadlines:



Summer/Fall installation: February 28



Winter/Spring installation: October 31

2. Originator awaits approved SSR form.

3. On receipt of the approved SSR form, originator submits Software Installation Request (SIR) form.

· Secure SIR form from the college business office.

· Submit the completed SIR form with media/manuals/licensing information to Cathy Eskridge by these deadlines:



Fall Semester: Last Friday in July



Winter Intersession: First Friday in November



Spring Semester: First Friday in December



Summer Semester: Last Friday in April

A Sample Template of the Educational Master Plan
Division: Hum, Social and Behavioral Sciences
Program or Department Name: American Sign Language

Program Director or Chairperson: Jennifer Carmean

Program Description: American Sign Language (ASL) offers courses in ASL I, II, III, Fingerspelling, and American Deaf Culture. These courses are included in the general education package for the Associate degree and transfer to CSU, UC, and IGETC. The Program is staffed by one full time instructor and five part time instructors. All of the instructors are well known within the San Diego Deaf community. The curriculum is designed to immerse students in a signing environment without talking. This is a unique experience for most students. Upon completion of ASL I most students are able to have a basic introductory conversation in sign language. As students progress through the next levels, vocabulary is expanded, more complex conversation skills are acquired, and Deaf culture information is enhanced. The demand for ASL classes is high. The classes become full early in the registration period and have wait lists. 

Activity #1:

Activity Description: Develop a department website to include instructors’ information and Deaf community events. The website will contain links to popular websites that assist students in learning signs, fingerspelling, and cultural information.
Expected Benefit: Students will be able to have website access to contact information, the schedule of courses for the department, and a list of Deaf events in the community for students to attend should they want to practice their sign language skills beyond the classroom.

Activity Requirements (select all that apply):

 FORMCHECKBOX 
 Curriculum
 FORMCHECKBOX 
 Equipment
 FORMCHECKBOX 
 Facilities
 FORMCHECKBOX 
 Marketing
 FORMCHECKBOX 
Staff Development
Staffing:  FORMCHECKBOX 
 Classified
 FORMCHECKBOX 
 Faculty
(List up to three strategic goals and objectives that apply to this activity)

Primary Strategic Goal:
Objective Goal:
3   

a

3  

b

Activity #2
Activity Description: Expand the course objectives and content to include a skills application component. This will result in an increase of unit value for the ASL I, II, and III courses from 3 units to 4 units.

Expected Benefit: Students will have the class time to apply the lecture material. Articulation with SDSU can be re-established. ASL I, II and III can be articulated to use as prep for major courses with SDSU’s major of Communicative Disorders.

Activity Requirements: (Select all that apply):

 FORMCHECKBOX 
 Curriculum
 FORMCHECKBOX 
 Equipment
 FORMCHECKBOX 
 Facilities
 FORMCHECKBOX 
 Marketing
 FORMCHECKBOX 
Staff Development
Staffing:  FORMCHECKBOX 
 Classified
 FORMCHECKBOX 
 Faculty
(List up to three strategic goals and objectives that apply to this activity)

Primary Strategic Goal:
Objective Goal:
1   

          d
1 

           g
Activity #3:

Activity Description: Develop additional courses leading to the addition of an associate degree or certificate in sign language.

Expected Benefit: Students will be able to obtain fluent signing skills and receive training in working with Deaf people.

Activity Requirements (Select all that apply):

 FORMCHECKBOX 
 Curriculum
 FORMCHECKBOX 
 Equipment
 FORMCHECKBOX 
 Facilities
 FORMCHECKBOX 
 Marketing
 FORMCHECKBOX 
Staff Development
Staffing:  FORMCHECKBOX 
 Classified
 FORMCHECKBOX 
 Faculty
(List up to three strategic goals and objectives that apply to this activity)

Primary Strategic Goal:
Objective Goal:
1   

      b



4

      g
5  

      a
Activity #4:
Activity Description: Acquire another full time instructor to support the growth of an associate degree or certificate.

Expected Benefit: Establish courses, curriculum, and community based learning to meet requirements of a major in sign language.

Activity Requirements (Select all that apply):

 FORMCHECKBOX 
 Curriculum
 FORMCHECKBOX 
 Equipment
 FORMCHECKBOX 
 Facilities
 FORMCHECKBOX 
 Marketing
 FORMCHECKBOX 
Staff Development
Staffing:  FORMCHECKBOX 
 Classified
 FORMCHECKBOX 
 Faculty
(List up to three strategic goals and objectives that apply to this activity)

Primary Strategic Goal:
Objective Goal:
2  

      a

5

      d
Activity #5:
Activity Description: Begin to acquire instructional materials for the ASL classes. Examples are computer software, video recording equipment, sign language videotapes, DVDs, etc.

