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CAMPUS/COLLEGE ADMINISTRATIVE UNIT PROGRAM REVIEW and ASSESSMENT WORKSHEETS


Administrative Unit: DLLRC 

                       Prepared by: Bernard Fradkin with collaboration and support of the DLLRC staff 

Date: October, 10, 2009 




Submit only your Worksheets.  Do not alter the forms, or eliminate pages.  If a page does not apply simply mark N/A.



I.  The Unit PROGRAM REVIEW

The Unit Program Review should reflect the consensus of the staff within the unit.  It is meant to provide a broad understanding of the unit, current trends related to the unit’s mission, and how the unit serves to meet the overall mission or goals of Riverside Community College District and its campuses.  


1. What is the mission of your unit?  

RCC’s Library & Learning Resource Center consists of RCC’s Digital Library and RCC’s Instructional Media Center (IMC).  
· DIGITAL LIBRARY: The mission of RCC’s Digital Library is to offer a wide range of resources and services in support of the many teaching, learning, and other information needs and interests of RCC’s diverse students, faculty, administrators, and other constituencies.
· INSTRUCTIONAL MEDIA CENTER: The mission of RCC’s Instructional Media Center is to offer a wide range of resources and services especially in support of RCC faculty/administrator needs and interests related to a variety of instructional media/educational technologies for facilitating their teaching and other responsibilities, all toward improving student learning.


2. Identify or outline how your unit serves the mission of your campus/college.   Please limit to a single paragraph.
 (
RCC’s MISSION STATEMENT:
Riverside City College provides an affordable, high-quality education, including comprehensive student services and community programs, by empowering and supporting a diverse community of learners as they work toward individual achievement and life-long learning. 
To help students achieve their goals, the college offers tutorial and supplemental instruction, pre-college courses, transfer programs, career preparation, and technical programs leading to certificates or associate degrees. 
Based on a learner-centered philosophy, the college fosters critical thinking, develops information and communication skills, expands the breadth and application of knowledge, and promotes community and global awareness. 
)












· DIGITAL LIBRARY:  RCC’s Digital Library serves the mission of the college by offering a wide range of resources and services to empower and support RCC’s diverse community of learners as they work toward individual achievement and life-long learning.  Intended specifically to facilitate the various means and methods by which the college seeks to help students achieve their goals, the Digital Library’s resources and services are developed, management and brokered in ways to reflect RCC’s learner-centered philosophy and to amplify any and all efforts to foster critical thinking, develop information and communication skills, expand the breadth and application of knowledge, and promote community and global awareness.

· INSTRUCTIONAL MEDIA CENTER:  RCC’s Instructional Media Center serves the mission of the college by offering a wide range of resources and services designed especially for faculty and administrators seeking to utilize instructional media/educational technologies in their teaching and other responsibilities for the sake of empowering and supporting RCC’s diverse community of learners as they work toward individual achievement and life-long learning.   Intended specifically to provide assistance with instructional media/educational technologies that facilitate the various means and methods by which the college seeks to help students achieve their goals, the Instructional Media Center’s resources and services are developed, managed, and brokered to RCC faculty and administrators so that their teaching and other efforts on behalf of students might reflect all the more RCC’s learner-centered philosophy and toward fostering critical thinking, developing information and communication skills, expanding the breadth and application of knowledge, and promoting community and global awareness.

3. List the functions of your unit. 

· DIGITAL LIBRARY

	Function
	Done in Collaboration with (leave blank if this function is not in collaboration with another unit)

	Supports and facilitates RCC’s teaching/learning programs through a wide range of library resources and services
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed

	Provides space and facilities for individual and collaborative learning
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed

	Develops, manages, and brokers collections of diverse information resources, in both conventional print and electronic/digital formats, related specifically to RCC’s teaching/learning needs and interests
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed

	Offers information competency/literacy instruction (includes instruction in basic library use,  research methodologies, etc.) in a variety of ways, including: one-on-one and group reference guidance and counseling, on-demand course/discipline-related library orientations, and RCC Library’s Library-1 course (“Information Competency” – offered both face-to-face/web-enhanced and fully online via Open Campus).
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed

	Offers professional growth and development opportunities related to library and  information access and use and information competency/literacy instruction for faculty, staff, and other RCC constituents
	· Faculty, staff, administrators, and other RCC constituents
· Glen Hunt Center for Teaching Excellence

	Develops and/or facilitates exhibits and occasional public events related to various RCC teaching/learning emphases and other activities 
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed
· Other RCC-related emphases and activities

	Physically houses and curates the Mine Okubo Collection and the RCC Archives
	· All academic faculty and departments as needed
· Administrative units as needed





· INSTRUCTIONAL MEDIA CENTER

	Function
	Done in Collaboration with (leave blank if this function is not in collaboration with another unit)

	Supports and facilitates RCC’s teaching/learning programs through a wide range of resources and services designed especially for faculty and administrators seeking to utilize instructional media/educational technologies in their teaching and other responsibilities
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed

