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Standard III | Human Resources

Standard III: Resources
The institution effectively utilizes its human, physical, technological and financial
resources to achieve its broad educational purposes, including stated student learning
outcomes, and to improve institutional effectiveness. Accredited colleges in multicollege systems may be organized such that responsibility for resources, allocation of
resources and planning rests with the system. In such cases, the system is responsible
for meeting standards on behalf of the accredited colleges.
III.A. Human Resources
III.A.
Human Resources

The institution employs qualified personnel to support student
learning programs and services wherever offered and by
whatever means delivered, and to improve institutional
effectiveness. Personnel are treated equitably, are evaluated
regularly and systematically, and are provided opportunities for
professional development. Consistent with its mission, the
institution demonstrates its commitment to the significant
educational role played by persons of diverse backgrounds by
making positive efforts to encourage such diversity. Human
resource planning is integrated with institutional planning
institutional planning.

Descriptive Summary
Human Resources is organized and staffed as a District function, supporting the needs of
all three colleges in the District. Human Resources works closely with each college to
ensure that it employs qualified personnel at all levels to support student learning programs
and services and improve institutional effectiveness.
Developed through the participatory governance process, District hiring policies and
procedures for faculty, classified staff, and administrative staff are available for all
screening committees. In addition, a representative from Human Resources provides initial
orientation to all members of the hiring committee, and serves as a resource on screening
committees to assist with and oversee the recruitment, paper screening, and interview
processes.
San Mateo County Community College District (SMCCCD) Board Policies and Procedures
give clear direction on identifying and hiring qualified staff and faculty. Board Policies
2.09, Categories of Employment, 2.10 Selection Procedures, and 2.11Philosophy of
Personnel Management and Human Resource Development subscribes to principles of
human resource management that promote equal access, equal employment opportunity,
equal treatment and fairness, staff development and training opportunities, fair
compensation, and accountability. The policy further recognizes that the District's most
valuable resource is its faculty and staff and, therefore, the District provides appropriate
group and individual development and training opportunities for employees on a continuing
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basis (III.A.1, III.A.2, and III.A.3). A systematic evaluation process is in place for all
personnel at Skyline College. This process is covered in Board Policies and Procedures and
in contracts negotiated with the various collective bargaining units: San Mateo Community
College Federation of Teachers, California State Employees Association (CSEA), and the
American Federation of State, County, and Municipal Employees (AFSCME).
The College and the District demonstrate a commitment to promoting diversity and
acknowledging the significant role played by College employees of diverse backgrounds.
The College’s Diversity Framework and Work Plan illustrates the priority and importance of
diversity on campus (III.A.4).
Skyline College integrates human resource planning with its institutional planning in
numerous ways. Human resource planning is evident on a regular basis both in the
President’s Cabinet and in the College Governance Council. All vacant or new positions are
reviewed and prioritized using processes outlined in the Skyline College Human Resources
Plan: Staffing for Student Success, and decisions are made in alignment with the College’s
Mission-Vision-Values (MVV) and Strategic Plan 2013-2017. In addition, human resources
planning is included throughout the annual planning processes, the Comprehensive
Program Review process, and the Education Master Plan 2013-2019 (III.A.5, III.A.6,
III.A.7, III.A.8, III.A.9).

III.A.1

The institution assures the integrity and quality of its programs and
services by employing personnel who are qualified by appropriate
education, training, and experience to provide and support these
programs and services.

Descriptive Summary
Skyline College assures that the integrity and quality of programs and services through
following established procedures for hiring and evaluating well-qualified employees. With
student success as the driving force for institutional effectiveness, the College provides a
variety of avenues for professional development to support programs and services. Skyline
College and the SMCCCD have publicized, well-established, systematically implemented
policies and procedures for hiring and evaluating faculty, staff, and administrators. Highquality programs and services at the College are aligned with the MVV Statement of
Skyline College and the Mission of the District. Through an integrated planning and
resource allocation process beginning with Comprehensive Program Review and Annual
Program Plans, position needs are identified and forwarded through either the FTEF or
Classified Hiring processes. In addition, screening committees, through District Hiring
Procedures, use those with expertise in the field to determine specific skills and abilities in
crafting the job description to identify highly qualified candidates (III.A.10, III.A.11, and
III.A.12). It is the dialogue among committee members that assures that only sufficiently
qualified personnel are hired to meet stated program goals. The Skyline College handbook,
Human Resources Plan: Staffing for Student Success, documents the campus procedures
(III.A.5).
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Self Evaluation
The College meets this standard. Skyline College abides by well-established policies and
procedures for hiring and evaluating employees. The College has a Human Resources Plan:
Staffing for Student Success handbook that documents the policies and procedures for
hiring. Needed positions are identified primarily through the use of Comprehensive
Program Review and Annual Program Plans and then assessed through the College’s
integrated budget and planning process. In collaboration with the District, the Human
Resources personnel meet with selection committees to support the entire hiring process
and to ensure adherence to policies and procedures. The College selects the most highly
qualified personnel in order to uphold its MVV.
Actionable Improvement Plan
None.

III.A.1.a

Criteria, qualifications, and procedures for selection of personnel are
clearly and publicly stated. Job descriptions are directly related to
institutional mission and goals and accurately reflect position duties,
responsibilities, and authority. Criteria for selection of faculty
include knowledge of the subject matter or service to be performed
(as determined by individuals with discipline expertise), effective
teaching, scholarly activities, and potential to contribute to the
mission of the institution. Institutional faculty play a significant role
in selection of new faculty. Degrees held by faculty and
administrators are from institutions accredited by recognized U.S.
accrediting agencies. Degrees from non-U.S. institutions are
recognized only if equivalence has been established.

