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SKYLINE COLLEGE INSTRUCTIONAL AND STUDENT SERVICES
ANNUAL PROGRAM/UNIT PLANNING DOCUMENT

INTRODUCTION

The Skyline College faculty, staff and administration support the evaluation of programs and services
through the Annual Program planning process as the College continually strives to demonstrate and
improve institutional effectiveness and student outcomes. The Skyline College Community embraces the
concept that only through authentic, deep and on-going evaluation and assessment can institutions
improve their programs and services to meet the evolving needs of students. Annual Program Planning
and Comprehensive Program Review are intended to provide every program and service area with the
opportunity to review and assess itself in relation to its mission, its goals and objectives, and its
relationship to the mission of the College and the District, as well as fulfillment of needs presented by
students and the local community.

The Skyline College Annual Program Plan is an integral piece of the planning and budget processes.
The Skyline College model is an integrated one, used by instructional programs and student services.
The integrated model is one that allows each Program and Service Area to maintain its identity and
uniqueness, while creating a standardized approach to annual planning.

The purpose of the Annual Program Plan is to collect information to be used by the college planning
bodies IPC (Institutional Planning Committee), ILT (Instructional Leadership Team), SSLT (Student
Services Leadership Team), CBC (College Budget Committee), Full-Time Faculty Allocation
Committee (FTEFAC) and may be used for Program Improvement and Viability (P1V). Through this
process, faculty/staff have the opportunity to review the mission and vision of their department/program.
Then, using multiple measures and inquiry, faculty will reflect on and evaluate their work for the
purposes of improving student learning and program effectiveness. This reflection will identify steps
and resources necessary to work towards the program vision including personnel, professional
development, facilities, and equipment. Annual program plans are completed by each
program/department/unit yearly. The Annual Program Planning document can serve as the basis for
completing the six-year Comprehensive Program Review.

PURPOSES
o To develop, maintain, improve and promote quality instruction and support services in order to
optimize student learning outcomes and access

o To promote dialogue and collaboration among faculty, administrative and classified staff, and
students

o To enhance interaction among programs, instruction, and student support services

o To ensure the effective and efficient utilization of the College's human, financial physical, and
technology resources

o To ensure a process in accordance with Accreditation Standards consistent with the District and
College vision, mission and goals
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SUGGESTED TIMELINES FOR ANNUAL PROGRAM PLANNING

PLANNING AND REVIEW OF DATA NEEDS:
NOVEMBER DEPARTMENT OR DIVISION MEETING

Q

Program/Unit teams are identified and organized. Departments or programs are urged to include
part-time faculty and appropriate classified staff in the review process.

Planning team reviews the instrument.

Basic enrollment, retention data, and other pertinent data will be provided by the Office of Planning,
Research and Institutional Effectiveness (PRIE). (Change to the active tense to stay consistent with
the other statements) The Office of Planning, Research and Institutional Effectiveness (PRIE)
provides basic enrollment, retention data, and other pertinent data.

Planning team collects data including course and program student learning outcomes from Tracdat.

Initial findings are discussed with the entire department and Division Dean/Administrator. The entire
department and Division Dean/Administrator discuss initial findings.

Additional data requested from PRIE as needed. Teams request additional data as needed from
PRIE.

PROGRAM/UNIT ANALYSIS DATA:
JANUARY/FEBRUARY DEPARTMENT OR DIVISION MEETINGS

Q

a
a

Planning team analyzes data, including course and program student learning outcomes, student
success and retention data, and other data as needed.

Planning team reviews all courses for currency and assures course outlines are correctly formatted to
the most current course outline of record template, and ensures they are accurately input into
CurricUNET.

Planning team completes program/unit data analysis/assessment and summarizes findings.
Programs/units start to update annual planning report.

PROGRAM/UNIT DEVELOPMENT OF ACTION PLAN AND RESOURCE NEEDS:
MARCH DEPARTMENT OR DIVISION MEETING

a

Program/unit faculty/staff develop action plan and resource needs in response to assessment of
program data.

Program/unit faculty/staff finalize the Annual Program Planning self-study and in the first week of
April submit one electronic and one paper copy of the planning self-study to the Office of Planning,
Research and Institutional Effectiveness for distribution to the Institutional Planning Committee
(IPC).

The Institutional Planning Committee reviews all submitted annual program plans and distributes
requests for allocations through the approved college processes.

Program/Unit planning resource recommendations are placed into existing college resource
recommendations for the subsequent academic year. (This sentence also is written in the passive, but
I wasn’t clear on who “places” these recommendations.)
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SKYLINE COLLEGE ANNUAL PROGRAM PLANNING
INSTRUCTIONS FOR COMPLETION OF SELF STUDY

The forms to complete the self-study can be obtained on the Program Review website at
http://www.skylinecollege.edu/programreview/directionsandforms.php. The site provides links to the
Annual Program/Unit Planning document. You can complete the self-study form on your computer. You will
need Adobe Acrobat Professional or the newest version of Reader in order to complete your form.
Computers configured since 2011 should have Adobe Pro — for those with an older version of Adobe
Acrobat Reader, please submit a work request with IT to be upgraded to Pro or the newest version of Reader.
This upgrade can only be placed on SMCCCD issued computers. Save your form as a PDF format. Save and
name your file as “Program Name_AP_Year” (e.g., Mathematics_AP_2013).

Self-Study
Submit the report including both questions and responses.

Tracdat reports

Attach your summary of assessment, analysis and action plans for the courses and/or program completed
during this academic year.

Tool: https://sanmateo.tracdat.com/tracdat/

Needs Summary Form
Briefly list your resource needs in the space provided and submit as part of your completed annual
planning document.
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SKYLINE COLLEGE
ANNUAL PROGRAM PLANNING SELF-STUDY

Note: To complete this form, SAVE it on your computer, then send to your Division Dean/VPI as an

ATTACHMENT on an e-mail message.

