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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       Date Submitted  

 

 

Key Findings:  

 

 

 

 

 

 

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

     

    List of names and positions:  

 

 

 

 

2. Contact Person (include e-mail and telephone):  

 

3. Program Information   

  

 A. Program Personnel 
      Identify the number of personnel (administrators, faculty, classified, volunteers, and student  

  workers) in the program:  

  

 

 

 

 

      

 

 FT Faculty:                                                  PT/OL Faculty (FTE):  
 

FT Classified:                                               PT Classified (FTE):  

 

Volunteers:                            Student Workers:  
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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 is recommended.) 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

    A. Summarize recent course (for instruction, including student service courses) or program (for 

student services and every three years, CTE programs) 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 last two years (prior to submission deadline of April 

1
st
). (200 word limit is recommended.) Tool:  https://sanmateo.tracdat.com/tracdat/  
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B.   Analyze evidence of Program performance. Review and analyze productivity, student 

characteristics and outcomes. (200 word limit is recommended.) 

Tool: http://www.skylinecollege.edu/prie/programdata.php 

C. Explain how other information may impact Program (examples are business and 

employment needs, new technology, new transfer requirements etc.)  
(200 word limit is recommended.) 
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5. Curricular Offerings  

  

A.  Program Curriculum and Courses. If your program does not offer curriculum, please state 

“N/A”.  Tools: CurricUNET http://www.curricunet.com/smcccd; https://sanmateo.tracdat.com/tracdat/ 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Respond to the following:  

 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.  

 Note that you’ve added new courses to the department’s three-year calendar of assessment and requested that 

they be added to TracDat.   

 Note that you’ve done the following for new courses on TracDat:  

o Uploaded SLOs? 

o Mapped course-level SLOs to PSLOs (including relevant interdisciplinary degrees) and ISLOs? 

o Uploaded assessment method(s) (need not be specific)?  
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B. Identify Patterns of Curriculum Offerings 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Respond to the following:  

 Identify the planning group’s two-year curriculum cycle of course offerings by certificates 

and degrees.  

 Describe the ideal curriculum cycle. 

 Discuss any issues.  
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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:  

 Describe data and assessment results for SLO assessment on the course level (for instruction, 

including student service courses) or program level (for student services or every three years, career 

technical education programs). Analyze and reflect on SLO assessment results and other measures of 

Program performance.  

 Analyze and reflect on other evidence described in previous sections. Identify the next steps, 

including any planned changes to curriculum and pedagogy.  

 Identify questions that will serve as a focus of inquiry for next year.   
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8.  Resource Identification  

 

A. Professional Development needs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

B. Office of Planning, Research & Institutional Effectiveness requests 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

C. Faculty and Staff hiring, Instructional Equipment and Facilities Requests  

Complete the following table:

Actions:  

 List data requests for the Office of Planning, Research & Institutional Effectiveness.  

 Explain how the requests will serve the Student/Program/Division/College needs.   
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Annual Program Planning Resource Needs 

Program _______________ Date__________ 

 Needs 

How does this request align 

with your assessment of 

student outcomes 

How does this request 

align with your action plan 

Estimated cost for 

facilities and equipment 

Personnel  

1.  

2.   

3.   

 

 

 

 

  

Equipment 

 

 

1.   

2.   

3.   

4.   

 

 

 

 

 

  

Facilities  

1.   

2.   

3.   

4.   
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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: 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 

 

FTE: 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. 

 

LOAD: Teaching Load is taken as the ratio of WSCH to FTE 

 

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

 

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

 

SUCCESS: A+B+C+CR grades divided by N grades times 100, expressed as % 

 

 