Descriptive Summary
Skyline College adheres to Board Policies and Procedures and the District Human
Resources Department procedures for the hiring of personnel. The criteria, qualifications
and procedures are clearly and publicly stated on the SMCCCD Human Resources website
(III.A.13). Using the College’s MVV, the College develops job descriptions that accurately
reflect position duties, responsibilities, and authority. The College strives to hire the best
personnel possible as qualified by appropriate education, training, and experience to provide
support for institutional programs and services within the scope of its stated MVV. Faculty,
including career and technical program faculty, meet at least the posted minimum
qualifications for the position. Hiring needs are identified through the College’s integrated
planning and budget process. Needed positions are identified through Comprehensive
Program Review, Annual Program Plans, and the annual Administrative Leadership and
Unit Reviews and the College integrated planning process (III.A.14). Through the planning
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process needs are assessed and allocated. When a position is approved, the appropriate
department faculty and staff discuss the programmatic needs to be addressed with the hire.
Faculty teaching online courses are supported by the College and are expected to adhere to
best practices as outlined in the Distance Education Handbook (III.A.15). Skyline College
follows publicized hiring procedures regarding all employee (classified staff, faculty and
management) groups. Guidelines regarding selection procedures are clearly described and
posted on the District website (III.A.12 and III.A.16). These guidelines cover development
of the job announcement, selection of the screening committee, development of the
assessment plan, the screening of application materials, the screening of candidates, the
recommendation of finalists, final interviews, reference checks, and the candidate approval
process.
District Human Resources staff work in collaboration with College screening committees
and the designated committee chairperson to provide training for committee members and to
assist in all steps of the selection process, starting with the job announcement. All job
announcements include a description of the position, duties and responsibilities, minimum
qualifications/requirements, and desirable skills/abilities. Job announcements require that an
applicant be able to demonstrate sensitivity in working within a multi-cultural, multi-lingual
educational environment.
Specific duties and responsibilities of each position are clearly outlined in all job
announcements. Job announcements for faculty positions are reviewed by the screening
committee, which is comprised of faculty who reflect discipline expertise and diversity.
Job announcements clearly state minimum qualifications, as determined and published by
the California Community College Chancellor’s Office (CCCCO). The announcement
emphasizes the importance of discipline knowledge, current pedagogy, and commitment to
student learning. If the position requires expertise in other areas, such as, but not limited to,
distance education, it will be noted on the announcement as well. The process for classified
staff and managers is similar with job announcements written by the hiring manager,
informed by dialogue with staff, based on the knowledge, skills and abilities needed to
carry out the duties and responsibilities of the position in an effective manner.
District procedures mandate that faculty play a vital role in the selection of new faculty.
Screening committees for full-time faculty positions include at least three and no more than
five members, a majority of whom are faculty, with a minimum of one discipline expert.
Classified staff committees have at least three and no more than five members, while
management selection committees have nine members. Classified staff and management
committees are composed of representatives from classified staff and managers, as well
as—when appropriate—faculty members and students who have the expertise or are directly
affected by the position.
At Skyline College, the initial meeting of the screening committee begins with an
orientation by Human Resources representatives. The College President also discusses the
MVV of the College, the important role of the screening committee, and orientation
information regarding staffing needs and diversity for the College (III.A.17). The screening
process for all hires includes a checklist based on the job announcement and provides a
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review of the applicant’s minimum qualifications, including degrees held, demonstrated
diversity competence, and a systematic assessment of each applicant’s materials related to
the requirements and desirable skills and abilities. Degrees held by faculty and
administrators are from institutions accredited by recognized U.S. accrediting agencies.
Degrees from non-U.S. institutions must be evaluated by an approved foreign transcript
evaluation service for equivalency. Transcripts for permanent staff are kept at the District in
Human Resources. Transcripts for temporary staff are kept in the Business Office secure
files on campus.
For faculty positions, an equivalency process has been established for applicants who
do not directly meet minimum qualifications. The equivalency process, revised by the
District Academic Senate in 2011, includes review by the faculty discipline experts on
the screening committee who also make up the Faculty Qualifications Committee,
along with the division dean (III.A.18). A job applicant is responsible for submitting
the required forms and supporting documents to assert equivalency.
Screening committees develop interview questions which address the knowledge, skills,
and abilities of each applicant as they pertain to the duties and responsibilities of the
position. Key response elements are also developed by the screening committees to
provide a common basis for what is sought in an applicant’s interview response. Many
faculty screening committees include a skills demonstration, such as writing an essay,
and/or some type of teaching demonstration as part of the screening process. Those
candidates forwarded to final interviews are evaluated and assessed for evidence of
discipline expertise and qualifications for the position. Screening committee members
and the appropriate vice president are invited by the College President to sit in on final
interviews of faculty and administrative positions. The final interview assesses the
candidate’s potential to contribute to the mission and goals of the program, division, and
College. Consensus is usually reached at this level, but the final decision ultimately rests
with the College President. Once finalist interviews have concluded, reference checking
is conducted by the appropriate parties, as described in the Selection Procedures
guidelines, to verify prior work history and qualifications of finalists (III.A.19).
In order to seek qualified applicants, District Human Resources is responsible for
advertising positions through outlets such as, but not limited to, the District Human
Resources website, the California Community Colleges Registry, HigherEdJobs.com,
InsiderHigherEd.com, Craigslist (depends on position and request by division), Chronicle
of Higher Education website (administrative positions only) and other sites specific to the
position announcement. They also receive and maintain applications electronically,
making them available online to the selection committee after the job has been posted.
Finally, Human Resources is responsible for collecting all paper documentation from the
hiring process and storing such materials for three years.
The hiring of classified employees has similar procedures and similar rigor. The
selection procedures are outlined in the SMCCCD Administrative and Classified Staff
Selection Procedures. The basic District selection procedure consists of a committee
review of the application packets received, an interview for those candidates who most
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closely meet the stated qualifications (meeting the minimum requirements does not
guarantee an interview), and a "final interview" for those candidates who are selected for
the next step in the process. Candidates are often asked to demonstrate their job-related
skills (III.A.20). Final interviews are conducted by the hiring manager, who makes the
hiring decision.
All full-time position hires are subject to Board of Trustees approval. The Employee Voice
Survey 2012 shows that only 15 percent of respondents disagreed that Skyline College has
fair hiring procedures and practices. Seventy two percent agreed that hiring procedures are
clear (III.A.21).
Self Evaluation
The College meets this standard. Skyline College follows well-established and
systematic policies and procedures for hiring new employees in all classifications.
Following these well- publicized policies and procedures, documented in the Human
Resources Plan: Staffing for Student Success, the College ensures that hiring processes
are consistent and fair and result in well-qualified hires who support the MVV of the
College.
The integrity of the screening process is highly valued, as members of screening
committees are required to review the selection procedures guidelines prior to serving and
report any infractions of the process to the District Human Resources department.
Additional safeguards to ensure the integrity of the established selection procedures are the
training provided by the District at the first meeting of a screening committee and the
knowledge and vigilance by the committee chair. In addition, to further protect the
integrity of hiring processes, a member of the Human Resources department is present
during selection committee meetings and often during interviews. Employee surveys show
that the majority of Skyline College employees believe that the College hiring procedures
and practices are fair.
Actionable Improvement Plans
None.
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III.A.1.b

The institution assures the effectiveness of its human resources by
evaluating all personnel systematically and at stated intervals. The
institution establishes written criteria for evaluating all personnel,
including performance of assigned duties and participation in
institutional responsibilities and other activities appropriate to their
expertise. Evaluation processes seek to assess effectiveness of personnel
and encourage improvement. Actions taken following evaluations are
formal, timely and documented