Program Title:

Key Findings:

GeneralCounseling Date Submitted: |04/08/2013

After compilingthis annualplanningself-study key findingsinclude:

1) Theneedfor continuedrainingandenhanced@ommunication

2) Theneedfor staff andfaculty remaina high priority to sustainsupportandservices
3) With theincreasen technology equipmentandsoftwaremustbe updated

4) Theneedfor a SMART room(s)for COUN/CRERCourses

1. Planning Group Participants (include PT& FT faculty, staff, students, stakeholders)

CarlaCampillo,LorraineDeMello, JacquieEscobarMelanieEspinueva

List of names and positions: |- FT faculty; KennyGonzalez PT Faculty;MelissaKomedina Eric

Larson,JoycelLee,Jessicd.opez,NateNevado- FT faculty

2. Contact Person (include e-mail and telephone): |NohelCorral- corraln@smccd.ed$50-738-412-

3. Program Information

A. Program Personnel
Identify the number of personnel (administrators, faculty, classified, volunteers, and student
workers) in the program:

1 FT Deanof Counselingl FT Division Assistant6.8 FT GeneralCounselors4.41Part-time
GeneralCounselors2.13Part-TimeClassifiedStaff, 3 StudentWorkers

FT Faculty: |6.8 PT/OL Faculty (FTE):|3.14
FT Classified: |1 PT Classified (FTE):|2.13
Volunteers: |0 Student Workers: 3
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B. Program Mission and Goals

State the goals/focus of the program and how the program contributes to the mission and
priorities of the College and District. Address how the program meets the current year’s strategic
priorities. (200 word limit)

The counselingdepartmenat Skyline Collegehasadopteda “StudentFirst” Philosophy Student
concernsneedsandservicesarecontinuallybeingevaluatedo providestudentswith the skills and
abilitiesto becomeaneducationasuccess. Our counselorgrovidestudentsvith the mostcurrent
informationregardingeducationaplanning.By assistingn the processf self discovery students
makeimportantlong termdecisionghatimpact,not only the studentput community workplaceand
family. Counselingiaculty andstaff empowerstudentsy providingaccuratetimely information
disseminationassistinghe studentwith thetechnicalskills to obtaininformationandproviding client
centerednformationto anyoneseekingassistancat the collegecounselingffice.

Skyline Collegecounselor@areanimportantandintegralpartof the Collegefaculty through
participationin campusactivities,participatory(sharedgovernanceommitteesinnovativecounseling
stylesanda constanteviewof currentpractices.Areasof expertiseéncludecareerransfer basic
skills, accesgo informationthroughtechnology prientation,interpretatiorof testscoresandtranscript
evaluationThisis ashortlist of the variety of servicescounselingorovides.Throughtheintegrationof
studentservicestechnologydistrict alignmentof proceduresndstaff developmentthe Skyline
Collegecounselingstaff continuego bethetool which cantransformlives. With directaccesdo these
servicesstudentsaachieveeducationalcareerandpersonafoals. In additional,Counselingservices
empowerstudentgo becomeactivelearnersn our globalcommunity.

4. Program/Service Area: Student Learning Outcomes and Program Data

A. Summarize recent course and/or program SLO assessment, identify trends and

discuss areas in need of improvement. Please attach summary Tracdat reports with
assessment and analysis for SLOs evaluated during the year (prior to submission deadline
of April 1st)

Tool: https://sanmateo.tracdat.com/tracdat/

SUMMARY:

COUN PSLO’sfor 2012/13: In fall 2012,the counselorseviewedthe dataandresultsfor the COUN PSLO(CRER
410)from 2009/10. Recommendationseremadeto updatethe PSLO’sandassessmembethods. The CounselingSLO
Committeehasbeenreviewinganddiscussingipdatego the currentPSLO’s. By theendof Spring2013,the PSLO’s
will beupdatedandnewassessmemhethodimplementedor spring. Theupdateswill bereflectedin TracDatby the
endof Spring2013.

SLO assessmermalendar:Fall 2012,a 6-yearcycle of assessmentasrequesteéindcompletedor COUNPSLO’sand
COUN/CRERCcurriculum(attached).Spring2013,the 6-yearcyclewasamendedo a 3-yearcycle. Theamended
assessmemalendareflects2013/14,2014/15,and2015/16. The COUN PSLO’s3-yearassessmermialendahasbeen
updated. The COUN Curriculum3-yearcyclewill becompletedy theendof Spring2013.

CounselingSLO Committee: MelissaKomadina JacquieEscobarl orraineDeMello, SuzanndPoma,andRafaelValle
serveasSLO representativesTheymetin Spring2013to reviewcurrentPSLO’s. MelissahascoordinatedCOUN 100
SLO efforts. Virginia Padrorhasled CRER136 SLO; Eric Larsonfor CRER137.

IMPROVEMENTS:

CoordinationrandManagemendf COUN PSLO’sandCOUN curriculumis extensiveandtime consuming.lt is
recommendethattheleadcounselowho representshe division on SLOAC not betheoneexpectedo coordinateand
manageSLO procesdor thedivision. It is recommendefbr the Deanto leadin managinghe SLO procesdor the
divisionwith the helpof faculty in therespectiveareaqcurriculumandprograms).Facultywho asses$LO’s should
haveassigneatoordinatiortime identified persemester.
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B. Analyze evidence of Program performance. Review and analyze productivity, student
characteristics and outcomes.
Tool: http://www.skylinecollege.edu/prie/programdata.php

Basedon PRIE Reportdatafor 2011-12aswell asdataregardingCounselingappointmentsndOrientationsrom SARS,the CounselingDepartments
fulfilling its missionandservingSkyline Collegestudentswell.

A total of 17,157studentsvereseerby regularappointmentor the periodof 7/1/2012- 4/3/2013.In addition,1,402studentsvereservecthroughthe
ElectronicCounselingService(ECS)for the sameperiod. 422 studentgarticipatedn In-PersorOrientationand2,091studentcompletedhe Skyline
CollegeOnline Orientationin thelastninemonths.