	Maintains and distributes various instructional media equipment to classrooms and other locations both on the RCC campus and at times to off-campus locations as well 
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed

	Provides instruction and support in the point-of-need use of this instructional media equipment
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed

	Provides instruction and support related to other educational technologies
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed

	Assists faculty in developing materials and pedagogy, both for conventional and online courses, enhanced by various kinds of instructional media/educational technologies
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed – for example, Open Campus

	Prepares, stores, and delivers streaming media
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed
· Digital Library’s Network & Media Specialist Librarian

	Facilitates and provides technical support for teleconferences of various kinds 
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed
· Various entities and sponsors of these teleconferences

	Facilitates and provides technical support for cable television broadcasts and reception
	· All academic faculty and departments 
· Other instructional units and programs
· Administrative units as needed
· Various entities/sponsors of respective broadcasts





4. MAJOR Accomplishments 2008 – 2009 (do not include normal functions of your unit).  No more than 10!!!!  It may be helpful to reflect on your major goals from 2008-2009.  You may have major accomplishments in addition to those plans.  An accomplishment may include starting a new project/program which will be ongoing. 

· DIGITAL LIBRARY 

	Major Accomplishments
	Start Date
	Status: ongoing, completed, or date completion anticipated

	1. Continued active participation on the Student Success Committee and their various planning activities, discussions, and initiatives  
	Fall 2008 
	Ongoing

	2. Continued collaboration with CAP toward developing a series of workshops related to basic components of information competency to be piloted with CAP 
	Spring 2009
	Beta testing with CAP students to begin Spring 2009

	3. Continued collaboration with Gateway to College in tailoring LIB-1 to these students and their first-year Gateway curriculum
	Fall 2008
	Ongoing (three sections of LIB-1 for Gateway students are offered the first 8-weeks of fall and spring terms)

	4. Art Exhibit: First major art exhibit utilizing wall space in the Digital Library – an exhibit of Patrick Merrill paintings The Apocalypse Comes to Riverside in collaboration with the RCC Art Department
	Fall 2008
	Exhibit continued through the Summer 2009

	5. Book Displays: Tish McGuckian, Linda Sing, et.al
	
	

	6. Public Event: [SB will provide brief description of Samuel Pesach’s talk]
	Fall 2008
	Completed (one-time event)

	7. Public Event: [SB will provide brief description of collaboration with Global Affairs Council of the the Inland Empire (per Marilyn Jacobsen) – the talk by an esteemed diplomat based on her book]
	Fall 2008
	Completed (one-time event)

	8.Record student use of the library based on gate count
	Fall- Spring 08-09
	On-going

	9. Refurbish 100 student access computers and LCD screens in the commons area- providing improved access to library electronic resources and outside browser access to information and communications.
	Fall 2008
	Completed second planned phase (first phase Spring ’07)

	10. Moved archives to a new temporary location on the second floor and reinstalled computer printers into the commons bringing more convenient access to students and staff.  Also installed new copy and printer equipment for student use including a color copier.  Also, took over the full support of Cybrarian.
	Fall 2008-2009
	Completed 2008





· INSTRUCTIONAL MEDIA CENTER:

	Major Accomplishments
	Start Date
	Status: ongoing, completed, or date completion anticipated

	1.  Completed most of technology work in conjunction with contractor at Stokoe location.  Early childhood /teacher preparation access to advanced technology in support student and program goals of capture video. 
	2008
	October 12, 2008

	2. Installed demonstration smart board in DL409 as an example of future classroom technology set in a high profile location to share a technology future with institutional decision makers.
	Spring 2008
	Spring 2008

	3. Improved scheduling of KRCC to support instructional use of the cable feed. 100% increase in instructional programming produced at RCC.  Improved technical programming of television presentations through installation of new equipment.  There is also a 100% increase in streaming video on college special events over the previous year. 
	2008-2009
	Ongoing

	4. Increased activity in the convergence center and partnering with faculty development in support of faculty production and use of graphic for student interface.
	Spring 2008
	Ongoing

	5. Mediasite development with new strategic instructional programs and areas.  Criminology has been added to the pioneer programs leading this innovative use of access to streaming classroom presentations for student study and review.
	Spring 2008
	Ongoing

	6. Increased Convergence Center use and collaboration with faculty development in support of flex credit opportunities.  Lab has also been used for additional District and College-wide workshops including one offered by Daren Dong. 
	Spring-summer Fall 2008
	Ongoing

	7. Maintenance and support of existing and future equipment planning by the college and district.  Including the building issues associated with the Quad projects and maintenance of equipment for the other campuses.
	2008- current
	Ongoing

	8.Consulting services to program, grant opportunities and future buildings at RCC- this includes the current Nursing and Science Facilities as well as the web/streaming technology plans development out of a District computer committee’s deliberations.
	2008-current
	 Ongoing