	Program Title: General Counseling
	Date Submitted: 5/1/14
	Key Findings: After compiling this annual planning self-study, key findings include:
1) Need for continued training and enhanced communication across division
2) Need for faculty and staff remain high priority to sustain support services
3) Continued work on increasing our technology and software
4) Need for SMART room(s) for COUNS/CRER Courses
5)
	1 Planning Group Participants include PT FT faculty staff students stakeholders: Lorraine DeMello, Jacquie Escobar, Melanie Espinueva, Melissa Komadina, Jessica Lopez, Nate Nevado- FT; Kent Gomez- PT
	2 Contact Person include email and telephone: Angelica Garcia, garciaa@smccd.edu, 650-738-4124
	workers in the program: 1 FT Dean of Counseling, Advising, & Matriculation; 1 FT Division Assistant, 6.8 FT General Counselors, 4.41 part-time General Counselors, 2 Part-Time Classified Staff, 3 Student Workers
	FT Faculty: 6.8
	PTOL Faculty FTE: 3.14
	FT Classified: 1
	PT Classified FTE: 2.0
	Volunteers: 0
	Student Workers: 3
	Date: 4/15/14
	Personnel: 
	Equipment: 
	Facilities: 
	ProgMissionandGoals: The Counseling division at Skyline College operates with a "Student First" philosophy in all of its courses, services, and programs.  Student concerns and needs are consistently evaluated to provide students with the tools to achieve educational success.  Our counselors provide students with current information related to their Student Education Plan. Students receive assistance in their process of self-discovery and decision-making, by receiving timely and accurate information pertinent to their educational and personal success.  The counseling department, primarily located in the One-Stop, provides information and client centered information to anyone seeking assistance at the One-Stop. 

Skyline College counselors are an important and integral part of the College faculty through their role as instructors, involvement in shared (participatory) governance committees, innovative counseling practices, and actively engaged in the cycle of assessment.  Areas of expertise include but are not limited to: career, transfer, basic skills, orientation, interpretation of test scores, transcript evaluation, e-counseling, and culturally relevant counseling.  Additionally, counselors engage in curriculum development for our division and for the many learning communities, in which they work with affinity group student populations.  Through the integration of student services, technology, and district policies, the counseling division takes pride in partnering with students as they seek to transform their lives. With direct access to these services, students achieve educational, career, and personal goals, while also having the opportunity to be empowered to become active learners in our global community. 
	Program: COUNS PSLOs for 12/13:  In SP 2012 and FA 2013, a small committee of counselors met regularly to review and revise the language for our SLO that focuses on Educational Planning.  This included selecting a random sample of students to review the "planned vs. taken" academic history over two semesters, to determine whether or not a student takes the courses as outlined in their SEP (as planned in the counseling appointment with a counselor). The data show that 70% of students did indeed follow the requirements as outlined in the SEP and the criteria was met. Additionally, the counselors decided to review the SLOs pertaining to Orientation and Technological Awareness. With the revision of our online Orientation to become a district-wide program, counselors from across the division have provided expertise for the content, delivery, and assessment of our new online orientation suite that is planned to go live in Fall 2014.  Further exploration on the SLOs for these two areas are underway for SP 2014 and 2014-2015 academic year. 

SLO assessment calendar: Fall 2012, a 6-year cycle of assessment was requested and completed for COUNS PSLOs and COUNS/CRER curriculum.  Spring 2013, the 6-year cycle was amended to a 3-year cycle. 

Counseling SLO Committee:  Melissa Komadina, Jacquie Escobar, Lorraine DeMello, Suzanne Poma, and Kent Gomez serve as SLO representatives for general, transfer, and career counseling. 

Improvements:  Coordination and management of the COUNS PSLOs and COUNS curriculum is extensive and time consuming.  Upon the recommendation of the committee, the Dean now serves as the lead for the SLOs for the Counseling Division, with faculty who assess SLOs receiving assigned coordination time.  
	ProgramPerformance: PRIE Report data for 2012-2013 and the SARS counseling data system show that the Counseling Division is fulfilling its mission and serving Skyline College students well. 

A total of 25,142 student contacts were seen by appointment with a counselor between 7/1/2012 - 6/30/13.  Of those contacts, 6,988= SEP, 1,720= transfer, 826= new students, 520=academic probation, 433 in person orientations, and 1,989= online orientation. 

Two categories of courses are taught within the division: COUNS and CRER for a total of 68 sections. 

With regard to productivity for the 2012-2013 period, Census Headcount=1493, End of Term Headcount= 1382. FTEF=7.47; FTES=96.63; WSCH=2899; Load= 388. Number of sections= 68 and Max Enroll= 2045. 