Two categorie®f coursesaretaughtwithin thedivision, with thedesignator®f CRERandCOUN. For thesummer2011sessioronesectionof CRER
100wasofferedalongwith two sectionsof CRER410. Onesectionof COUN 100wasofferedalongwith onesectioneachof COUN 105,106and107.
Forthefall 2011semesteonesectionof CRER100wasoffered,onesectionof CRER136,two sectionsof CRER137,sevensectionof variousCRER
650andtwo sectionsof CRER665. Eightsectionsof COUN 100wereofferedalongwith onesectioneachof COUN 105,106and107. Forthespring
2012semesteonesectionof CRER136wasoffered,two sectionsof CRER137,onesectionof CERE410, sevensectionf variousCRER650andone
sectionof CRER665. Sevensectionsof COUN 100wereofferedalongwith onesectioneachof COUN 105,106,107 and108.

With regardto productivityfor the2011-12period,CensusHeadcountvas1502,Endof TermHeadcountvas1354. FTEFwas7.60.FTESwas103.39.
WSCHwas3102.Loadwas408. Numberof sectionsvas63 andMax Enroll was1947.

With regardto StudentCharacteristic$or the 2011-12period,47%of studentservedwerefemale,a 12%increasdrom 10/11. 52%of studentserved
weremale,a 3% decreasérom 10/11. Counselorserveda diversepopulationof studentsrepresentativef Skyline College’sdiverseethnicityin general.
Significantchangesncludea 14%dropin African Americanstudentsa 6% dropin Asianstudentsan8% dropin Hispanicstudentsa 32%increasen
White studentsanda 21%increasen studentof UnknownEthnicity, all comparedo 10/11. Significantchangesn uniqueheadcounby ageoccurred
acrosgheboard,indicatinga shifting demographic.Comparedo the 10/11yeartherewasan8% increasen studentsinderl8, a 9% decreasén students
aged18-22,a 35%increasen studentsaged23-28,a 75%increasean studentsaged29-39,a 14%increasen studentsaged40-49,an83%increasen
studentsaged50-59anda 60%increasen studentsaged60 or older.

With regardto CounselingdepartmenSuccessndRetentionfor the 2011-12periodthe successatewas75%, 5% abovethe successategoal of 70%.
Theretentionratewas91%, 7% abovetheretentionrategoal of 84%.

C. Explain how other information may impact the Program (examples are business and
employment needs, new technology, new transfer requirements etc.)

1) Transferinformationfrom UC, CSUandlocal privateuniversities- Becauseheinformationis constantlychangingongoingtrainingfor counselorss
neededn orderto ensureproperapplicationof newpoliciesandarticulationagreements.

2) SB1440—- AA-T/AS-T - Becausehisis anewpolicy, we arenot surehow studentswill beimpactedby it aftertransferandhow the CSU’swiill
implementthe useof AA-T/AS-T in futureadmissiorcycles.We canonly relaytheintentionof the policiesto the studentsOngoingtrainingis neededor
counselors.

3) StudentSuccessnitiative - This initiative affectshow the Collegeprioritizesresourcesindregistrationfor studentsCounselorwill needto provide
additionalinformationandsupportfor studentghatwill beimpactedoy the changesOngoingtrainingis neededor counselors.

4) District adoptionof software including Degreeworksonline orientation- As onlineresourcesirestill beingdevelopedcounselorsnustusebothonline
andoffline toolsto assiststudentswith studentducationaplans.Counselorsieedto spendadditionaltime checkingaccuracyof informationreceived
online. Oneadvantag®f Degreeworkss thatpastSEP’sareviewableby counselorandstudents.The adoptionof online orientationaffectshow we will
proceedwith in-personorientations.

5) Changesn regulationgegardingavailability of financialaid, unemploymenbenefitsandveterandenefits- Therehasbeenanincreasan demandor
counselingservicesasaresultof changesn benefits.This createsa challengeor counselorgo find resource$or the mostcurrentinformationfor students
within a 30 minutecounselingappointment.

6) Employmentrendsandlocal economy- Changesn theeconomyhasled to anincreasen the numberof returningstudentsandstudentseeking
retraining.Local economyhasincreaseartnershipsvith organizationsutsideof Skyline.Counselorsieedto stayabreasbf servicesavailableto
studentghataddres®conomicandpersonaheeds.

7) Changesn policiesanddegreaequirementst Skyline College- Ongoingcommunicatiorwith otherdepartmentss neededo ensurehataccurate
informationis sharedwith students.

8) CounselingWebsite- Thewebsiteis a goodstartfor studentseekinggenerainformation.It providesanavenueor studentdo self-guidein making
appointmentsvith counselorsCounselingstaff needto regularlyreviewcontenton websitefor accuracy.

SUMMARY:

Generakounselings very complex,requiringanunderstandingf manyfactors.Thesefactorscanrangefrom internal Skyline Collegepoliciesand
programgo externalpoliciesfrom transferinstitutionsandlocal, stateandfederallegislation.Dueto constanthangesn programsandpolicies,general
counselinghasseemanincreasean the demandor counselingservices.With generakounselingoeingthefirst point of contactfor moststudentswith the
College,it is imperativethatall counselorareupdatecbn the mostcurrentinformationandtrainedin the applicationof newpolicies.This requiresmore
time out of counseloschedulesor trainingandincreasedtaffingto providesufficientservicedor students.Counselings committedto addressinghe
needf studentghroughthe provisionof accurateandupdatednformationandresources.
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5. Curricular Offerings

Tools: CurricUNET http://www.curricunet.com/smcccd; https://sanmateo.tracdat.com/tracdat/

A. Program Curriculum and Courses. If your program does not offer curriculum please
state “N/A”.

Respond to the following:

e What new courses (excluding individual Selected Topics [665] topics and Experimental
[680/880] courses) have you added to your program curriculum in the past academic year?
List by Department, Course Number and Course Title.

e If you have not done so already, please email the TracDat Coordinator to request that these
courses to be added to TracDat.

e Have you uploaded SLQO’s for your new courses in TracDat?
e Have you mapped course-level SLOs to PSLOs and ISLOs?

e Have you uploaded an assessment method (need not be specific) for each course?

COUN Courses:In Spring2013,all CRER/COUNcurrentcoursesarerequiredto measureat
leastoneSLO. Theupdatewill bereflectedin TracDatby theendof Spring2013.