	9. Staff development of IMC personnel by attendance at professional workshops designed to return increased capabilities and development of a cadre of media support personnel able to work with the current and future technologies.
	2008-current
	Ongoing

	10. Maximize staffing to support the six locations of RCC: Rubidoux, Stokoe, District Offices, Culinary Academy, Systems Office, and March Reserve Base. 
	2008-current
	Ongoing





5. MAJOR Goals and Objectives 2009 – 2010 (do not include normal functions of your unit).  No more than 10!!!!  In order from 1 – 10 is best. With 1 as the most important
Before writing your goals and objectives be sure to review other Program Review documents related to your unit to discern if there are service needs.  Please check with the Office of Institutional Effectiveness (institutional.effectiveness@rcc.edu) for a list of requests relevant to your unit.   Please allow a three-day turn around for your request to be fulfilled.

· DIGITAL LIBRARY: 
 

	Major Goal and/or Objective
	Start Date
	Status: ongoing, completed, or date completion anticipated
	Need Assistance in order to complete goal or objective (reference applicable resource request page)

	1. Distance Learning/Electronic Reference: Develop and implement one or two appropriate resources/services related to these two Library service program areas.
	Fall 2009
	Ongoing throughout AY2009/2010
	Steve Brewster collaborates with:
· His library faculty colleagues and the Dean of the Library/Learning Resource Center
· Other faculty and departments as needed
· Open Campus

	2. CAP Collaboration: Complete and beta test a series of workshops related to basic components of information competency 
	Fall 2009
	Ongoing throughout AY2009/2010
	Jacquie Lesch collaborates ...

	3. Public Event Programming: Plan and offer at least two public events in collaboration with other faculty and departments, etc. and to highlight library resources/services as well
	Fall 2009
	Ongoing throughout AY2009/2010
	The Dean of the Library/Learning Resource Center and Library faculty and staff collaborate with other faculty and departments in planning and presenting two public events appropriate and significant to RCC students and in line with the RCC Mission.

	4.Library Decentralization on the Library Agenda-  Enter discussions related to the collaboration and support of services and the resourcing of this work among the three libraries ( Library Agenda) 
	Spring 2008
	On going- documents have been prepared relating to shared personnel for accomplishing cataloging, technical service, systems support, withdrawal and processing of materials.
	Collaboration with all staff involved in key functions- notification of the other campuses- final report on inventory and suggested resourcing go to Pat and Norm.

	5.Development of a pilot information workshop template and model to replace library orientations ( Library Agenda)
	Spring 2008
	Pilot program will be done at the end of the academic year and reviewed for additional implementation replacing traditional orientations
	Librarian collaboration led by Jacqueline Lesch.

	6. Development of Core Electronic Resources that would serve as a 3 College platform for uniform and standard resources for all students in the district. (Library Agenda)
	Spring 2008
	On Going-  met with legal and technical staff to determine feasibility and plan to move ahead with district proposal, technical splitting of  college students and a play for district funding.
	IS department, librarians, deans, legal advisor and vp for administration.

	Assessment at the service level (Library Agenda)  Questionnaire at Circulation/reference desk
	Spring 2008
	On going-  identify service level outcome and administer questionnaire-
	Librarian Collaboration - method of collection and reporting to be determined.

	8.Assessment at the Program Level (Library Agenda)
	Spring 2008
	On going  Tracking by institutional research of students who have attended library instruction orientations or taken LIB-1 course
	All Librarians-  outside resources

	9. Work on the Library Website ( Library Agenda.
	Spring 2008
	Investigate plug ins, redesign of format for ease of use, test and gain data on new changes
	All librarians- students and willing partners.


	10. Redesign Liaison Program to reflect needs and services of faculty. 
	Fall 2009/ Spring 2008
	Moving away from set discipline representation and moving to function support  areas of acquisitions, research orientations, workshops, etc 
	All librarians, dean, departmental faculty. 





· INSTRUCTIONAL MEDIA CENTER: 

	Major Goal and/or Objective
	Start Date
	Status: ongoing, completed, or date completion anticipated
	Need Assistance in order to complete goal or objective (reference applicable resource request page)

	1.Complete Alvord technology installation
	Fall 2009
	Sign off in October
	Contractor, administration at Alvord, IMC Manager, Dean

	2.Equip and supply classroom needs for RCC
	Fall 2009
	On-going
	Bulbing, repair of equipment, maintenance of facilities for support of AV

	3.Development of Media site
	Fall 2009
	On-going-  new disciplines and faculty supported by media site
	Department faculty, IMC staff

	4. Develop KRCC programming- placing station program on the internet.
	Fall 2009
	On-going, Evaluate KRCC by viewers and develop a play of marketing and data collection regarding programming
	Emile, Henry and Bernie

	5.Complete renovation of storage room for use by IMC
	Fall 2009
	 On-going
	Staff and IMC Manager

	6.Increase opportunities  for collaborative development of  workshops through the faculty development center
	Fall 2009
	On-going- movie making and other graphic support for teaching faculty can be very successful, gaming in the classroom
	Convergence Lab coordinator,  Coordinator of Faculty Development

	7. Increased live/remote streaming of programming for campus use
	Spring 2010
	Online access to video has become a regular opportunity that has enhanced  access to programs- on going
	Entire campus, president office, chancellor’s office, academic affairs.