Student Characteristics for the 2012-2013 period for students served includes: 50% female (up 3% from 11/12), 48% male (down 4% from 11/12), and 2% Unreported (up 1% from 11/12). Counselors provided services to a diverse population of students that is representative of Skyline College's overall student population. There were slight changes in Hispanics students served at 29% (27% in 11/12) and White students served at 13% (16% in 11/12).  Additionally, there were slight changes in the age demographics of 18-22 years old students served at 69% (67% in 11/12) and 23-28 year old students served at 10% (13% in 11/12). 

Counseling Department Success and Retention rates for the 2012-2013 period were 77% (exceeded 70% goal) and 90% (exceeded 84% goal) respectively.


	ProgramPerformance_other: 1) Transfer information from UC, CSU, and local private universities is constantly changing requiring ongoing training for counselors to ensure proper application of new policies and articulation agreements.  In this year each division meeting had time set aside for articulation updates and each all faculty meeting had one hour dedicated to training. 
2)SB 1440: AA-T/AS-T:  As a new policy we are still seeing the impact on student transfer to CSU's from this legislation.  The articulation officer provides updates at division meetings for ongoing training for counselors. 
3) SB 1456/SSSP:  SSSP calls for prioritizing steps for student success in the matriculation process, including MIS, Assessment, Orientation, SEPs, and follow up services. Ongoing training is needed to ensure counselors are informed to support the students' and division's needs during this legislation implementation.
4) Technolgoy - DegreeWorks district software that loads SEPs electronically requires ongoing training for counselors. There has been a back log of 8 weeks for students to receive updated transcripts using the district's Transcript Evaluation Service (TES), making it challenging for counselors to appropriately advise students on transfer and goal completion; District online Orientation module (Comevo) should go live fall 2014 and will impact how we do Skyline online Orientation and in-person orientation depending on student choice for follow-up orientation. 
5) Changes in regulations regarding availability of financial aid, unemployment benefits and veterans benefits - The increased demand for counseling sessions creates a challenge for counselors to find resources/current information for students within a 30 minute counseling appointment. 
6)Changes in polices and degree requirements at Skyline College- Ongoing communication with other departments is needed to ensure that accurate information is shared with students. 
7) General counseling provides services to all students regardless of goal, changes in programs and polices, and necessitates that counselors are aware of the changes that impact student success. 
	Program Curric: COUN Courses: In Spring 2014, all CRER/COUN current courses are required to measure at least one SLO. The updates will be reflected in TracDat by Summer 2014. 

Please see attached document entitled SLO-PRIE Data for mapped SLO and TracDat information. 
	Identify Patterns: Please see attachment document entitled COUNS CURR 050114 for complete list of courses and 2-year curriculum cycle of course offerings. 
	Response to APP: Curriculum:  Course offerings were added to meet the changing needs of our student population, as well as keeping up with changes related to degree attainment, admissions and transfer to universities. The increase in Learning Communities (Social Justice League and Paralegal Studies), as well as collaboration across the divisions requires that COUNS and CRER classes are made available to support these teaching collaborations. 

Facilities: In our last Program Review and annual plan, we strongly requested the need for a SMART classroom designated for COUNS courses that will allow for more interactive instruction and a space to conduct seminars and orientations. 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 in general counseling.  This is further compounded with the benefit of adding one full-time tenure track general  counselor effective fall 2014. 

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, presentations, workshops, and group meeting, additional laptops will be needed to meet the growing needs of our students and to maintain electronic records and SEPs as outlined in the Student Success and Support Programs (SSSP) initiative. 

Staffing: In our last Program Review, we recommended hiring two counselors to meet the needs of our students. In spring 2014 we were given one full-time, tenure track General Counselor to hire.  This new faculty member will start beginning fall 2014.  We have added adjunct faculty to assist with the Early Alert Program and Student Success Program, as well as to assist with the growing CAAs and Learning Communities. We will continue to keep half of the Transfer Counselor hours assigned for coordination.  In spring 2014, search committees are working to hire the 1 new full-time, tenure track General Counselor, 1 replacement for General Counseling, and 1 replacement for Career Services Center.  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.  We have the following classified staff that are currently funded through Measure G: Counseling front desk (2) OA II part-time; EOPS OA II 60%; DRC IA II; Transfer Career Resources Aide II. 