PleaseseeattachedlocumenentitledSLO-PRIEDatafor mappedSLO andTracDat
information.
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B. Identify Patterns of Curriculum Offerings

Respond to the following:

e What is the planning group’s 2-year curriculum cycle of course offerings by certificates
and degrees?

e What is the ideal curriculum cycle?

e Discuss any issues.

Pleaseseeattachmentiocumenentitted COUN CURR040813or completdist of coursesand
2-yearcurriculumcycle of courseofferings.

6. Response to Previous Annual Program Plan & Review

List any recommendations for the program and your responses to these recommendations
based on previous Annual Program Plan and/or CTE Professional Accreditation report.

CURRICULUM:
Courseofferingswereaddedio meetthe changingneedf our studentpopulationsaswell askeepingup with changeselatedto degreeattainmentadmissionsndtransferto universities.
(SeeQuestions — CurricularOfferings)

FACILITIES:

In ourlastProgramReview,we stronglysuggestethe needfor a SMART roomdesignatedor Counselinguisethatallowsthe departmento not only offer classeshatareintegralto our
programsbutthatcanbe usedto conductseminarsgrouppresentationandorientationsaswell asprovidetrainingfor staffandfaculty. Althoughwe do havearoomwith amediacartin
it, it is not conducivefor learning.Poorlighting andthe configurationof theroomlimit the effectivenes®f classroonpresentationd/Ve continueto requestttentionto this need.

As of Fall 2011,the openingof the Multicultural Centerhasprovidedsomeoffice spacefor counselorsnvolvedin learningcommunitiesHowever we continueto havea needfor
sufficientoffice spacefor adjunctcounselorgor generakounseling.

EQUIPMENT:

Fourlaptopswerepurchasedor the Counselingdepartmento supportservicesandeventsrelatedto Orientation,Transfer,CareerCenterandelectroniccounselingHowever,only one
laptopis reservedspecificallyfor GeneralCounseling.As we continueto expandour Counselingcurriculumaswell asthe numberof presentationsyorkshopsandgroupmeetings,
additionallaptopswill beneeded.Greaterrelianceon electronicformsandStudentEducationaPlans(SEP)requireadditionalmaintenancendsuppliesfor counselingoffices.

We hadrecommendedecuringadditionalfundsto produceadmissionstegistratiorandcounselingnaterialsn otherlanguagesndto makethemmoreaccessibléor studentswith
disabilities.Counselingnaterialshaveyetto betranslated.

STAFFING:

We hadrecommendethe hiring of two counseloraswell assupportstaffin our ProgramReview.Sincethen,we haveaddedadjunctfaculty to assiswith Early Alert andStudentSuccess
Programsanda studentassistanfor Early Alert. We havereplaceda full-time counselorfor TRIO andhavehiredafull-time counseloffor the TransferCenter Half of the Transfer
Counselor'shourshavebeenassignedor coordinationof the TransferCenter. We alsoaddedwo adjunctfaculty positionsto assistn the CareerCenter. Althougha ProgramServices
Coordinatorfor the CareerCenterhasbeenapproveda full-time careercounseloiis recommendetb meetthe high demand®f studentaaddressingareemeeds.

Althoughon the surfaceit would appeathatwe haveadditionalcounselorsthe netgainof generakounselinghoursasaresultof the hiresis smallascounselorsreassignedo duties
otherthandirectstudentcontact.We continueto experience needfor counselingaculty, particularlyin the areaof generakounselingaswell assupportstaff asour programsexpand.
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7. Action Plan

Provide your action plan based on the analysis and reflections provided in the previous
sections. Note — resource requests should be connected to action plans.

Respond to the following:

e Describe data and assessment results for Program Student Learning Outcomes. Analyze
and reflect on assessment results for Program Student Learning Outcomes and other
measures of Program performance.

e Analyze and reflect on other evidence described in previous sections. Identify the next
steps, including any planned changes to curriculum or pedagogy.

o Identify questions that will serve as a focus of inquiry for next year.

Althoughthreeyearsold, the groupdecidedhatthe prioritieslistedin the ProgramReview
documenhaveremainedunchangedThe groupalsoreviewedour Division Prioritiesfrom
January2013.Dueto anincreasean workload,progressn theattainmenof theseitemshas
beenlimited.

Thisinformationis from our last CounselingProgramReview,AppendixA. CounselingAction
Plan

-Continueto updateCounselingvebsitewith updatedandcurrentinformation.
-Reviewandfacilitate Counselottraining - bothonlineandin-person

(i.e. Setup two trainingsfor the Fall/Spring2013-2014usingnewformat)
-Re-examineaheissueof studentrecords
-Expanduseof my.smccd.edto providecounselingnformation

(i.e. Usestudentaccounto provideinformationregardingcounselingcommunication)
-Continueto updateanddesignSLO’s
-Pilot a sectionof COUN 100usinganon-line/Hybridformat
-CounselingCurriculumreview
-Continuecollaboratiorwith collegeresearcloffice
-Examinethe useof SARSIn termsof expandingts capabilities/reviewunctions
-Increase&knowledgebaseandtrainingfor counselingsupportstaff
-Establisha SMART Classroonfor counselingcoursesASAP
-Strengthercampuscommunicatiorabouttherole andfunctionsof counselingaculty
-Reviewcampus/districstandard®n theuseof 1) DegreeWorks,2) TES,3) on-line SEP’s ,4)
durationof counselingappointments
-Identify office spacdor adjunctfaculty
-Continueto increaseandsupportProfessionaDevelopmenbpportunities
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8. Resource ldentification

A. Professional Development needs

Becauseurwork with studentsequireshedisseminatiorof informationthatis constantlychangingour departmenhasan
ongoingneedfor trainingfor all membersincludingnewandadjunctcounselorsfull time counselorssupportstaff andstudent
assistants.