Descriptive Summary
Skyline College has written and publically posted evaluation procedures for all employee
categories. The evaluation processes are governed by Board Policies and Procedures and are
in contracts negotiated with the collective bargaining units, the San Mateo Community
College Federation of Teachers for faculty, CSEA for classified personnel, and AFSCME for
facilities personnel (III.A.22, III.A.23, and III.A.24). All personnel (faculty, classified staff,
and administrators) are evaluated systematically, and evaluations are fully documented. The
purpose of the process is to evaluate, access, and offer an avenue for self-reflection and
improvement for all personnel in meeting the MVV of the College. Performance evaluation
procedures for faculty, classified staff and administrators are available on the District Human
Resources website (III.A.25).
Every employee group has written criteria to be used in evaluation. All personnel are
evaluated on a regular basis. Supervisors meet with faculty and staff to review all evaluations
and if necessary, take measures to support the employee in any way that is needed to help
them improve their job performance.
Faculty Evaluation: The Board of Trustees has an established Policy 3.20 regarding faculty
evaluation (III.A.26). Specifics are negotiated between the District and the San Mateo
Community College Federation of Teachers. Evaluation of faculty is covered in Article 15,
Performance Evaluation, of the San Mateo Community College Federation of Teachers Local
AFT 1493 Contract, and in Appendix G to the contract Evaluation Procedures. Appendix G
outlines the procedures for the evaluation of tenure-track regular classroom, regular nonclassroom, and adjunct faculty and provides samples of evaluation forms (III.A.27).
The objectives of the evaluation of faculty are to improve instruction and other education
services and to evaluate individual performance as a basis for judgments regarding retention
or non-retention. Faculty members are also evaluated on student relations and professional
responsibilities. A rigorous four-year tenure review process is in place for newly hired fulltime faculty. Once a faculty member achieves tenure, evaluations occur every three years.
Evaluations are in place for probationary (tenure-track) faculty, tenured faculty, and
adjunct faculty. Probationary faculty during the four-year tenure review period are
evaluated by a four- member committee, including the division dean, two permanent
faculty members from the division who serve three- and two-year terms, and a discipline
expert. Probationary faculty undergo an evaluation, which includes student evaluation,
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faculty portfolio, peer observation, and division dean observation each of the four years
before a recommendation is made. Recommendations and commendations, signed by the
candidate, are sent each year of probation to the office of the appropriate vice president
and president. The probationary faculty member may file a grievance with the San Mateo
Community College Federation of Teachers if the committee recommendation is nonrenewal for years one and two, but the grievance must be based on procedural aspects of
the process. If the recommendation is non-renewal in years three and/or four, the candidate
may file a grievance that the judgment is unreasonable and may pursue the matter on
his/her own or with assistance from the San Mateo Community College Federation of
Teachers.
Tenured faculty members are evaluated every three years, alternating between two types of
evaluation: comprehensive and standard. The comprehensive evaluation includes peer
observation (for instructional faculty), student surveys, the division dean’s evaluation, the
faculty member’s self- assessment and the completion of a portfolio. The standard
evaluation includes student surveys, dean’s evaluation and self-assessment. The selfassessment includes information regarding the faculty member’s participation in department,
division, College and District activities; engagement in professional development related to
discipline expertise and/or teaching techniques; publications; presentations; job-related
community activities; and awards and honors. The dean’s evaluation includes an evaluation
of assigned duties and responsibilities, participation in division and department activities and
participatory governance committees, respect given the faculty member by colleagues and
students, and general conduct of all professional responsibilities, such as the development,
assessment and evaluation of student learning outcomes. The evaluation process provides
opportunity to give commendations and recommendations for improvement. If an evaluation
results in a rating of “unsatisfactory,” a comprehensive evaluation is scheduled for the next
academic year. If that evaluation results in another rating of “unsatisfactory,” a more
thorough evaluation is done the following year according to the same procedures as
specified for a second-year tenure evaluation process. If that evaluation is “unsatisfactory,”
referral of the matter will be made to the appropriate vice president for suitable action.
The evaluation of adjunct faculty takes place in the first semester of service, and at least
once every six semesters thereafter. The evaluation includes the completion of a faculty
portfolio, student surveys and peer observation by a tenured, full-time faculty evaluator in
the adjunct member’s discipline. A faculty self-assessment and observation by the division
dean are optional components of the adjunct evaluation process. The division dean
coordinates and supervises the process. Monitoring and documentation for the evaluation of
adjunct faculty reside in division offices.
Scheduling the evaluation of contract and tenured faculty rests in division offices. The
documentation for the evaluation of contract and tenured faculty is transmitted from the
division office to the Office of Instruction. The Office of Instruction, in turn, transmits the
necessary documentation to District Human Resources, confirming that timelines have been
met in the case of contract faculty and whether the tenure review committee has
recommended the advancement to the next contract status or for tenure. In the case of
tenured faculty, the Office of Instruction monitors the compliance of instructional divisions
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with evaluation timelines and procedures and transmits the results to the District Human
Resources for inclusion in the faculty member’s personnel file.
Classified Evaluation: Board Policies and Procedures outline policies for various categories
of classified staff: confidential employees, classified professional/supervisor and managers.
All procedures, policies and relevant forms are shared on the District Human Resources
performance evaluation website (III.A.25).
Probationary classified employees are evaluated by their immediate supervisor in
conjunction with the responsible administrator at the completion of the first three and five
months of employment in the employee’s position. Once the employee becomes permanent,
classified evaluations are conducted annually by the immediate supervisor. Classified
evaluation consists of the use of a standardized evaluation form. The form is used to rate
classified personnel on the basis of the quantity and quality of their work, and their
dependability, organization, initiative, cooperation, professionalism, adaptability, use of
time, and leadership. Employee strengths and areas for improvement are noted and goals
for the following year or period are established. If areas for improvement are identified,
actions to be taken are included on the evaluation with timelines for completion. As stated
in the handbook, Procedure for Classified/ Professional/ Confidential/Supervisory
Performance Evaluations, if a classified employee receives a satisfactory evaluation for
two consecutive years, he/she does not need to be evaluated the following year (III.A.28).
Performance goals, which were set for the previous year, are evaluated and new
performance goals are created for the following year. Poor work performance or
behavioral concerns are addressed through the corrective or progressive disciplinary
process. For classified employees not performing a rating of satisfactory, the guidelines
under the CSEA Local 33 contract are followed (III.A.23).
Monitoring of the evaluation of classified personnel is done at the District level and at
the College office, program, or division level. The overall coordination of classified
evaluation is done by the District Human Resources office, which receives the reports
that the process has been completed. On a monthly basis, the Human Resources office
reminds managers of a classified employee’s performance evaluation due date.
The Employee Voice Survey 2012 indicated that 55 percent agreed that classified
evaluations were effective, and fewer respondents gave an unfavorable rating to this
question in the 2012 survey than in the 2006 survey.
Administration Evaluation: Managers and Non-Classified Academic Supervisors are
evaluated as described in Board Policies 2.09.1, 5.16 and 5.26 (III.A.29, III.A.30, and
III.A.31). Academic supervisors are evaluated by their immediate supervisors annually. The
Chancellor and the Board of Trustees, using the goals previously established and agreed
upon by the Board of Trustees and the president, evaluate College presidents annually.
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Self Evaluation
The College meets this standard. The processes for evaluating personnel are well
established, comprehensive in scope, and well documented. All faculty, staff, and
administrators have comprehensive, routine evaluation. The evaluation tools adequately
measure the effectiveness of personnel in performing their duties. Mechanisms for
improvement and goal setting are in place to improve job performance, if warranted,
through the evaluation process. Thus, there is a connection between the personnel
evaluations and department, division and institutional effectiveness. The College is ready to
implement improvements as recommended by the Performance Evaluation Task Force
(PETF) and approved by the Board.
Actionable Improvement Plans
None.

III.A.1.c

Faculty and others directly responsible for student progress toward
achieving stated student learning outcomes have, as a component of their
evaluation, effectiveness in producing those learning outcomes.

Descriptive Summary
Skyline College addresses student learning outcomes as a component of faculty, staff, or
administrative evaluation.
The Academic Senate Governing Council approved a resolution in May 2012 supporting the
use of student learning outcomes in syllabi, and supported the Performance Evaluation Task
Force (PETF) work (III.A.32).
The PETF consists of four faculty members, one college president, and the Vice Chancellor
for Human Resources. The PETF was created to improve our current evaluation processes
and instruments. One outcome is the development of an online evaluation tool specifically
for distance education classes. The tool was piloted during summer session 2013 with results
available in fall 2013. General questions being discussed by the committee include(III.A.33):
•
•
•
•
•
•
•

The class’ relationship to the Course Outline of Record
The use of TracDat—Does the faculty member input information this way?
The relationship of the student learning outcome category to the course outline
The faculty member’s assessment tool and the relationship of the tool to student
learning outcomes
Does the faculty member utilize student input in assessing student learning outcomes?
Does the faculty member utilize ad hoc surveys of students to assess student
learning outcomes?
Does the faculty member utilize program review to assess student success? How does
program review help the faculty member?

