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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: The Career Services Center
	Date Submitted: 4/30/2014
	Key Findings: The Career Services Center appreciates that our request for hiring a full time Program Services Coordinator for 2014-2015 was approved. The Career Services Center will focus on developing a thriving employment and Internship component as an integral part of its services.


	1 Planning Group Participants include PT FT faculty staff students stakeholders: Full time Faculty: Virginia M. Padron
Adjunct Faculty: Lavinia Zanassi, Alex Jones, Lorraine Demello
Program Services Coordinator: Lezra Cenportillo, Brian Jenney ( Temp)
	2 Contact Person include email and telephone: padron@smccd.edu x4314
	workers in the program: Full time Faculty: Padron
Adjunct Faculty: Zannassi, Jones, Demello 
Classified: Lezra Chen Portillo, Brian Jenney
	FT Faculty: 1.0
	PTOL Faculty FTE: .73
	FT Classified: 2.0
	PT Classified FTE: 
	Volunteers: 
	Student Workers: 4.0
	Date:  2013-2014
	Personnel: 
	Equipment: 
	Facilities: 
	ProgMissionandGoals: 
The Centers main area of concentration has been to assist students in identifying their career goals, research available career pathways, and provide guidance and information regarding specific academic preparation needed to fulfill their individual career plans. Individual or group career counseling offerings encompass the major emphasis of the delivery of services in addition to an array of activities that foster career exploration and exposure to the workforce. Career events are sponsored thought the year and include: Career Networking Night, Job Fair, Internship Volunteer Community Fair, and Job Search workshops. The Center functions as a clearing house of information for the institution at large as well as the community providing online resources for career exploration, job search, assessments, research , labor market trends, computerized career information systems, full time and part time job listings provided via skyline jobs and hard copy job announcements. 

Alignment with Specific College Goals:

• Develop the scope, quality, accessibility and accountability of instructional and student service offerings, programs, and services to become a model for career, employment and internship development.

• Integration with college wide services and programs into a one stop career,  employment, internships, veterans, and financial educational services that connects with and fosters smooth transition of referrals from the various social service agencies to Skyline college. 

	Program: The Career Services Center SlOs, success criterion, methodology and related documents have been uploaded into the TracDat.
CSC workshop surveys and needs survey suggested increased awareness of Career research tools, and needs for multiple CSC services. Point of Service Career Survey was overwhelmingly positive 
while meeting SLO criteria. 
Career Conversation Series workshops were well attended and received positive feedback from workshop participants. Students found the event assisted in connecting them to specific career fields, practical tools to enhance their job search, and methods to reduce the stress related to not having a declared major. 
The Career Networking Night, Job Fairs and Intern, Volunteer  and Community Fair had very favorable feedback provided by participants. Most of the employers which were surveyed at the Job Fair would attend future job fairs, were satisfied with accommodations,efficient registration process and stated that the staff was very friendly. We did score slightly lower on the Likard scale in perspectives dealing with the actual candidates meeting the specific employers needs. The employer feedback seemed to suggest more focused preparation of candidates in the area of soft skills. The Career Pathways: African American Perspective was a very successful event where students had an opportunity to listen first hand to African American professionals regarding their career journey and how they overcame many obstacles.  A student evaluation survey of the Career Networking event indicated that overall the time spent attending the Career Networking was well spent, the information received during the panel presentation was beneficial and that the majority of the students indicated the event was an opportunity to gain more insight into their field of interest.


	ProgramPerformance: The following outcomes based on our data collection reflect the following:
Academic Years 13-14 for Skyline College's Career Services Center (August 19th, 2013 - April 30,2014)
 Career Services / Students Served
-Career Counseling 794
-Career Assessments  1,214
-Career Workshops 1,628
-Events 1050
Walk-ins (SARS-TRAK, Intake Survey) 700 not including SARS-TRAK data -not available                          
Total = 5386

The Center has provided a variety of career services such as career Counseling workshops, career counseling, job search skills, and numerous career events which focus on increase awareness of career options.