Trainingareasshouldaddressssuesnvolving:

* Transfemrequirementsindupdates

» AA/AS degredanformationandcollegepolicies

* Careercounseling

« PsychologicaBervicesandDisability Resource&Centerinformation

« Useof technologyjncludingeSEP DegreeworksBanner,andothersoftware

Thedepartmenhascreatedseveratrainingmodulesthatareavailableto all counselor®n SharepointThis semestera new
committeehasbeenformedto reviewtrainingneedsppdatecurrentresourcesnddevelopadditionalresource$or counselors
andsupportstaff. Our CounselingDivision meetingshavealsobeenexpandedo includeopportunitiesfor adjunctfaculty to
receivecollegeandtransferupdateon a moreregularbasis.

In additionto trainingdevelopedy our departmentcounselorareencouragedo attendprofessionatonferenceandflex
activitiesrelatedto the needsanddutiesof thefaculty andstaff.

B. Office of Planning, Research & Institutional Effectiveness requests

Actions:
e List data requests for the Office of Planning, Research & Institutional Effectiveness.

e Explain how the requests will serve the Student/Program/Division/College needs.

SLO/PRIEPROJECTRequests:

Lifelong RubricExcel TemplateDevelopmen{March) CurriculumSLO: Therubric exceltemplatewill help COUN courseghatchooseo usetherubricin
measuringSLO for Spring2013

SEPPSLOREVISE (March/April) PSLObeingrevised. PRIEis assistingn thereviseof this PSLO. Also PRIEis advisingon theassessmersurvey.

ORI EvaluationDatalnterpretation(April/May) PSLO2011/12: We arereviewingthe datafrom the ORI Evaluationfor PSLOORI. This SLO, data,and
resultswill bereportedn TracDatfor 2011/12cycle

Spring2013Courseevaluation(May) Oncedatahasbeenenterednto the excelspreadsheeBRIEwill helpinterpretfor results

Spring2013Courseevaluation(MAY-AUGUST) For otherCOUN courseghatmeasureSLO not usingtherubric mayneedPRIE’sassistancén interpreting
thedata/results

Since2010,only onerequesimadeto the Office of Planning,Research& InstitutionalEffectivenesg§PRIE)for the StudentSucces$®rogram. We wantedto
createa cohortof studentgo follow up with in regardgo a grantproposakalledFRESHStart,anenhancegrogramof the StudentSucces$rogram. This
proposalasaimedto compareour currentpracticeswith the StudentSucces$rogramwith anewly, enhancedersionof the StudentSucces$rogram.
Therole of the Office of PRIEwasto extracta samplesetof dismissalktudentdo createa cohortfor the FRESHStartProgram. We createdilters usingthe
following criteria:

* Prior enrolimenttermduringlastacademigear
* Ages19-22,inclusive
« Attemptedat least12 unitsbut no morethan40 units

As aresult,50 studentsvereidentifiedasmeetingthosecriteria. Currently,the FRESHStartProgramhasbeenplacedon hold dueto limited staffingand
resourceso providethe necessargervicesor thesestudents.

C. Faculty and Staff hiring, Instructional Equipment and Facilities Requests
Complete the following table:
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Annual Program Planning Resource Needs

Program GeneralCounseling Date 04/01/2013

What are the needs?

How does this request align
with your assessment of
student outcomes?

How does this request
align with your action
plan?

What is the estimated cost
for facilities and
equipment?

Personnel

1. Two FT Counselors
2.0neFT Counselor

SFT SupportStaff Position

2-FT Counselorsvould allow dept.to provide
comprehensiveervicesandbelessdependanon
adjuncts.

1-FT Counselotto work with adjunctsin Learning
Communitieq(integrationcommunicationcloser
linkages)

Departments highly dependanon student
assistantandPT staff. The needof permanenET
staff would enableusto servestudentsnore
effectively.

Thisis alsoincludedin our
actionplanandalsoour 2010
programreviewdocument.

Step5 w/Masters- $70,896
percounselor

Step5 - FT OAll - $50,532

Equipment

1. Additional Laptopsfor
GeneralCounseling
2

3 PrintersandSupplies

4,

Currently,only haveone. As we
expandour classandworkshop
offerings,additionallaptopswill
beneeded.

As we rely moreheavilyon
electronicresourcesprinting
equipmentandsupplieswill be
neededor our department.

To sustaireffectiveservices,
equipmentandtechnologyis
anessentiatomponenfor an
innovativeapproacho
servingstudents.

Laptops(3) - $3,600.

Printers/Supplies $5,000

Facilities

1. SMART Roomfor
Counseling
2.

3. Office Spacefor adjunct
4 faculty

Theneedfor aSMART roomto
createaneffectivelearning

environmenfor studentsn our
classesandworkshopss great.

Office spacds neededor adjunct
faculty working with general
students.

A SMART classroormand
additionalspacas outlinedin
our actionplan.

N/A
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APPENDIX A

VISION, MISSION, VALUES AND GOALS OF SKYLINE COLLEGE
Please check current catalog for most recent goal statements.

Vision Statement
Skyline College inspires a global and diverse community of learners to achieve intellectual, cultural,
social, economic and personal fulfillment.

Mission Statement
To empower and transform a global community of learners.

Values Statement

Education is the foundation of our civilized democratic society.

Thus:

Campus Climate: We value a campus-wide climate that reflects a ‘students first philosophy' with
mutual respect between all constituencies and appreciation for diversity. Both instruction and student
services are dedicated to providing every student with an avenue to success.

Open Access: We are committed to the availability of quality educational programs and services for
every member of our community regardless of level of preparation, socio-economic status, cultural,
religious or ethnic background, or disability. We are committed to providing students with open access
to programs and responsive student services that enable them to advance steadily toward their goals.
Student Success: We value students’ success in achieving their goals, and strengthening their voices as
they transform their lives through their educational experience.

Academic Excellence: We value excellence in all aspects of our mission as a comprehensive
community college offering preparation for transfer to a baccalaureate institution, workforce and
economic development through career technical education programs and certificates, Associate of Arts
and Associate of Science degrees, basic skills development, and lifelong learning. We are committed to
academic rigor and quality with relevant, recent, and evolving curriculum and well-equipped programs
that include new and emerging areas of study. We are dedicated to an educational climate that values
creativity, innovation and freedom of intellectual exploration, discovery, thought, and exchange of ideas.
Community Connection: We value a deep engagement with the community we serve and our role as an
academic and cultural center for community including business, industry, labor, non-profits, government
and the arts. We are dedicated to maintaining a college culture and institutional climate that is warm and
welcoming to all.