	8. Staff in IMC- moving away from temporary part time staff
	Fall 2009
	On-going and will be completed by spring – moving positions to permanent part time status
	IMC personnel,  Manager of IMC

	9. Obtain transportation to facilitate delivery and support for 6 off campus sites
	Fall 2009
	Extend communications with departments with existing vans for sharing resources and if not successful apply for funding .Completion anticipated- June 2010
	Other departments, budget and finance committees strategic planning.

	10. Develop a shared understanding of service within District IMC’s including the centralization of streaming and cable programming.
	Fall 2009 
	On going
	Three Colleges and support for Media and technology

	11. Provide for shared funding and resource support for activities of IMC by non instructional areas requesting support
	Spring 2010
	On- going
	Finance, support from VP for administration and budget offices of the district


































Unit Name:  _____Library/Learning Resources_____ 
7.  Staff Needs
NEW OR REPLACEMENT STAFF (Faculty or Classified)[footnoteRef:2]  [2:  If your SERVICE AREA OUTCOMES (SAO) assessment results make clear that particular resources are needed to more effectively serve students please be sure to note that in the “reason” section of this form. 
] 

	List Staff Positions Needed for Academic Year___2009-2010____
Place titles on list in order (rank) or importance.
	Indicate (N) = New or (R) = Replacement 

	Annual TCP* 

	1. Instructional Media Support Technician (Full-Time)
Reason: To provide IMC services and support for evening instruction on the campus and at off-campus locations.
	N
	
$73,235.39
Range 20 Step 1

	2. Instructional Media Technician (Full-Time)
Reason: To provide support for faculty development of multimedia for classroom and online instruction.
	N
	$82,051.53
Range 20 Step 4

	3. Instructional Media Support Technician (Full-Time)
Reason: To provide on-site support of classroom equipment at Stokoe.
	N
	$73,235.39
Range 20 Step 1

	4. Instructional Department Specialist (IDS)
Reason: Currently the Library/Learning Resources Administrative Manager performs all the duties that would be assigned to an IDS. As the Dean, Technology and Learning Resources becomes involved in additional areas the department is in need of an IDS that assists in the creation of class schedules, maintains class records, monitors timesheets and absentee reports, etc.
	N
	74,598.64
Range K, Step 1

	5. 
Reason:
	
	

	6. 
Reason:
	
	


* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, equipment and other needs for new positions to the appropriate form and mention the link to the position.  Note that all replacement staff must be filled per Article I, Section C of the California School Employees Association (CSEA) contract.

Unit Name:  __________Library and Learning Resources______________ 
8.  Equipment (excluding technology) Needs Not Covered by Current Budget[footnoteRef:3] [3:  If your SERVICE AREA OUTCOMES (SAO) assessment results make clear that particular resources are needed to more effectively serve students please be sure to note that in the “reason” section of this form. ] 


	List Equipment or Equipment Repair Needed for Academic Year_2009-2010_____
Please list/summarize the needs of your unit on your campus below.  Please be as specific and as brief as possible.  Place items on list in order (rank) or importance.
	*Indicate whether Equipment is for (I) = Instructional  or (N) = Non-Instructional purposes             
	Annual TCO** 


	
	
	Cost per item
	Number Requested
	Total Cost of Request

	1. Auditorium Projector Lamp
Reason: The projector lamp in the Digital Library Auditorium is in need of imminent replacement. The auditorium is a heavily-used facility, which supports instruction as well as college events/functions.
	I
	$3,045
	1
	$3,045

	2. Electric Projection Screens
Reason: The projection screens in the Digital Library Auditorium and classrooms can no longer be lowered or retracted, and cannot be repaired. The screens are degrading, resulting in poor display and visibility. New screens are needed to replace the broken screens.
	I
	$1,800

$5,000
	4

1
	$7,200

$5,000

	3. Wireless Microphones
Reason: UHF will not be useable, so the microphones must be replaced with those that operate on a digital frequency due to new standards.
	I
	$950
	11
	$10,450

	1. 
Reason:
	
	
	
	

	2. 
Reason:
	
	
	
	

	3. 
Reason:

	
	
	
	


[bookmark: OLE_LINK6]* Instructional Equipment is defined as equipment purchased for instructional activities involving presentation and/or hands-on experience to enhance student learning and skills development (e.g. desk for student or faculty use).
Non-Instructional Equipment is defined as tangible district property of a more or less permanent nature that cannot be easily lost, stolen or destroyed; but which replaces, modernizes, or expands an existing instructional program.  Furniture and computer software, which is an integral and necessary component for the use of other specific instructional equipment, may be included (i.e. desk for office staff).  ** TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position please be sure to mention that linkage. 