For additional information please see attachment of graph depicting usage of Career Services.
	ProgramPerformance_other: New legislation, policies and the slow economic recovery has increased the number of individuals seeking Career Services. As students are faced with declaring a major early on in their academic pursuits due to the impact of  legislative policies this will increase the amount of students seeking career exploration, career assessments and counseling services. Developing an ongoing Career Development Plan with a counselor will entail that in these tight budgetary times sufficient Career Counselors are available to meet the demands of the undecided students. Student Success is definitely enhanced when a student has a declared major and a clear path regarding their career goals. Assisting the undecided student  to identify explicit options to degree completion/Transfer via career exploration, internships and job placement will need to expand to meet the current student demands. The Career Services Center has been granted an Employment/Internship Program Services Coordinator which will assist the Career Center in building capacity for the Employment and Internship component of the Career Services Center. 
	Program Curric: 
	Identify Patterns: 
	Response to APP: Since the last Program Review, many positive changes have occurred to enhance the delivery of Career Services at Skyline College. The Career Services Center as of August 2012-13 moved to it's new location in Building one as a stand alone Center. The CSC new facility was instrumental in providing increased Career Services to a larger group of students because of the increased room capacity and portable lap tops available for students to use during scheduled workshops. Their is still a need to provide additional Career Counseling and assessment interpretations to meet the demand of faculty requests and one to one counseling services.
-New staffing has been hired with the acquisition of a Employment/Internship Program Services Coordinator for the CSC as of February of 2014. 
- A line item CSC Budget has begun and is on-going. We were awarded $40,000 one time funding this year to assist us in meeting the current demands of an expanding Career Services Center. 
- Efforts have begun in providing more comprehensive employment and Internship opportunities. A Medical Externship Program with California Pacific Medical Center has been very successful in providing our students with experiential learning and career exploration in a hospital setting. 
- The reading Partners Internship received a Presidents innovation award to begin it's efforts in providing students at Skyline an opportunity to serve as tutors for elementary school children testing at below grade level reading skills. The program was successfully launched in October 2013 and was featured in the 2014 Presidents Breakfast video. In June of 2014 we will have data regarding literacy scores provided by Los Cerritos and Reading Partners.
-Political Science students were placed in County government offices
-Hospitality Careers Internships developed in collaboration with the Radisson/ Hilton Double Tree Hotel.
- Individualized Internships were also developed for students in Computer Technology, Business Management and radio broadcasting.
-Conducted Career Services Outreach workshops to Jefferson Adult School English Language Learners.
- Provided Career focused workshops as part of Middle School out reached project and participated in the MSOP on- campus conference.
- Collaborated with the Transfer Weekend by conducting a workshop on Career blunders students make when declaring a major.
- Collaborated with the Brothers & Sisters conference providing exposure to Career Center Services.
- Conducted Internship Orientation sessions for perspective interns for the Center for International Trade and Development.
- Worked in partnership with the Employment Development Department , Peninsula Works, Job Train to provide a job fair for all san mateo county job seeking residents. Participated in San Mateo Job Fair at Silicon Valley Foundation providing resume critiquing and information regarding academic and Career Technical Programs.
	ActionPlan: As previously indicated we have increased the level of outreach and program development. CSC has impacted a greater number of students however it has had an effect on our individual counseling appointments. ( See attached graph) We have increased the level of collaborative activities with Career Technical Education, Transfer Center, Center for International Trade and Development,Learning Communities, Learning Center,
Athletes,Groves Scholars, Environmental Science, Financial Aid, Cooperative Education, DRC,EOP, and the Health Center. We have also augmented the level of employer engagement by enhancing our partnership with EDD,  Workforce Development,PeninsulaWorks, and Menlo Park JobTrain. 

With the addition of the Program Services Coordinator we will begin to increase efforts in marketing our SKYLINEJOBS website,enhancing approaches to communicate with more students through our Symplicity 
software, and offering instructional workshops on how to format and develop effective resumes.  We are currently developing a more stream lined approach towards communicating with students regarding available job openings, providing Job Kiosks in key locations on campus that inform students of Internship and employment options. Future activities will include developing multiple social media approaches toward marketing employment and Internship opportunities for students in addition to the more traditional approaches. Future employment and Internship engagement will be focused on having more employers on-campus to interview and hire pre-screened students ready for Internship and employment placement.

Career Services will continue to provide comprehensive career services to the campus and community at large.
Individualized career and group counseling,Career Conversation Series, career assessments, Job Fairs, Internship, Cooperative Education and community service Fairs,Career Networking Night, Resume, Interviewing and job search workshops. Semester length seminars , weekend, and short courses with a career development curriculum foundation.  

The following questions will serve as inquiry for next year.

-How do we encourage students to be pro-active to seek our services and understand the process of career development with specific effort made for the underrepresented population? 
- How do we engage students to become active participants in identifying their future career goals?
- How do we increase faculty awareness regarding career services so they can assist in initiating career assignments into their existing curriculum? 
-How do we more effectively increase employer engagement via inviting employers on campus and visiting employer off- campus sites?
-How do we increase visibility of Skyline College Career Services within the local community and service organizations such as Rotary, Chamber of Commerce, Lions, Soroptomist etc.
-How do we increase awareness of career services during the enrollment process and through the students first year experience?






	Professional Development Needs: 
Developing workshops focused on the development and marketing of experiential training. ( Cooperative Education, Internships and Community Service) Professional Development webinars, conferences and  speakers that could introduce and provide staff with innovative practices and applied usage of technology to enhance delivery of Career Services.
	PRIE Requests: aded. 
	PN1: Full time Career Counselor
	PN2:  1 student assistant
	PN3: 
	EN1: 18 lap tops 
	EN2: Job, & Internship Fairs
	EN3: Employer recruitment, advisory
	EN4:  Career Assessments&Software 
	FN1: Employment Interview cubicles
	FN2: 
	FN3: 
	FN4: 
	P_How does this request align with your assessment of student outcomes1 2 3: This position would provide individualized and group career counseling services to the undecided and experienced seeking students.
Expanded hours and services would enhance the number of students served and offer more consistent and  extended comprehensive delivery Career Services,
	P_How does this request align with your action plan1 2 3: This position would be instrumental in serving additional students,enhance the capacity building of the CSC and improve the implementation of career services within the existing Career Technical Education program providing direct support to internship components.
	P_Estimated cost for facilities and equipment1 2 3: Career Counselor- 1.0 FTE


Student Assistant( $10,000)
	E_How does this request align with your assessment of student outcomes1 2 3: These lap tops would enable us to serve additional students particularly numerous counseling 100 classes, 
workshops and other courses with self-assessment modules.
	E_How does this request align with your action plan1 2 3: Currently we are sharing lap tops
with another instructor in which requires coordination of schedules because we do not have sufficient lap tops for the career research and assessment  demand.
	E_Estimated cost for facilities and equipment1 2 3: 
$30,000 Lap Tops


$6,000

$2,500


$20,000
	F_How does this request align with your assessment of student outcomes1 2 3: 
	F_How does this request align with your action plan1 2 3: 

	F_Estimated cost for facilities and equipment1 2 3: 
Space for  employers to conduct employment and Internship Interviews for students.