Shared Governance: We value just, fair, inclusive, and well understood, transparent governance
processes based upon open and honest communication.

Sustainability: We value an institutional culture that represents a strong commitment to environmental
sustainability and justice. We are committed to the tenets of sustainability “To meet present needs
without compromising the ability of future generations to meet their needs.”
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APPENDIX B

Definition of Terms

WSCH:

FTE:

LOAD:

N GRADES:

RETENTION:

SUCCESS:

Weekly Student Contact Hours are based on the first census week of a Fall term. They do not
include second census week data, but they do include all positive attendance data for the term
(converted to WSCH) including classes which start after the first census

The full-time equivalent faculty count is determined by the set of rules provided to each college at
the time the data is requested. Generally, the figures are the decimal fraction of the teaching hours
or units ascribed to the faculty member for teaching work done. Non-teaching time is specifically
excluded so that it does not affect the value of the data. Work done by non-certified-personnel is
not included.

Teaching Load is taken as the ratio of WSCH to FTE

The total number of grades awarded (A+B+C+D+F+CR+NCR+I+W)

The sum of all non-W grades divided by N grades times 100, expressed as %

A+B+C+CR grades divided by N grades times 100, expressed as %
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	Skyline College
	Annual Program Planning Self-Study
	Vision Statement
	Mission Statement
	Values Statement
	Thus:

	Definition of Terms


	Program Title: General Counseling
	Date Submitted: 04/08/2013
	Key Findings: After compiling this annual planning self-study, key findings include:
1) The need for continued training and enhanced communication
2) The need for staff and faculty remain a high priority to sustain support and services
3) With the increase in technology, equipment and software must be updated
4) The need for a SMART room(s) for COUN/CRER Courses
	1 Planning Group Participants include PT FT faculty staff students stakeholders: Carla Campillo, Lorraine DeMello, Jacquie Escobar, Melanie Espinueva - FT faculty; Kenny Gonzalez - PT Faculty; Melissa Komedina, Eric Larson, Joyce Lee, Jessica Lopez, Nate Nevado - FT faculty
	2 Contact Person include email and telephone: Nohel Corral - corraln@smccd.edu, 650-738-4124
	workers in the program: 1 FT Dean of Counseling, 1 FT Division Assistant, 6.8 FT General Counselors, 4.41 Part-time General Counselors, 2.13 Part-Time Classified Staff, 3 Student Workers
	FT Faculty: 6.8
	PTOL Faculty FTE: 3.14
	FT Classified: 1
	PT Classified FTE: 2.13
	Volunteers: 0
	Student Workers: 3
	4 ProgramService Area Student Learning Outcomes and Program Data: The counseling department at Skyline College has adopted a “Student First” Philosophy. Student concerns, needs, and services are continually being evaluated to provide students with the skills and abilities to become an educational success.  Our counselors provide students with the most current information regarding educational planning. By assisting in the process of self discovery, students make important long term decisions that impact, not only the student, but community, workplace and family. Counseling faculty and staff empower students by providing accurate, timely information dissemination, assisting the student with the technical skills to obtain information and providing client centered information to anyone seeking assistance at the college counseling office. 

Skyline College counselors are an important and integral part of the College faculty through participation in campus activities, participatory (shared) governance committees, innovative counseling styles and a constant review of current practices.  Areas of expertise include career, transfer, basic skills, access to information through technology, orientation, interpretation of test scores and transcript evaluation. This is a short list of the variety of services counseling provides. Through the integration of student services, technology, district alignment of procedures and staff development, the Skyline College counseling staff continues to be the tool which can transform lives. With direct access to these services, students achieve educational, career, and personal goals.  In additional, Counseling services empower students to become active learners in our global community.
	undefined: SUMMARY:
COUN PSLO’s for 2012/13:  In fall 2012, the counselors reviewed the data and results for the COUN PSLO (CRER 410) from 2009/10.  Recommendations were made to update the PSLO’s and assessment methods.  The Counseling SLO Committee has been reviewing and discussing updates to the current PSLO’s.  By the end of Spring 2013, the PSLO’s will be updated and new assessment methods implemented for spring.  The updates will be reflected in TracDat by the end of Spring 2013.

SLO assessment calendar:  Fall 2012, a 6-year cycle of assessment was requested and completed for COUN PSLO’s and COUN/CRER curriculum (attached).  Spring 2013, the 6-year cycle was amended to a 3-year cycle.  The amended assessment calendar reflects 2013/14, 2014/15, and 2015/16.  The COUN PSLO’s 3-year assessment calendar has been updated.  The COUN Curriculum 3-year cycle will be completed by the end of Spring 2013.

Counseling SLO Committee:  Melissa Komadina, Jacquie Escobar, Lorraine DeMello, Suzanne Poma, and Rafael Valle serve as SLO representatives.  They met in Spring 2013 to review current PSLO’s.  Melissa has coordinated COUN 100 SLO efforts.  Virginia Padron has led CRER 136 SLO; Eric Larson for CRER 137.

IMPROVEMENTS:
Coordination and Management of COUN PSLO’s and COUN curriculum is extensive and time consuming.  It is recommended that the lead counselor who represents the division on SLOAC not be the one expected to coordinate and manage SLO process for the division.  It is recommended for the Dean to lead in managing the SLO process for the division with the help of faculty in the respective areas (curriculum and programs).  Faculty who assess SLO’s should have assigned coordination time identified per semester.
	undefined_2: Based on PRIE Report data for 2011-12 as well as data regarding Counseling appointments and Orientations from SARS, the Counseling Department is fulfilling its mission and serving Skyline College students well.

A total of 17,157 students were seen by regular appointment for the period of 7/1/2012 - 4/3/2013. In addition, 1,402 students were served through the Electronic Counseling Service (ECS) for the same period.  422 students participated in In-Person Orientation and 2,091 students completed the Skyline College Online Orientation in the last nine months.