Unit Name:  _________Library/Learning Resources__________ 
9.    Technology++ Needs Not Covered by Current Budget: [footnoteRef:4]   [4:  If your SERVICE AREA OUTCOMES (SAO) assessment results make clear that particular resources are needed to more effectively serve students please be sure to note that in the “justification” section of this form. 
] 

 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc)

	Submitted by: Bernard Fradkin
	Title: Dean, Technology and Learning Resources
 
	Phone: 951-222-8038




	Priority
	EQUIPMENT REQUESTED
	New (N) or Replacement (R)?
	Program: New (N) or Continuing (C) ?
	Location (i.e Office, Classroom, etc.)
	Is there existing Infrastructure?
	How many users served?
	Has it been repaired frequently?
	Cost per item
	
Number Requested
	Annual TCO*
Total Cost of Request

	1.
Usage / Justification
	UPS Replacements
The UPS systems in the Digital Library are now older than five years, and according to the manufacturer need to be replaced.
	R
	C
	DLLRC Server Room and Closets
	Y
	All library users
	N

	$30,000

$4,000
	1

7
	$30,000

$28,000

	2.
Usage / Justification
	Staff Computers 
Several of the faculty and staff computers in the library are seven years old. These computers are well beyond the 3-5 year life span, and are in need of replacement.
	R
	C
	Faculty/Staff Offices and Refer-ence
	Y
	10
	Y
	$800
	10
	$8,000

	3.
Usage / Justification
	 Windows Update Service Server
The current method of installing Microsoft security updates requires visiting each workstation to inventory installed critical updates and manually download/install each patch individually. This server would the installation of critical updates when they are needed and prevent extended lapses between patches that could expose computers to unnecessary security risks.
	N
	C
	DLLRC Server Room
	Y
	All library users
	
N/A
	$3,241
	1
	$3,241

	4.
Usage / Justification
	Sony Anycast Switcher
A new switcher is needed to support increased live broadcasts.
	N
	C
	IMC
	Y
	All instruct-ors, students and staff who use live broad-casting
	N/A
	$20,000
	1
	$20,000

	8.
Usage / Justification
	Video Cameras
The cameras in DLLRC Rooms 122 (Auditorium), 108 (Multimedia Classroom), and 409 (District Tele-Meeting Room) need to be replaced with new cameras that can accommodate live broadcasts.
	N
	C
	IMC
	Y
	All instruct-ors, students and staff who use live broad-casting
	N/A
	$15,000
	7
	$105,000


· TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate cost estimates.  If equipment needs are linked to a position please be sure to mention that linkage.  Please speak with your Microsupport Computer Supervisor to obtain accurate cost estimates.  
· ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment.

Remember to keep in mind your campuses prioritization rubrics when justifying your request.

Unit Name:  _________Library/Learning Resources__________
10.  Facilities Needs Not Covered by Current Building or Remodeling Projects*[footnoteRef:5]   [5:  If your SERVICE AREA OUTCOMES (SAO) assessment results make clear that particular resources are needed to more effectively serve students please be sure to note that in the “reason” section of this form. 
 
] 


	List Facility Needs for Academic Year___________________
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or importance.
	Annual TCO* 


	
	Total Cost of Request

	1.Vinyl Flooring
Reason: The carpet in the service area in the IMC needs to be replaced with vinyl flooring to facilitate the movement of equipment.
	$4,800.00

	1. Wall Enclosure for Archives Area
Reason: The former print center on the second floor of the DLLRC is being used to organize and house a portion of the college’s archives, including items from the Miné Okubo collection. For security purposes, the counter opening needs to be walled off to prevent potential theft. 
	
$5,000


	3.
Reason:
	

	4.
Reason:
	

	5.
Reason:
	

	6.  
Reason:
	


*Please contact your campus VP of Business or your Director of Facilities, Operations and Maintenance to obtain an accurate cost estimate and to learn if the facilities you need are already in the planning stages.  

Unit Name:  _________Library/Learning Resources__________
2.   Professional or Organizational Development Needs Not Covered by Current Budget*[footnoteRef:6] [6:  If your SERVICE AREA OUTCOMES (SAO) assessment results make clear that particular resources are needed to more effectively serve students please be sure to note that in the “reason” section of this form. ] 


	List Professional Development Needs.  Reasons might include in response to assessment findings or the need to update skills to comply with state, federal, professional organization requirements or the need to update skills/competencies.  Please be as specific and as brief as possible.  Some items may not have a direct cost, but reflect the need to spend current staff time differently.   Place items on list in order (rank) or importance.
	Annual TCO* 


	
	Cost per item
	
 Number Requested
	Total Cost of Request

	1. Adobe Flash Software Training
Reason: Intensive 5-day training is needed on the Adobe Flash CE software, which is the leading software program for graphics/animation.
	$2,595.00
	2
	$5,190.00

	2.
Reason:
	

	
	



	3.
Reason:
	
	
	

	4.
Reason:
	
	
	

	5.
Reason:
	
	
	

	6.  
Reason:
	
	
	


*It is recommended that you speak with Human Resources or the Management Association to see if your request can be met with current budget.  