Skyline College Accreditation Self Evaluation 2013 Volume II

Page | 10

Standard III | Human Resources

As discussed in Standard II.A.1.c, faculty members are engaged in discussions at multiple
levels regarding student learning outcomes. The Curriculum Committee was designated by
the Academic Senate to be responsible to develop institutional learning outcomes. All
courses that are submitted to the Curriculum Committee are required to identify student
learning outcomes, and many have included assessment tools to accompany them.
Departments are engaged in conversations regarding student learning outcomes, and most
have articulated the program learning outcomes.
The College has supported the development of student learning outcomes by urging faculty
and staff in all departments to use Flex days, division meetings, and Student Learning
Outcomes Assessment Cycle (SLOAC) workshops for working on the creation of student
learning outcomes, assessments, evaluations and reflections, as well as the uploading of data
into TracDat, the data management system used to host all course, program and College
learning outcomes. Various trainings on how to use TracDat have been offered on campus
(III.A.34).
Faculty and staff have used student learning outcome data in the same way that success and
retention data have informed them in the past; any data collected on the progress towards
objectives or outcomes are documented by letter grades or passing rates.
Modifications made to instruction as a result of the student learning outcome work are
reflected in TracDat. In some cases, simple adjustments in teaching practices have been
made; in others, changes as great as the addition of instructional hours or a change in the
number of units offered have resulted from analysis of outcome data. There is more
discussion on these results and analyses in Standard II.A.1.c.
Skyline College relies on multiple measures in determining the effectiveness of faculty in
producing student learning outcomes. The measures are based on the premise that faculty are
evaluated on their engagement in developing student learning outcomes, assessing student
learning outcomes, engaging in dialogue about results related to student learning outcomes,
and implementing changes in curriculum or pedagogy as a result of the process. As such
student learning outcomes are considered an integral component in the professional
responsibilities of each faculty member.
Teaching effectiveness is evaluated through peer observation in the categories of subject
matter knowledge, appropriateness of methods of instruction, organization of class,
appropriateness of assignments for objectives of the course, effective communication and
promoting independent thinking. Student surveys are also used. Currently, the College does
not use the peer process as a means of accessing faculty effectiveness in achieving student
learning outcomes. Instead, the College focuses more on a qualitative model to ensure the
process is seen as a means of improvement and self-reflection.
Student learning outcomes are addressed in faculty evaluation. The District has incorporated
student learning outcomes in faculty evaluation by revising the Dean’s Assessment of NonTeaching Responsibilities. Language in the faculty evaluation procedures reads: “evaluation
of the maintenance of attendance records; accuracy and currency of course syllabi;
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development and assessment of student learning outcomes; student evaluation and grading
policy; the posting of and adherence to office hours to ensure student access; addressing valid
student accommodations.” In this way, faculty members are evaluated on the development,
assessment and follow-up regarding student learning outcomes in their assigned course work
(III.A.35).
Student learning outcomes are also assessed as part of the Annual Program Plans and the sixyear Comprehensive Program Review process (III.A.36, III.A.37). Faculty members evaluate
the effectiveness of particular courses in meeting student learning outcomes. Based on
assessment, reflection, and dialogue, changes can be made regarding curriculum, course
sequencing or how to best structure a course or program to help the institution meet its MVV.
The PETF is also addressing specific processes to evaluate faculty members teaching
distance education courses, since the forms used to evaluate in face-to-face courses need
some adaptation to apply smoothly to this mode of delivery. A pilot project to test the new
forms is being conducted in summer 2013 using faculty volunteers from all three colleges in
the district. (III.A.38, III.A.39, III.A.40). Results of the pilot will be reviewed fall 2013 and
any needed revisions tested spring 2014. This project is scheduled to be completed and the
forms finalized in June 2014.
For classified staff, activities that lead to student progress in achieving student learning
outcomes are part of overall job performance and are evaluated during the probationary,
annual, or biannual performance evaluation.
Self Evaluation
The College meets this standard. Teaching effectiveness is currently measured using a
variety of criteria. Student learning outcomes are assessed, evaluated, and fully integrated
into course outlines and program reviews. Evaluation standards and processes are negotiated
between the District management and the faculty union, the San Mateo Community College
Federation of Teachers. Classified staff activities supporting student learning outcomes are
part of overall job performance evaluation.
Actionable Improvement Plans
None.
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III.A.1.d

The institution upholds a written code of ethics for all of its personnel.

Descriptive Summary
Board Policy 2.21 outlines ethical standards for all employees and mandates that each
employee group prepare a distinct Code of Professional Ethics for their respective
constituencies. These codes of ethics comprise the Board Policy on Ethical Behavior
(III.A.41). Integrity is a shared responsibility among all constituent groups with an
expectation that a lack of ethics would be immediately noted and corrected. Any failure to do
so would be documented and dealt with as outlined in Board policy.
Faculty adopted the current Code of Professional Ethics in May 2008 (III.A.42). Likewise,
the Associated Students of the three colleges created a code of ethics for the students that
addresses honest in representation and academic work and respect for District policies and
the open exchange of ideas (III.A.43).
Self Evaluation
The College meets this standard. Board Policies and Procedures outline an ethics standard for
all employees. In addition, the Associated Students of the three colleges in the District have
created a code of ethics for the students which is posted on the District website.
Actionable Improvement Plans
None.

III.A.2

The institution maintains a sufficient number of qualified faculty with
full-time responsibility to the institution. The institution has a sufficient
number of staff and administrators with appropriate preparation and
experience to provide the administrative services necessary to support the
institution’s mission and purposes.

Descriptive Summary
Skyline College maintains a sufficient number of qualified faculty with full-time
responsibility to the institution. Recognizing the importance of maintaining qualified, fulltime faculty and staff, Skyline College remains committed to appropriate staffing to support
the College MVV. The table below compares staffing levels at the time of the last
accreditation self study in 2007 with the staffing levels in 2012.
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Skyline College Staffing Levels By Headcount (2006-2007 and 2011-2012)
Description
2006-2007
2011-2012
Change
Full-Time Faculty–Instructional
100
107
+7
Adjunct Faculty–Instructional
253
294
+ 41
Classified (Including Classified Supervisors)
97
101
+4
Administration / Academic Supervisors
18
19
+1
Total Employees
468
521
+ 53
Credit Full-Time Equivalent Students (FTES)
6,451
8,451
+ 2,000
Credit FTES = Based on summer 2011, fall 2011 and spring 2012 semesters; PRIE office (III.A.44)

Human Resources, facilities and grounds maintenance, Information Technology Support
(ITS), and some business functions are handled by the District Office and, thus, are not
reported and funded as Skyline College staff even though they provide services to the
Skyline College campus.
Although state funding was severally reduced since the 2007 accreditation study, Skyline
College has managed planning and resources to allow for slight increases in staffing at all
levels. The College has grown in FTES during this period, increasing FTES by
approximately 31 percent and improving load to an average of 617 over the past four
academic years. The statewide benchmark is 525. (Load is the ratio of weekly student contact
hours to FTEF.) This increase in productivity has been the result of greater efficiency.
Without the 2010 passage of a local parcel tax, Measure G, staffing levels would have been
diminished which would have negatively impacted course offerings and services available to
students. Levels of facilities staffing are a District rather than a College responsibility. It
should be noted that the staff in the facilities and maintenance area have increased as more
buildings have been added to the campus. As a result of Comprehensive Program Reviews in
maintenance, custodial, and grounds/engineering and other studies supporting increased
staffing needs for maintenance operations, eight Full-Time Equivalent employees have been
added to the Skyline College Facilities Maintenance Team (two engineers, two
groundskeepers, and four custodians) since 2006. This is a 38-percent increase in staffing
levels because of new buildings and improved landscaping due to the capital construction
program (III.A.45).
Skyline College has an integrated planning and budget process that allows for identifying
staffing needs through Comprehensive Program Reviews, Annual Program Plans, and
Administrative Leadership and Unit Reviews. The College Budget Committee (CBC), a
participatory governance group, reviews available funding and fiscal priorities and
recommends staff funding allocations to the College President based on the College MVV
and strategic goals and priorities. In 2012, the CBC, at the direction of the Institutional
Planning Committee (IPC), formed a task force entitled Staffing for Student Success Task
Force (III.A.46). This task force has been charged with looking for ways to ensure adequate
staffing in all areas—faculty, classified staff, and administration. The task force drafted the
Skyline College Human Resources Plan: Staffing for Student Success in fall 2012 for the
College that is designed to inform (1) the budget process, (2) grant seeking, and (3) staffing
changes in the face of retirements and departures (III.A.5). As resources become available,
funding will be put in place to hire more permanent personnel in all employee groups.
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Self Evaluation
The College meets this standard. Skyline College has an ongoing process in place for
reviewing staffing needs and funding allocation to ensure sufficient staff to meet the needs of
the students and to achieve the MVV and goals of the College. There is sufficient full-time
faculty to keep the curriculum up to date and the programs appropriately reviewed, and to
provide needed contributions on committees, including screening committees. There is
adequate classified and administrative staff available to serve the needs of students and
faculty. The College remains committed to ensuring appropriate levels of staffing in all areas.
Actionable Improvement Plans
None.