Expected Benefit: Students will be able to practice their receptive and expressive signing skills inside the classroom and outside the classroom.

Activity Requirements (Select all that apply):

 FORMCHECKBOX 
 Curriculum
 FORMCHECKBOX 
 Equipment
 FORMCHECKBOX 
 Facilities
 FORMCHECKBOX 
 Marketing
 FORMCHECKBOX 
Staff Development
Staffing:  FORMCHECKBOX 
 Classified
 FORMCHECKBOX 
 Faculty
(List up to three strategic goals and objectives that apply to this activity)

Primary Strategic Goal:
Objective Goal:
3  

         b

Additional Planning Activities (Bullets will appear each time you hit enter):
	Increase the instructional materials offered in the LTRC for student practice outside the classroom.

Work towards the goal of obtaining a dedicated classroom for an ASL lab experience for students to practice receptive and expressive signing skills.

Continue to work with Cuyamaca College’s ASL program on alignment discussions, degree/certificate development, and overall program coordination.


2003-2004 Accomplishments:
	· Official course outlines have been updated and approved for all the ASL courses.

· The ASL program has added ASL 140 and 220 as permanent courses.

· The unit value for ASL 130 was increased from 2 units to 3 units.

· An ASL lab course was developed for students enrolled in ASL III. This course was designed to give student additional practice in their receptive and expressive skill development.


ID (Office use only):



Data Tracker
Technology and Equipment Plan
Sample
DEPARTMENT
2002-2004

Description
Describe current condition of technology within the department and anticipated direction for the next three years.

Curriculum Impact
Describe the impact of technology on curriculum over the next three years.

Approximate Number of Students Served
Enter the number of students the department is currently serving and include anticipated increase or decrease.

Support Impact
Describe if more technical or more personnel support is anticipated as a future need.

Year 1 (2002-2003)
Objective
Describe the first phase of your three-year objective.

Action to Meet Objective
Include technology and equipment to be purchased. Also address personnel needs.

Year 2 (2003-2004)
Objective
Describe the second phase of your three-year objective.

Action to Meet Objective
Include technology and equipment to be purchased. Also address personnel needs.

How To Use Insight
· Contact Information Systems at (619) 644-7547 to:

· Set up an Insight account

· Install Insight on your PC


· Request the key code for your department from your Dean


· Follow attached Insight instructions

Insight – Easy Reports
Easy Reports, designed for the end user to easily access the most commonly requested summary reports. With the click of a button select the report you want with the information you need, instantly. These reports contain the ability to “drill down” on selected information items to display detail transactions from the summary report.


Features
· Easy to access

· Easy to understand

· Summary Reports

· Print using Print button

· Ability to Drill Down

Screen Sample
(Click on the down arrow and select “Easy Reports” from the pick list)


	To run reports:

Click on the desired Easy Report button. A dialog box will display. Enter the Value for requested information OR, click on the button to the right of the dialog entry area to display a list of valid entry values. Click on the desired item to insert into the value area. Click on OK to run the report summary.




Insight Easy Reports
Drill Down takes you to the next level of detail within the field you are requesting.

	EASY REPORT
	INCLUDES
	DESCRIPTION

	By Key, YTD Budget to Actual
	Summary by Key Code including all activity in Budget, Actual and Encumbrances
	Enter Key Code
Report will display a summary of all object code activity within a specific Key Code



	By Director, YTD Budget to Actual
	Summary by Director
	Enter Director name (upper case)
Report will display a summary of all the Key Codes associated with a specific director



	By Object, YTD Budget to Actual
	Summary by Object
	Enter Object Code, Enter site code (e.g., 3)
Report will display a summary of the Object Code in Key Code order



	Total Site, By 1 digit Object

(sorts by sub fund)
	Summary by 1 digit Object

(ex. 1000’s or 5000’s)
	Enter 1 digit Object Code

Enter Site Code
Report will display a summary of the General Fund Unrestricted total and the Site total for the entered 1 digit Object Code



	Total Site, By 4 digit Object 

(sorts by sub fund)
	Summary by 4 digit Object
(ex. 5210 or 5640)
	Enter 4 digit Object Code
Enter Site Code
Report will display summary of the General Fund Unrestricted total and the Site total for the entered Object Code



	Negative Balance Accounts
	Summary by Director
	Enter Director Name (upper case)
Report will display summary of all accounts with a negative balance for the entered director
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