Unit Name:  _________Library/Learning Resources__________

11.  Learning Support Services Not Covered by Current budget*.

	List Learning Support Services Needs 
Please list funding requests related to the Writing and Reading Center, the Math Learning Center, Tutorial Services, and the Instructional Media Center.  These do not include laboratory components that are required of a course.  Place items on list in order (rank) or importance.
	Total Cost of Requests


	
	Cost per item
	
Number Requested
	Total Cost
	Ongoing (O) or one-time (OT) cost

	1.
Reason: NA ( This is interpreted as requests specific to these areas from outside clients. 
	

	
	
	

	2.
Reason:
	

	
	
	



	3.
Reason:
	
	
	
	

	4.
Reason:
	
	
	
	

	5.
Reason:
	
	
	
	



*It is recommended that you speak with your campus IMC and/or Lab Coordinators to see if your request can be met within the current budget and to get an estimated cost if new funding is needed.


Unit Name:  _________Library/Learning Resources__________
3.  OTHER NEEDS not covered by current budget[footnoteRef:7] [7:  If your SERVICE AREA OUTCOMES (SAO) assessment results make clear that particular resources are needed to more effectively serve students please be sure to note that in the “reason” section of this form. ] 


	List Other Needs that you are certain do not fit elsewhere.
Please be as specific and as brief as possible.  Not all needs will have a cost, but may require a reallocation of current staff time.  Place items on list in order (rank) or importance.
	Annual TCO* 


	
	Cost per item
	
 Number Requested
	Total Cost of Request

	1. Increase Book Budget (6310) – Library 
Reason: The library book budget for 2008 is $0 due to the fact that the district did not receive the block grant. The book budget was cut by 50% to $50,000 in 2007, and has not been increased in the past four years even though book prices have been increasing. Since other campus units may request Library Resources via the Program Review process, this request is critical.
	
$70,000
	
1
	
$70,000

	2. Increase Periodicals/Magazines Budget (4330) – Library 
Reason: The periodicals subscriptions budget needs to be increased to adjust for the industry increase in subscription costs. This budget is used to purchase electronic database subscriptions, and is inadequate to support the current electronic resources. Additional budget ($43,000) is provided by the Perkins grant, which is not a stable source of funds. TTIP funds were discontinued this year, never to return, resulting in a shortfall of $35,000. Since disciplines rely on these print and electronic periodicals and indexes for their instruction, this request is critical.
	
$88,000
	
1
	
$88,000

	3. Increase Reference Books Budget (4230) – Library 
Reason: The reference book budget needs to be increased by 5% to account for the industry increase in reference book prices. Since other campus units may request Library Resources via the Annual Program Review, this request is critical.
	
$468
	
1
	
$468

	4. Increase Software Budget (4575) – Library 
Reason: Currently other funds are being used to augment the software budget, which should be increased to the previous funded amount of $6,539.00 
	
$5,564
	
1
	
$5,564

	5. Reinstate Classified Salary Hourly Budget (2139) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	

$15,000
	

1
	

$15,000

	6. Reinstate Classified Salary Overtime Budget (2349) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	
$2,500
	
1
	
$2,500

	7. Reinstate Copying and Printing Budget (4555) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	

$400
	

1
	

$400

	8. Reinstate Software Budget (4575) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	

$4,500
	

1
	

$4,500

	9. Reinstate Office/Other Supplies Budget (4575) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	

$15,000
	

1
	

$15,000

	10. Reinstate Repair Supplies Budget (4644) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	

$3,500
	

1
	

$3,500

	11. Reinstate Memberships Budget (5310) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	

$800
	

1
	

$800

	12. Reinstate Rents and Leases Budget (5630) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	

$1,500
	

1
	

$1,500

	13. Reinstate Repairs/Supplies Budget (5644) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	

$2,500
	

1
	

$2,500

	14. Reinstate Other Services Budget (5890) - IMC
Reason: The IMC previously had a 6130 budget for IMC Production, which was removed. The budget needs to be reinstated, as IMC services have expanded significantly over the past few years and needs to be funded appropriately.
	

$1,000
	

1
	

$1,000

	15. Van
Reason: A van is needed for the IMC to transport equipment to off-campus sites in support of classroom instruction.
	$26,900
	1
	$26,900

	16. Library Book Returns
Reason:  Provide four locations around the Riverside College allowing car and personal returns for the convenience of students and faculty . This will also help provide quicker return of sought after items for increased use by all.
	$9,000
	1
	$9,000






II. Assessment 

Why Administrative Units Conduct Assessments:  Research indicates that collecting and analyzing evidence leads to improvement of institutional or unit level effectiveness.  In addition it:
· Ensures units are examining their services and programs
· Documents outcomes assessment and internal improvement efforts
· Allows each unit to demonstrate how well it is performing
· Allows for requesting resources
· Relies on fact, not perception
· Allows unit staff to prioritize improvements.