III.A.3

The institution systematically develops personnel policies and procedures
that are available for information and review. Such policies and
procedures are equitably and consistently administered.

Descriptive Summary
The District has an effective process for the development of personnel policies and
procedures. All constituencies, including the bargaining units (San Mateo Community
College Federation of Teachers, CSEA, and AFSCME) and the Academic Senate participate
in shaping personnel policies and procedures through the District Participatory Governance
Committee. Board Policy 1.01, Duties and Responsibilities of the Board, specifically calls
for a regular review of policies every six years. This review includes policies regarding
personnel topics, all of which are regularly reviewed and updated (III.A.47).
The faculty and staff portal page, a component of the District’s intranet, provides electronic
access to personnel policies and procedures, such as the Board Policies and Procedures, the
Human Resources website, the Human Resources downloads page, as well as a new
employee orientation website.
Each of these sites includes personnel policies and procedures that are readily accessible by
faculty, staff and the public. Personnel policies and procedures cover a broad scope,
including topics such as District commitment to equal employment opportunity, unlawful
discrimination, sexual harassment, workplace violence, employee injury and illness
prevention program, labor agreements, performance evaluations, and employment policies
covering faculty, administrators, and classified staff.
In conjunction with the Office of Human Resources, Skyline College ensures that personnel
policies and procedures are provided and adhered to on an equitable and consistent basis. To
ensure proper administration of the policies and procedures, the Vice Chancellor of Human
Resources and Employee Relations conducts monthly managers’ forums to review and
discuss the consistent application of policies throughout the District. For example, in July
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2011, a workshop was conducted for managers regarding hiring of Student Assistants and
pitfalls; information regarding benefits and pay on WebSMART; contract tentative
agreements with the San Mateo Community College Federation of Teachers and AFSCME;
Screening Committee appointments; and for the Deans, Unit Banking procedures and
contractual requirements (III.A.48).
The personnel policies and processes are designed to result in fair treatment of all personnel.
In the event an employee or prospective employee feels unfair or inappropriate actions have
taken place, the Vice Chancellor of Human Resources and Employee Relations is responsible
to advise, investigate, resolve conflicts, and ensure fairness in areas of hiring, discipline, and
resolution of complaints and grievances.
Self Evaluation
The College meets the standard. Personnel policies and procedures are updated on a periodic
basis by the Vice Chancellor of Human Resources and Employee Relations, who is
responsible for submitting policies and revisions through the participatory governance
process to the Board of Trustees. Members of the District Participatory Governance
Committee disseminate new policies or policy revisions to their respective constituencies for
input before approval.
Specific faculty personnel policies, such as the policy for establishing minimum
qualifications and faculty service areas, are driven by the District Academic Senate in
consultation with the San Mateo Community College Federation of Teachers and the District
administration. Other policies and procedures are negotiated by the Vice Chancellor of
Human Resources and Employee Relations with the faculty and classified staff bargaining
units.
All personnel policies, including labor agreements, are published on the faculty and staff
portal in a timely manner.
Actionable Improvement Plans
None.

III.A.3.a

The institution establishes and adheres to written policies ensuring
fairness in all employment procedures.

Descriptive Summary
Skyline College adheres to written personnel policies and procedures that have been
developed by District Human Resources to ensure fairness in all employment procedures.
The District has comprehensive personnel policies and procedures which are systematically
reviewed and published on the District website. Board Policy 2.08 addresses participatory
governance for the district. All constituencies, including the San Mateo Community College
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Federation of Teachers, CSEA, AFSCME, and Academic Senate, participate in shaping and
review of personnel policies and procedures through the District Participatory Governance
Council (III.A.49). San Mateo Community College Federation of Teachers and CSEA handle
grievances regarding working conditions. Administrative Procedures are implemented by
administrators (III.A.50). In addition to the District website, a link to the Board Policies and
Procedures is available on the Faculty/Staff Overview page on the Skyline College website.
General employment principles include District compliance with federal, state and local
laws, and District commitment to equal opportunity, fairness, and inclusion. Specifically,
Board Policy 2.20 addresses equal employment opportunity (III.A.51). Included are policies
on unlawful discrimination, sexual harassment, equal employment opportunities, hiring,
equivalency, and other policies governing hiring and working conditions. The District has
established procedures for handling and investigating any complaints of discrimination in the
employment process.
Self Evaluation
The College meets this standard. The written policies and procedures for the District are
developed and reviewed regularly and have been developed to ensure fairness in employment
procedures. The Office of Human Resources is responsible for administering policies and
procedures equitably and consistently by facilitating the work of screening committees to
ensure that hiring committees represent diversity, discuss confidentiality, are oriented in
hiring policies and processes, and discuss fairness and inclusion, as well as Equal
Employment Opportunity (EEO) guidelines and federal and state laws prohibiting
discrimination.
Actionable Improvement Plans
None.

III.A.3.b

The institution makes provision for the security and confidentiality of
personnel records. Each employee has access to his/her personnel records
in accordance with law.

Descriptive Summary
Skyline College and the District ensure the security and confidentiality of personnel records
under Board Policy 2.12.1.b (III.A.52). Permanent employees may view the contents of their
own personnel files by appointment during regular business hours. All information is held in
confidentiality by Human Resources at the District Office, except to verify employment and
salary. Any other information released must be approved by the employee through a signed
statement, releasing the District of liability. Employees are encouraged to add to their
personnel file additional training and other supplementary documents to complement their
records.
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Employees have online access to their pay information, W2 forms, vacation, medical leave,
health benefits and other information through the password-protected WebSMART portal
where information is maintained and secured by the District Office. Any employee may
request to review his or her personnel file in the presence of Human Resources staff. As
requested with a signed consent form, copies of information from the personnel files are
made available to employees.
Self Evaluation
The College meets this standard. The District has clear provisions to ensure the security and
confidentiality of personnel records through strictly limiting access to locked files or
password protected electronic files. Additionally, each employee has access to her/his
personnel records in accordance with the Education Code and Labor Code. An employee
may request to review her/his personnel file in the presence of Human Resources staff.
Actionable Improvement Plans
None.

III.A.4

The institution demonstrates thorough policies and practices an
appropriate understanding of and concern for issues of equity and
diversity.

Descriptive Summary
Issues of equity and diversity are part of the College’s MVV and permeate every aspect of
College life from hiring to programming. An important dimension of the College MVV is to
reach out to students whose educational needs are the greatest. Success is measured by the
degree to which the College increases the success of all students, including those from
historically underrepresented groups, international students, and students seeking career or
transfer opportunity. To that end, the District has clear policies on diversity, outlined in the
Board Policy 2.20 (III.A.51) and is an EEO employer. As such, the District requires an EEO
representative on selection committees. Diversity language is required in all job
announcements posted by the District. The screening committee, District Human Resources,
and the appropriate vice president review the job announcements. Appendix C of the Faculty
Selection Procedures, maintained and published by District Human Resources, outlines the
role of the EEO representative on screening committees (III.A.10). The College President
also meets with the screening committees at the beginning of each process to discuss the
MVV of the College, the significant role of the screening committee, and orientation
information regarding staffing needs and diversity issues (III.A.17).
Skyline College’s commitment to equity and diversity is also reflected in the environment on
campus. Understanding of and appreciation for diversity is a core value at Skyline College.
The College has a specific ethnic and cultural diversity requirement for AA and AS degrees,
learning communities that emphasize diversity, the Stewardship for Equity, Equal
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Employment, and Diversity (SEEED) committee which is devoted to equity and diversity,
clubs, speakers and other activities that keep the College’s celebration of diversity an integral
part of the culture. The effectiveness of this is demonstrated in the Employee Voice Survey
2012 in which 74-87 percent of respondents indicated agreement on items related to diversity
and inclusion as apparent and part of the culture on the Skyline College campus (III.A.21).
Self Evaluation
The College meets this standard. The College has developed extensive and effective policies
and practices that afford understanding of equity and diversity issues on campus.
Actionable Improvement Plans
None.