Two categories of courses are taught within the division, with the designators of CRER and COUN.  For the summer 2011 session one section of CRER 100 was offered along with two sections of CRER 410.  One section of COUN 100 was offered along with one section each of COUN 105, 106 and 107.  For the fall 2011 semester one section of CRER 100 was offered, one section of CRER 136, two sections of CRER 137, seven sections of various CRER 650 and two sections of CRER 665.  Eight sections of COUN 100 were offered along with one section each of COUN 105, 106 and 107.  For the spring 2012 semester one section of CRER 136 was offered, two sections of CRER 137, one section of CERE 410, seven sections of various CRER 650 and one section of CRER 665.  Seven sections of COUN 100 were offered along with one section each of COUN 105, 106, 107 and 108.  

With regard to productivity for the 2011-12 period, Census Headcount was 1502, End of Term Headcount was 1354.  FTEF was 7.60. FTES was 103.39.  WSCH was 3102. Load was 408.  Number of sections was 63 and Max Enroll was 1947.

With regard to Student Characteristics for the 2011-12 period, 47% of students served were female, a 12% increase from 10/11.  52% of students served were male, a 3% decrease from 10/11.  Counselors served a diverse population of students, representative of Skyline College’s diverse ethnicity in general.  Significant changes include a 14% drop in African American students, a 6% drop in Asian students, an 8% drop in Hispanic students, a 32% increase in White students and a 21% increase in students of Unknown Ethnicity, all compared to 10/11.  Significant changes in unique headcount by age occurred across the board, indicating a shifting demographic.  Compared to the 10/11 year there was an 8% increase in students under 18, a 9% decrease in students aged 18-22, a 35% increase in students aged 23-28, a 75% increase in students aged 29-39, a 14% increase in students aged 40-49, an 83% increase in students aged 50-59 and a 60% increase in students aged 60 or older.

With regard to Counseling Department Success and Retention, for the 2011-12 period the success rate was 75%, 5% above the success rate goal of 70%.  The retention rate was 91%, 7% above the retention rate goal of 84%.
	employment needs new technology new transfer requirements etc: 1) Transfer information from UC, CSU and local private universities - Because the information is constantly changing, ongoing training for counselors is needed in order to ensure proper application of new policies and articulation agreements.
2) SB 1440 – AA-T/AS-T - Because this is a new policy, we are not sure how students will be impacted by it after transfer and how the CSU’s will implement the use of AA-T/AS-T in future admission cycles. We can only relay the intention of the policies to the students. Ongoing training is needed for counselors. 
3) Student Success Initiative - This initiative affects how the College prioritizes resources and registration for students. Counselors will need to provide additional information and support for students that will be impacted by the changes. Ongoing training is needed for counselors.
4) District adoption of software, including Degreeworks, online orientation - As online resources are still being developed, counselors must use both online and offline tools to assist students with student educational plans. Counselors need to spend additional time checking accuracy of information received online.  One advantage of Degreeworks is that past SEP’s are viewable by counselors and students.  The adoption of online orientation affects how we will proceed with in-person orientations.
5) Changes in regulations regarding availability of financial aid, unemployment benefits and veterans benefits - There has been an increase in demand for counseling services as a result of changes in benefits. This creates a challenge for counselors to find resources for the most current information for students within a 30 minute counseling appointment.
6) Employment trends and local economy - Changes in the economy has led to an increase in the number of returning students and students seeking retraining. Local economy has increased partnerships with organizations outside of Skyline. Counselors need to stay abreast of services available to students that address economic and personal needs.
7) Changes in policies and degree requirements at Skyline College - Ongoing communication with other departments is needed to ensure that accurate information is shared with students.
8) Counseling Website - The website is a good start for students seeking general information. It provides an avenue for students to self-guide in making appointments with counselors. Counseling staff need to regularly review content on website for accuracy. 
 
SUMMARY:
General counseling is very complex, requiring an understanding of many factors. These factors can range from internal Skyline College policies and programs to external policies from transfer institutions and local, state and federal legislation. Due to constant changes in programs and policies, general counseling has seen an increase in the demand for counseling services.  With general counseling being the first point of contact for most students with the College, it is imperative that all counselors are updated on the most current information and trained in the application of new policies. This requires more time out of counselor schedules for training and increased staffing to provide sufficient services for students.  Counseling is committed to addressing the needs of students through the provision of accurate and updated information and resources.
	undefined_3: COUN Courses:  In Spring 2013, all CRER/COUN current courses are required to measure at least one SLO.  The updates will be reflected in TracDat by the end of Spring 2013.

Please see attached document entitled SLO-PRIE Data for mapped SLO and TracDat information.
	undefined_4: Please see attachment document entitled COUN CURR040813 for complete list of courses and 2-year curriculum cycle of course offerings.
	based on previous Annual Program Plan andor CTE Professional Accreditation report: CURRICULUM:
Course offerings were added to meet the changing needs of our student populations as well as keeping up with changes related to degree attainment, admissions and transfer to universities. (See Question 5 – Curricular Offerings)

FACILITIES:
In our last Program Review, we strongly suggested the need for a SMART room designated for Counseling use that allows the department to not only offer classes that are integral to our programs but that can be used to conduct seminars, group presentations and orientations, as well as provide training for staff and faculty.  Although we do have a room with a media cart in it, it is not conducive for learning. Poor lighting and the configuration of the room limit the effectiveness of classroom presentations. We continue to request attention to this need.

As of Fall 2011, the opening of the Multicultural Center has provided some office space for counselors involved in learning communities. However, we continue to have a need for sufficient office space for adjunct counselors for general counseling.

EQUIPMENT:
Four laptops were purchased for the Counseling Department to support services and events related to Orientation, Transfer, Career Center, and electronic counseling. However, only one laptop is reserved specifically for General Counseling.  As we continue to expand our Counseling curriculum as well as the number of presentations, workshops and group meetings, additional laptops will be needed.  Greater reliance on electronic forms and Student Educational Plans (SEP) require additional maintenance and supplies for counseling offices.
  
We had recommended securing additional funds to produce admissions, registration and counseling materials in other languages and to make them more accessible for students with disabilities. Counseling materials have yet to be translated.