Steps to Developing Assessment Plans & Reports

1. Unit develops measurable Service Area Outcomes (SAO).  An SAO is a “specific statement that describes the benefit that a [unit] hopes to achieve or the impact [. . .] that is a result of the work that your unit performs. Outcomes should be:
· challenging but attainable” 
· articulate what the unit wants to achieve
· indicate end results for the unit rather than actions
· relate to the unit’s mission and vision
· focus on the benefit to the recipient of the service
· be stable over a number of years. If it is time dependent, it is most likely a goal not an outcome; and
· be measurable and directly related to the work of your unit.[footnoteRef:8] [8:  Source: The American University in Cairo. “A guide to developing and implementing effective outcomes assessment: Academic support and administrative units.” December 1, 2007. Retrieved on the internet at http://ipart.aucegypt.edu 
] 


Stems for writing outcomes can include:
· “In support of student learning, staff will _______”
· “Students are aware of ________”
· “Administrators (or staff) have the _______”

2. Unit defines how it will assess progress (non-evaluative) towards the outcomes.   The unit might consider taking an inventory of current tools being used.  For example:
· what information is being collected already?
· what assessment are you already using?

Methods that can be used to measure progress include, for example:
· student satisfaction surveys
· number and type of complaints
· growth in a specific function
· comparisons to professional organizations’ best practices
· focus groups
· opinion surveys
· time to complete a task

3. Unit completes the assessment plan and carries out the assessment.   In order to ensure the plan is completed 
· designate a coordinator for the assessment project and/or assign responsibility for individual components 
· develop a timeline indicating when work will be collected, results tabulated, analysis completed, and subsequent dialogues.



Campus/College Administrative Program Review 
Forms online at http://www.rcc.edu/administration/academicaffairs/effectiveness/review.cfm
4. Unit gathers information, analyzes results, communicates findings, and takes action.  This step is important as it is used to identify changes needed to improve efficiency, effectiveness, and unit performance.  It should also be applied to for planning and budgeting and resource allocation requests (short term and long term).  Ultimately it may be tied to the institution’s ability to achieve its mission.
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	Department/Unit: DLLRC
	
	Date: 10-10-09

	Assessment Facilitator:
	Bernard Fradkin
	Ext.8038
	Email:

	Mission Statement: Previously stated.
	

	
Assessment Sheet #1: Update from previous year’s assessments (2008-09).


	What were the Service Area Outcomes (SAOs) you assessed last year?
	How did you assess progress?  Please list the methods you used in the assessment.  
	When: In what timeframe was the assessment completed?


	What was the target or benchmark you hoped to achieve or did achieve in the assessment?
	Have you used the results from the assessment to make improvements? Please describe these improvements here.

	  
NA-  There was no plan in place the first year to complete this section. 
	
	
	
	

	


	
	
	
	



	Department/Unit: 
	
	Date: 

	Assessment Facilitator:
	
	Ext.
	Email:

	Mission Statement: Previously defined in the assessment document
	

	
Assessment Sheet #2: Current year’s assessment plan (2009-10)

	Anticipated Service Area Outcomes (SAO):  
What are you trying to do, or what SAO are you planning to assess?
NO MORE THAN 2
	Assessment Methods:

What assessment methods do you plan to use?
	Timeframe:  

When Will Assessment Be Conducted and Reviewed?

	Targets/Benchmarks:

What is the minimum result, target, or value that represents success at achieving this outcome?
	Use of Results: 

How do you anticipate using the results from the assessment?

	  
Increase resource access and commitments to support students.

(Goal Provide high level of electronic and traditional resources for students)







	Library activity including circulation, patrons using the library, electronic access to materials, classes for workshops and orientations,   use of library during extended hours of operation at the end of the semester,  student input/comments,  database statistics,  reference desk statistics, faculty requests for materials to be purchased, streaming of educational media, classroom support of media
	Fall Semester end- December 2009
Winter session 2010
Spring semester 2010

Additional assessment on extended library hours days- at the end of Fall and Spring will be reviewed
	Increased access in use of facility and resources by students and faculty.   Increase use based equal or greater to the FTE increase is targeted  for each area. 
	Results will be used to revisit allocation of resources and time to determine effective use personnel and budget.  Review will also respond to opportunities for change and improvement in practice, repurposing of resources to meet expectations and representation to effective resource the college DLLRC programs. 

	Technology replacement program and electronic infrastructure- including the reinstatement of staffing for critical areas of service









	Electronic equipment replacement or maintenance of key systems- supporting continuation of key contracts, and provide input to district plans to more effectively integrate technology.  
	Strategic planning committee, advocacy for revised organization planning to integrate technology withing the campus and throughout the district. 
	Central strategic planning to maintain service contracts on key equipment supported by the District – centralize streaming technology in the IMC. 
	The assessment of the nominal data of results as a result of the current planning processes will provide the desired targets and benchmarks.