III.A.4.a

The institution creates and maintains appropriate programs, practices,
and services that support its diverse personnel.

Descriptive Summary
Skyline College’s creates and maintains appropriate programs, practices, and services
that support its diverse personnel. The College’s commitment to diversity and equity in
hiring is reflected in the College and Board Policies and Procedures and practices.
Skyline College’s commitment to diversity and equity in hiring reflects the College and
District commitment to diversity. SMCCCD is an EEO employer and requires an EEO
representative on selection committees.
On campus, the College creates and maintains a wide variety of programs, practices, and
services that support the diversity of its personnel. Through a wide range of speakers,
international events, providing diversity resources for personnel, workshops and dialogue,
the College community itself both represents and supports diversity. One primary example
of how the College supports diversity is through the participatory governance committee,
SEEED (III.A.53).
SEEED supports the College in its goal of honoring and celebrating the benefits of the
campus community’s diversity. SEEED’s formal mission is to:
•
•
•
•

provide stewardship for the College’s value related to campus climate;
oversee the College’s equality in employment opportunities and make
recommendations to the District Equal Employment Opportunity Advisory
Committee regarding fair and effective hiring policies;
support, provide or promote training in cultural proficiency;
provide support and assistance to equity and diversity-related projects and
activities, and facilitate engagement in campus issues related to equity and
diversity; and
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•

support and promote educational initiatives that result in intercultural awareness and
respect for diversity in students, faculty and staff.

In line with the District strategic plan, the SEEED committee is addressing two key elements,
which are (1) to address the shifting demographics and (2) to provide education that
simultaneously increases access, success and student equity. To address these areas, SEEED
engaged in a research initiative to develop a comprehensive Diversity Framework. The
foundation of this research was framed around the question: “How do our practices and
processes in outreach, entry, progress, and completion impact campus equity and student
success at Skyline College?”
Toward that end, SEEED held a Diversity Framework retreat on August 24-25, 2012 that
included participants from campus and the community (III.A.54). The goals of the retreat
were to:
•
•
•
•

to understand the purpose of the Diversity Framework for Skyline College
and feel inspired to participate in its creation and implementation;
to understand the history, goals and current work of the SEEED committee as it
relates to the development of a Diversity Framework;
to collectively develop the vision and strategies of the Diversity Framework and
identify barriers to achieve the vision; and
to identify one to two measures of outcomes that can be assessed and evaluated
for success that can be moved forward by the institution with the guidance of the
SEEED committee.

The retreat was an opportunity for subcommittees to present research findings and for the
group to dialogue and develop a vision and strategies to drive the next three to five years of
the committee’s work.
The policies and practices that address the College’s commitment to an atmosphere that
demonstrates understanding of and concern for diversity issues is also reflected in the
programming that faculty and staff develop to support students. For example, to better serve
underrepresented groups and to increase the numbers of students in these groups who transfer
to four-year institutions, faculty have established several learning communities (III.A.55):
African- American Success Through Excellence and Persistence (ASTEP) focuses on issues
related to the African American experience; Puente focuses on issues related to the Latino
American experience; Hermanas y Hermanos focuses on seeking academic achievement
through Latina and Latino culture; the First Year Experience focuses on first-generation
college students; TRiO provides intensive academic and counseling support for students who
meet the program criteria (low income, first generation in family to attend college, or
disabled, either physical or learning); Mathematics Engineering Science Achievement
(MESA) provides support, encouragement and assistance to students with math- and sciencebased majors; International Students focuses on students enrolling from other countries; and
Kababayan focuses on issues related to the Filipino American experience. All learning
communities are a joint effort of instruction and student services, as they combine an
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academic discipline with a counseling component or with support from The Learning Center
(III.A.56).
In addition to learning communities serving underrepresented groups, faculty have
established learning communities serving underprepared students and other special interest
groups. Among these are the Women in Transition program, and the Scholar-Athlete
program. The Honors Transfer Program has been established to assist students of all
backgrounds to achieve their highest educational goals and represents the full range of
diversity among the student population (III.A.57, III.A.58, and III.A.59).
The College has also instituted as part of the new Building 4 (Administration, Wellness and
Multicultural Building) a Multicultural Center which serves to centralize the multicultural
activities and groups on campus. Additionally, the College has developed a structure to
support globalizing the campus, including the growing international student presence
(III.A.60).
Finally, the College in collaboration with the United Way Bay Area has developed the
SparkPoint at Skyline College, which helps the campus to address issues of financial
diversity. The center helps the community achieve financial stability with personal and
professional success (III.A.61). While the center is open to non-students, it functions in a
holistic framework offering programs that integrate instruction and student services.
SparkPoint at Skyline College provides wrap-around programs to prospective and current
students including access to higher education, career development, job placement,
financial literacy with financial coaching and public benefits. SparkPoint at Skyline
College enhances institutional capacity to promote student success by targeting some of
the College’s most “at-risk” students and providing a framework for success.
Self Evaluation
The College meets this standard. Skyline College creates and maintains appropriate
programs, practices and services that support its diverse personnel. One of the hallmarks of
Skyline College, as reflected in the MVV, is its commitment to providing appropriate
programs, practices, and services that support the diversity of its personnel. Hiring
practices, professional development opportunities, committee work, and campus
programming and resources reflect the College’s commitment.
Actionable Improvement Plans
None.
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III.A.4.b

The institution regularly assesses its record in employment equity and
diversity consistent with its mission.

Descriptive Summary
The SMCCCD is committed to equal employment opportunity and full recognition of the
diversity of cultures, ethnicities, language groups, and abilities that are represented in its
surrounding communities and student body. The District is an equal opportunity employer
that is committed to providing an educational and work environment in which no person is
denied access to, or the benefits of, any program or activity of the District on the basis of
ethnic group identification, national origin, religion, age, gender, sexual orientation, race,
color, or physical or mental ability. This includes District decisions about employment,
retention, compensation, promotion, termination and/or other employment status.
Skyline College assesses its employment equity and diversity record, guided in particular by
two clauses from the MVV Statement (III.A.6):
•

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.

Skyline College’s hiring processes follow the EEO policy. Selection committees are aware of
the importance of developing and creating a diverse faculty and staff, one that reflects and
accommodates the college’s student population. All screening committees are charged with
selecting candidates who demonstrate sensitivity and ability to work with students and
persons from diverse backgrounds, and this focus is included in its training.
The District Human Resources Department assesses information on employment equity and
diversity for all District personnel on an annual basis. Additionally, the District monitors the
success of equal opportunity in its recruitment, selection, retention and promotional policies
and procedures by monitoring outcomes to assure that there is no adverse impact against any
person or group of individuals, due to ethnic group identification, national origin, religion,
age, sexual orientation, gender, or race. According to the latest information (June 2012),
employee demographic statistics for Skyline College show that the majority (54 percent ) of
Skyline College personnel are women, and Caucasian employees comprise 57 percent of the
total. Of the 43 percent non-Caucasian employees, 9 percent are Hispanic, 9 percent are
Asian, 6 percent are African American, 5 percent are Filipino, and 1 percent are Pacific
Islander, with 12 percent declining to state (III.A.62).
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Table 2: Gender & Ethnicity of Skyline College Employees
Gender
Ethnicity
Female
Male
#
%
#
22
4%
25
Asian
16
3%
15
African American
14
3%
8
Filipino
32
6%
17
Hispanic
0
0%
1
Native American
5
1%
1
Pacific Islander
154
30%
137
Caucasian
38
7%
23
Unknown
281
54%
227
Total
*Source for data is District Human Resources assembled by PRIE
** Numbers are rounded to the nearest whole number
***Data is from June, 2012