	ActionPlan: Our action plan continues to build from our last Program Review, which includes the following Counseling Action Plan:
-Continue to update Counseling website, especially to keep current with the new Student Success & Support Program initiative.
-Assist in developing Student Success & Support Program plan due October 2014. 
-Review and facilitate Counselor Training- both online and in-person:  The Counseling Faculty Training group provided two training session in the fall, one during flex day in January 2014, conducted a one hour training each month during a division meeting in spring 2014, and is offering a hybrid training for adjunct faculty in May 2014. 
-Re-examine the issue of student records
-Expand use of my.smccd.edu to provide counseling information- Sent GWAMAIL to inform students of the need to have SEPs on file for priority registration spring 2014.
-Continue to update and design SLO's
-Completed (2) pilot sections of COUNS 100 in the fall 2013 using an online format and will offer two sections again in fall 2014. 
-Counseling Curriculum review is set for review fall 2014. 
-Continue collaboration with college research office
-Examine the use of SARS in terms of expanding its capabilities/review functions, especially to align MIS for SSSP funding. (i.e. SARS data --> Banner --> SSP funding)
-Develop ongoing training program for counseling support staff and graduate interns
-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) electronic SEPs, 4) duration of counseling appointments
-Identify office space for adjunct faculty
-Continue to increase and support Professional Development opportunities

	Professional Development Needs: Our department has an ongoing need for training for all members (full-time faculty, adjunct faculty, classified support staff, and student assistants) because of the changing nature of the information that must be disseminated to students. 

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, Degree Works, Banner, SARS, and other software
-Student Success & Support Program 
-Working with multicultural students and communities
-Collaborative efforts to build pathways for students
-Curriculum development 
-Matriculation

	PRIE Requests: ORI Evaluation Data Interpretation: We are reviewing the data from the ORI evaluations for PSLO ORI 13/14. This SLO, data, and results will be reported in TracDat for 13/14 cycle. 

Spring 2014 Course evaluation (June). Once data has been entered into the excel spreadsheet, PRIE will help interpret results. These data will inform counseling faculty on curriculum development. 

Summer 2014 SSSP Data (June-July). Will need assistance from PRIE for data needs related to SSSP plan due October 17, 2014. This plan must be completed to receive funds for matriculation related services, thereby impacting the faculty/staff to deliver the services. 











	PN1: One FT General Counselor
	PN2: One FT Counselor- LC
	PN3: FT Support Staff Position
	EN1: Additional laptops for gen coun
	EN2: Printers & supplies
	EN3: 
	EN4: 
	FN1: SMART classroom for COUNS
	FN2: Office space for adjuncts
	FN3: 
	FN4: 
	P_How does this request align with your assessment of student outcomes1 2 3: 1 FT General Counselor will allow dept to provide comprehensive services with less dependence on adjuncts. 
1 FT Counselor to work with adjuncts in learning communities 
Permanent FT staff would allow less dependence on student assts. and full coverage of front desk one stop
	P_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. 
	P_Estimated cost for facilities and equipment1 2 3: Step 5 w/Masters- $70,896 per counselor

Step 5 FT OAII- $50,532
	E_How does this request align with your assessment of student outcomes1 2 3: Have 3 laptops that get used by over 30 fac/staff. As we expand our class/ workshops/orientations, additional laptops will be needed. 

Heavy reliance on electronic resources requires having upgraded printing equipment and supplies for our department to meet needs of students in One Stop. 
	E_How does this request align with your action plan1 2 3: To sustain effective services, equipment and technology is an essential component for an innovative approach to serving students. 
	E_Estimated cost for facilities and equipment1 2 3: Laptops (3)- $3,600

Printers/supplies - $5,000
	F_How does this request align with your assessment of student outcomes1 2 3: A SMART room would ensure faculty have the capacity to create an effective learning environment for students in courses, orientations, and workshops. 

Office space is needed to house our new full-time, tenure-track faculty, which will take away one office space from our current adjuncts, which was already short on space. 
	F_How does this request align with your action plan1 2 3: A SMART room and additional space is outlined in our action plan
	F_Estimated cost for facilities and equipment1 2 3: n/a