STAFFING:
We had recommended the hiring of two counselors as well as support staff in our Program Review. Since then, we have added adjunct faculty to assist with Early Alert and Student Success Programs and a student assistant for Early Alert. We have replaced a full-time counselor for TRIO and have hired a full-time counselor for the Transfer Center. Half of the Transfer Counselor’s hours have been assigned for coordination of the Transfer Center.  We also added two adjunct faculty positions to assist in the Career Center.  Although a Program Services Coordinator for the Career Center has been approved, a full-time career counselor is recommended to meet the high demands of students addressing career needs.
Although on the surface it would appear that we have additional counselors, the net gain of general counseling hours as a result of the hires is small as counselors are assigned to duties other than direct student contact. We continue to experience a need for counseling faculty, particularly in the area of general counseling, as well as support staff as our programs expand.
	undefined_5: Although three years old, the group decided that the priorities listed in the Program Review document have remained unchanged. The group also reviewed our Division Priorities from January, 2013. Due to an increase in workload, progress in the attainment of these items has been limited.

This information is from our last Counseling Program Review, Appendix A. Counseling Action Plan

-Continue to update Counseling website with updated and current information. 
-Review and facilitate Counselor training - both online and in-person 
     (i.e. Set up two trainings for the Fall/Spring 2013-2014 using new format)
-Re-examine the issue of student records
-Expand use of my.smccd.edu to provide counseling information    
     (i.e. Use student account to provide information regarding counseling communication)
-Continue to update and design SLO’s
-Pilot a section of COUN 100 using an on-line/Hybrid format
-Counseling Curriculum review
-Continue collaboration with college research office
-Examine the use of SARS in terms of expanding its capabilities/review functions
-Increase knowledge base and training for counseling support staff
-Establish a SMART Classroom for counseling courses ASAP
-Strengthen campus communication about the role and functions of counseling faculty
-Review campus/district standards on the use of 1) Degree Works, 2) TES, 3) on-line SEP’s, 4) duration of counseling appointments
-Identify office space for adjunct faculty
-Continue to increase and support Professional Development opportunities
	A Professional Development needs: Because our work with students requires the dissemination of information that is constantly changing, our department has an ongoing need for training for all members, including new and adjunct counselors, full time counselors, support staff and student assistants. 

Training areas should address issues involving:
• Transfer requirements and updates
• AA/AS degree information and college policies
• Career counseling 
• Psychological Services and Disability Resource Center information
• Use of technology, including eSEP, Degreeworks, Banner, and other software

The department has created several training modules that are available to all counselors on Sharepoint. This semester, a new committee has been formed to review training needs, update current resources and develop additional resources for counselors and support staff. Our Counseling Division meetings have also been expanded to include opportunities for adjunct faculty to receive college and transfer updates on a more regular basis.

In addition to training developed by our department, counselors are encouraged to attend professional conferences and flex activities related to the needs and duties of the faculty and staff. 

	undefined_6: SLO/PRIE PROJECT Requests:

Lifelong Rubric Excel Template Development (March) Curriculum SLO:  The rubric excel template will help COUN courses that choose to use the rubric in measuring SLO for Spring 2013

SEP PSLO REVISE (March/April) PSLO being revised.  PRIE is assisting in the revise of this PSLO.  Also PRIE is advising on the assessment survey.

ORI Evaluation Data Interpretation (April/May) PSLO 2011/12:  We are reviewing the data from the ORI Evaluations for PSLO ORI.  This SLO, data, and results will be reported in TracDat for 2011/12 cycle

Spring 2013 Course evaluation (May) Once data has been entered into the excel spreadsheet, PRIE will help interpret for results

Spring 2013 Course evaluation (MAY-AUGUST) For other COUN courses that measure SLO not using the rubric may need PRIE’s assistance in interpreting the data/results

Since 2010, only one request made to the Office of Planning, Research, & Institutional Effectiveness (PRIE) for the Student Success Program.  We wanted to create a cohort of students to follow up with in regards to a grant proposal called FRESH Start, an enhanced program of the Student Success Program.  This proposal was aimed to compare our current practices with the Student Success Program with a newly, enhanced version of the Student Success Program.
The role of the Office of PRIE was to extract a sample set of dismissal students to create a cohort for the FRESH Start Program.  We created filters using the following criteria:

• Prior enrollment term during last academic year
• Ages 19-22, inclusive
• Attempted at least 12 units but no more than 40 units

As a result, 50 students were identified as meeting those criteria.  Currently, the FRESH Start Program has been placed on hold due to limited staffing and resources to provide the necessary services for these students.
	Program: General Counseling
	Date: 04/01/2013
	How does this request align with your assessment of student outcomes1 2 3: 2-FT Counselors would allow dept. to provide comprehensive services and be less dependant on adjuncts.

1-FT Counselor to work with adjuncts in Learning Communities (integration, communication, closer linkages)

Department is highly dependant on student assistants and PT staff. The need of permanent FT staff would enable us to serve students more effectively.
	How does this request align with your action plan1 2 3: This is also included in our action plan and also our 2010 program review document.
	What is the estimated cost for facilities and equipment1 2 3: Step 5 w/Masters - $70,896 per counselor


Step 5 - FT OAII - $50,532 
	1 2 3 4: 
Additional Laptops for General Counseling

Printers and Supplies


	undefined_7: Currently, only have one.  As we expand our class and workshop offerings, additional laptops will be needed.

As we rely more heavily on electronic resources, printing equipment and supplies will be needed for our department.
	1 2 3 4_2: 
SMART Room for Counseling


Office Space for adjunct faculty
	undefined_8: The need for a SMART room to create an effective learning environment for students in our classes and workshops is great.

Office space is needed for adjunct faculty working with general students.
	Text1: 
Two FT Counselors

One FT Counselor

FT Support Staff Position
	Text2: To sustain effective services, equipment and technology is an essential component for an innovative approach to serving students. 
	Text3: Laptops (3) - $3,600.



Printers/Supplies - $5,000

	Text4: A SMART classroom and additional space is outlined in our action plan.
	Text5: N/A