%
5%
3%
2%
3%
0%
0%
27%
5%
45%

Total
#
47
31
22
49
1
6
291
61
509

%
9%
6%
5%
9%
0%
1%
57%
12%
100%

The College Staffing for Student Success task force reviews College staffing data and has put
together a handbook, Human Resources Plan: Staffing for Student Success which includes an
analysis of faculty and staff demographics for succession planning (III.A.5).
The Employee Voice Survey 2012 included six items related to diversity. All rated favorably
(74 percent to 87 percent). Findings from the survey indicate that staff feel Skyline College
provides an inclusive environment where a diversity of perspectives and opinions is
encouraged and embraced (III.A.21).
Self Evaluation
The College meets this standard. Skyline College and the District regularly assess the records
in employment equity and diversity. The College works to ensure that its record in
employment equity and diversity is consistent with its MVV.
The diversity of the full range of personnel does not yet reflect the diversity of the student
population. Recruitment strategies which encourage an even more diverse applicant pool
could further expand the diversity of the College’s human resources, a point the Human
Resources Plan: Staffing for Student Success handbook helps to address.
Actionable Improvement Plans
None.
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III.A.4.c

The institution subscribes to, advocates, and demonstrates integrity in the
treatment of its administration, faculty, staff and students

Descriptive Summary
Skyline College demonstrates fairness and integrity in the treatment of employees and
students. Through its representative bodies, the College has established avenues for ensuring
integrity in the treatment for administrators, faculty, staff, and students. The District has
well-established policies on equal employment opportunities, hiring, equivalency, sexual
harassment, unlawful discrimination, and academic freedom posted on the District website.
Complaints from employees are handled by the Vice Chancellor of Human Resources and
are covered by Board Policies and Procedures for Unlawful Discrimination and Harassment
Complaints (III.A.63). District wide policies assure integrity in the treatment of academic
supervisors, administrators, and non-represented employees (III.A.64, III.A.65, III.A.66, and
III.A.67).
Board policies for the treatment of administrators, faculty, and staff are presented on the
Board Policies and Procedures Web page. Relevant sections include:
•
•
•
•
•
•
•
•
•
•
•
•

2.12, Employee Rights and Protection
2.15, Employer-Employee Relations
2.20, Equal Employment Opportunity
2.25, Policy on Sexual Harassment
2.30, Policy on Political Activity
3.25, Wages, Hours; Other Terms; Conditions of Employment
5.06, Non-represented Employees: Conflict Resolution
5.10, Managers: Employment and Reassignment
5.16, Managers: Evaluation
5.26, Academic Supervisors: Evaluation
5.56, Classified Professional/Supervisory: Evaluation
5.66, Confidential Personnel: Evaluation (includes regulations that address evaluation
of non-represented employees, managers, and academic supervisors to assure
integrity in the treatment of administrators)

Students are represented by Associated Students of Skyline College. Complaint and
grievance processes for students are addressed in the Student Handbook, and College Catalog
and are available on the Web. The website contains detailed information for students on
administrative processes (III.A.68).
In addition to employee groups, the institution is guided by policies, procedures, and statutes,
such as the Americans with Disabilities Act and Title IX, in its treatment of all
constituencies. Unlawful Discrimination and Sexual Harassment Complaints for Employees
and Students is covered under Board Policies and Procedures and written policy as a means
by which to deal with a variety of discrimination complaints in a formalized manner. The
regulations include definitions of disabilities and discrimination, and provisions for anti-
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discrimination training for new hires and managers (III.A.69, III.A.70, III.A.71, and
III.A.72). The College Catalog and Student Handbook outline specific procedures for
students to follow if they wish to file a grievance (III.A.73 and III.A.74).
Institutional integrity is one of the areas surveyed in the Employee Voice Survey 2012. The
items that comprised the Institutional Integrity dimension examined the integrity of the
participatory governance process, hiring practices, and diversity. The majority of survey
respondents agreed or somewhat agreed with the items related to institutional integrity, with
over 80 percent of respondents saying they agree or completely agree with items related to
the College being supportive of campus diversity (III.A.21).
Self Evaluation
The College meets this standard. Skyline College subscribes to, advocates, and demonstrates
integrity in the treatment of its faculty, staff, administrators and students. The institution’s
treatment of its administration, faculty, staff and students are very clear and consistently
followed. The majority of employees responding to the Employee Voice Survey 2012 judged
the institution favorably in questions about equity, clarity of hiring procedures, and a climate
on campus that is appreciative of differences.
Actionable Improvement Plans
None.

III.A.5

The institution provides appropriate opportunities to all categories of
staff for continued professional development, consistent with the
institution mission and based on identified teaching and learning needs.
Skyline College and the District provide all personnel with appropriate
opportunities for professional development, consistent with the
institution’s MVV. The College and the District have a variety of training
opportunities in addition to funding sources for professional
development. Specifically for faculty, the SMCCCD and San Mateo
Community College Federation of Teachers Bargaining Agreement
addresses professional development funding, opportunities, and
evaluation processes

III.A.5.a

The institution plans professional development activities to meet the
needs of its personnel.

Descriptive Summary
Skyline College offers multiple avenues for professional development opportunities to
administrators, faculty and classified employees that are consistent with the College’s MVV
and are based on teaching and learning needs. Furthermore, the Skyline College has a stated
College goal that reads as follows: “Recruit, retain and support a world-class faculty, staff
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and administration that is committed to ongoing improvement through access to
opportunities for professional growth and development” (III.A.6).
Skyline College’s commitment to all employees is demonstrated through the creation of the
Center for Transformative Teaching and Learning (CTTL). The CTTL is co-coordinated by
two faculty members with released time. One coordinator leads general professional
development activities and is the chair of the Professional Enrichment Development
Advisory Committee (PEDAC). The other coordinator leads distance education. In addition,
the CTTL has a full-time Instructional Technologist and a learning technology consultant
(III.A.75). Additionally, the CTTL has an experimental classroom, The Learning Space,
where workshops are hosted, and faculty can experiment with classroom technology.
As per union contract the minimal Flex (professional development) obligation of full- time
Skyline College faculty is 25 hours per academic year. Post retirement and adjunct faculty
who teach during the day are obligated to fulfill the same number of Flex hours as they
would have taught on the designated Flex days. They are to be compensated for their Flex
time after they submit a time sheet to their division dean. All on-campus Flex activities are
considered professional development. Post retirement and adjunct faculty who teach during
the evening are invited but not required to participate in Flex activities; they are not
compensated for participation (III.A.76).
Flex activities are considered “flexible” and are a broadly defined set of activities that fulfill
professional development. Professional development activities that can be used to meet Flex
obligations include but are not limited to professional conferences and workshops, in-service
training and instructional improvement, program and course development, learning resource
development, and departmental and division meetings and workshops. Each year the District
Academic Senate President, as part of Opening Day Information, provides faculty with
information about fulfilling and reporting their flex obligation. Records of activities used to
fulfill faculty Flex-day obligations are maintained in each division office (III.A.77).
Professional development at Skyline College is described in the Professional Development
Resources (III.A.78). Currently, funding for professional development at Skyline College
provided through a variety of sources including:
•

Faculty Professional Development Funds: The Professional Development Committee, a
committee of the San Mateo Community College Federation of Teachers, allocates funds
so that instructors may attend workshops, conferences, and other events to enhance their
skills. The Faculty Professional Development Funds were established by a negotiated
agreement to expose faculty to new classroom techniques and current research in
community college education and enable them to interact with educators outside the
District. The Faculty Professional Development Funds are provided for both long- and
short-term projects. Each fiscal year, 1 percent of faculty salaries are put into the
Professional Development Fund to be used for short- and long-term projects, and for
sabbaticals. Sabbatical leaves are also approved and funded by these monies (III.A.79).
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•

Classified Staff Development: Each fiscal year funds are approved by the SMCCCD
Board of Trustees to be used for Classified Staff Development. Classified Staff
Development funds are available to all permanent classified employees who have
completed the required probationary period. The funds are intended to provide
opportunities to attend classes and workshops that promote outstanding District
departments, programs and services, while fostering the creativity, personal growth and
advancement of its employees. Funding is also provided for the annual classified retreat
(III.A.80).