Supplemental Information

“Efficiency is doing things right, effectiveness is doing the right things”
 – Peter Drucker
What is Administrative Unit Program Review?

Administrative Unit Program Review is a collaborative goal-setting and assessment process designed to help improve and refine college services.  It is intended to be flexible, collegial, relevant, practical, and should result in a clear sense of direction and accomplishment for participants.  All non-instructional service areas (hereafter referred to as “administrative units”) undergo self-study as part of a process that results in a comprehensive assessment of institutional effectiveness.  A separate, but similar process is applied to Student Services units.  When completed the unit representatives will present their self-study to the District Program Review Committee for approval.  Members of the District Assessment Committee will provide the Program Review Committee with recommendations regarding your future assessment plans.  The linkage between program review and strategic planning is now fully operational.  Thus, resource allocations and planning for your unit will be directly impacted by this plan.  

Administrative Units will be asked to update their program review document annually.  It is anticipated that the same format will be used and updates should require only minimal editing.  

The most important extrinsic purpose of this review is for you to receive the resources you need (equipment, staff, etc.) and to meet accreditation standards.  The intrinsic purpose of the self-study process is to help administrative units clarify and achieve their goals. In addition, the process aids units in strengthening the bonds within the college community and fostering cooperation with instructional units.

The major objectives of Program Review are to:

1. State program goals and align future goals with the College’s mission and goals.
1. Collect and analyze data on key performance indicators, administrative unit outcomes, program activities, and accomplishments.
1. Examine and document the effectiveness of student support and administrative services.
1. Develop recommendations and strategies concerning future program directions and needs (e.g. budget, staffing, and resources).
1. Comply with Accreditation Standards, Federal and State law, Title 5, Student Equity, VTEA, matriculation (including prerequisite and co-requisite standards), ADA (American with Disabilities Act), and other legal or certification requirements.



The Legal and Professional Basis for Program Review

TITLE 5, Section 51022(a)  
The governing board of each community college district shall, no later than July 1, 1984, develop, file with the Chancellor, and carry out its policies for the establishment, modification, or discontinuance of courses or programs.  Such policies shall incorporate statutory responsibilities regarding vocational or occupational training program review as specified in section 78016 of the Education Code.

ACCJC STANDARDS
Standard 1B. Improving Institutional Effectiveness 
The institution demonstrates a conscious effort to produce and support student learning, measures that learning, assesses how well learning is occurring, and makes changes to improve student learning. The institution also organizes its key processes and allocates its resources to effectively support student learning. The institution demonstrates its effectiveness by providing 1) evidence of the achievement of student learning outcomes and 2) evidence of institution and program performance. The institution uses ongoing and systematic evaluation and planning to refine its key processes and improve student learning.
 
1. The institution maintains an ongoing, collegial, self-reflective dialogue about the continuous improvement of student learning and institutional processes.
2. The institution sets goals to improve its effectiveness consistent with its stated purposes. The institution articulates its goals and states the objectives derived from them in measurable terms so that the degree to which they are achieved can be determined and widely discussed. The institutional members understand these goals and work collaboratively toward their achievement.
3. The institution assesses progress toward achieving its stated goals and makes decisions regarding the improvement of institutional effectiveness in an ongoing and systematic cycle of evaluation, integrated planning, resource allocation, implementation, and re-evaluation. Evaluation is based on analyses of both quantitative and qualitative data. 
4. The institution provides evidence that the planning process is broad-based, offers opportunities for input by appropriate constituencies, allocates necessary resources, and leads to improvement of institutional effectiveness.
5. The institution uses documented assessment results to communicate matters of quality assurance to appropriate constituencies.
6. The institution assures the effectiveness of its ongoing planning and resource allocation processes by systematically reviewing and modifying, as appropriate, all parts of the cycle, including institutional and other research efforts. 
7. The institution assesses its evaluation mechanisms through a systematic review of their effectiveness in improving instructional programs, student support services, and library and other learning support services.

EDUCATION CODE, Section 78016
(a) Every vocational or occupational training program offered by a community college district shall be reviewed every two years by the governing board of the district to ensure that each program, as demonstrated by the California Occupational Information System, including the State-Local Cooperative Labor Market Information Program established in Section 10533 of the Unemployment Insurance code, or if this program is not available in the labor market area, other available sources of labor market information, does all of the following:  (1) Meets a documented labor market demand.  (2) Does not represent unnecessary duplication of other manpower training programs in the area. (3) Is of demonstrated effectiveness as measured by the employment and completion success of its students.

(b) Any program that does not meet the requirements of subdivision (a) and the standards promulgated by the governing board shall be terminated within one year.

(c) The review process required by this section shall include the review and comments by the local Private Industry Council established pursuant to Division 8 (commencing with Section 15000) of the Unemployment Insurance Code, which review and comments shall occur prior to any decision by the a