•

Professional Enrichment Funds: Funds are allocated by PEDAC. Funds are available to
all administrators, faculty and permanent classified staff for staff development. Managers
and academic supervisors are eligible to participate in the Management Development
Program established by the Board (III.A.81).

•

The President’s Innovation Fund: The President’s Innovation Fund—supported through
individual donors and the San Mateo County Community Colleges Foundation—provides
seed money that encourages Skyline College’s faculty and staff to “dream out loud.” The
President’s Innovation Fund has four areas of concentration: 1) start-up planning and
financial support to faculty and staff in devising programs 2) new programs reflecting
business and industry needs which bring underrepresented populations into the
technological work force, 3) development of new pedagogies and learning styles and the
development of learning communities, and 4) program revitalization, where new
components are added to existing programs, including new partnerships to expand
program offerings (III.A.82).

•

Program Improvement Funds: Funds for Program Improvement are to encourage and
support the development, implementation, and evaluation of instructional materials for new
and existing programs. Funds also support staff development and applied research aimed at
the discovery and evaluation of the effectiveness of instructional strategies and support
services. Interdisciplinary proposals are encouraged. All full-time personnel (faculty and
classified staff) and adjunct faculty are eligible to submit proposals. Projects submitted by
adjunct faculty must be co-sponsored by a full-time faculty member (III.A.83).

•

Structured Training for Online Teaching (STOT): STOT is part of the District's professional
development program, recommended in the District's strategic plan and supported by the
Distance Education Advisory Committee. STOT has two levels–STOT I and STOT II.
STOT I is intended for all faculty (full-time and adjunct) who are planning to offer online
courses in the near future, but have not gone through training. STOT I is an introduction
to how teaching online works and what steps are involved in making it happen. It features
a variety of presenters, including a guest speaker, as well as several faculty members who
are experienced in developing and teaching online courses. STOT II is available to
faculty who are STOT I graduates or have taught two semesters online using WebAccess
since 2006-2007. STOT II is not introductory in scope. Each workshop provides
attendees hands-on experience using the various activities and resources within
WebAccess and discusses best practices and pedagogical solutions related to teaching
online (III.A.84).
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Comprehensive Program Review, undertaken every six years by every program, has a section
for listing the professional development activities of faculty and staff in the program. This
helps assure that faculty and staff remain current in their fields. The Annual Unit Plan has a
section addressing professional development where unit members can request any needed
additional professional development (III.A.36 and III.A.37).
The District Human Resources Office holds monthly professional development meetings for
all administrators and managers that include leadership and management development,
training on changes in policy, and handling personnel issues. Administrators are encouraged
to participate in professional development activities. Activities typically include workshop
and conference attendance. The funding comes from a District allocation. Administrators
apply for professional development through their respective vice president’s office and the
president’s office.
Results of the Employee Voice Survey 2012 indicate that 70 percent of respondents agree
that Skyline College provides sufficient opportunities for professional staff development
(III.A.21).
Self Evaluation
The College meets this standard. The institution offers a variety of professional development
opportunities for its administrators, faculty, and staff, all of which have at their core the goal
of positively impacting student learning. The techniques, learning, and ideas developed are
integrated into the classrooms and offices on campus. Best practices are modified and shared
by colleagues. It’s also worth noting that technology training for faculty and staff has had
exemplary support at Skyline College over the recent years.
Actionable Improvement Plans
None.

III.A.5.b

With the assistance of the participants, the institution systematically
evaluates professional development programs and uses the results of
these evaluations as the basis for improvement.

Descriptive Summary
Skyline College systematically evaluates professional development programs and uses the
results to inform changes for improvement.
In 2006-2007, PEDAC was created, developed, and institutionalized to address the
professional development needs of all Skyline College employees. Membership on PEDAC
includes all classifications of employees—faculty, staff, and management. PEDAC members
share in the planning of campus wide professional development workshops and activities
(Flex days). PEDAC members are also responsible for evaluating and approving applications
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for the funding of professional development activities made available through Professional
Enrichment Funds. These funds were established by PEDAC to help fund professional
enrichment activities for all classifications of employees.
The PEDAC chair and members gauge and respond to the professional development needs
and interests of Skyline College employees using a number of strategies. These include
informal face-to-face discussions, post-workshop evaluations, post-conference reports, and
faculty/staff professional development-needs surveys, the most recent of which was
conducted at the end of the 2011-2012 academic year (III.A.85).
Multiple methods of evaluation have been devised by individual funding sources and
programs that promote various professional development activities. As mentioned above,
some of these evaluation methods include post-workshop evaluations and reports, as well as
surveys. The information gathered has led to the following: (1) an increase in
workshops/activities related to teaching strategies, student success, employee wellness,
campus safety, and proficiency and advancement in the use of technology; (2) increased
collaboration and dialogue among professional development programs; (3) a general increase
in collaboration and dialogue among Skyline College employees from a variety of
divisions/departments; and (4) stronger connections between campus programs/initiatives
and professional development activities.
In addition to the outcomes noted above, PEDAC’s efforts, the faculty/staff professional
development-needs surveys, post-workshop evaluations, and the establishment of funds
available to Skyline College employees have also resulted in the following: (1) increased
accessibility to funding that encourages all campus employees, including classified staff, to
engage in professional development activities; (2) campus professional development/Flex
days that offer workshops to address not only the needs/interests of faculty, but also those of
classified employees and managers; (3) regular e-newsletters and emails through which the
Faculty/Staff Professional Development Coordinator informs Skyline College employees of
professional development opportunities; and (4) increased participation of classified
employees and managers in the actual planning and presentation of on-campus workshops
(III.A.86).
Self Evaluation
The College meets this standard. Evaluation of professional development activities is
systematic, and results are utilized in evaluating current activities and developing future
activities.
Actionable Improvement Plans
None.
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III.A.6

Human resource planning is integrated with institutional planning. The
institution systematically assesses the effective use of human resources
and uses the results of the evaluation as the basis for improvement.

Descriptive Summary
Skyline College regularly assesses its human resources needs in a number of ways which
integrate human resources planning with institutional planning. Comprehensive Program
Review, Annual Program Plans, and Administrative Leadership and Unit Reviews allow for
the identification of staffing needed to fulfill the mission and learning outcomes of the
program under review. These plans are reviewed by administrators, and in the case of the
Comprehensive Program Review, are publically presented to the Curriculum Committee, and
then forwarded to the IPC. The integrated planning structure is fully described in the
Integrated Planning and Participatory Governance for Student Success handbook (III.A.14).
Levels of staffing are reviewed, and dialogue is generated at the various constituent levels,
faculty, classified, and administrators. For faculty positions, the Full-Time Equivalent
Faculty Allocation Committee (FTEFAC) recommends to the College President a priority
ranking for available faculty positions. For classified positions, Classified Hiring Priorities
Process recommends classified positions priorities to the College President.
Faculty hiring at Skyline College takes place through a participatory governance process.
Request for faculty staffing are initiated at the division level from Comprehensive Program
Review and Annual Program Planning through the dean. The FTEFAC, chaired by the Vice
President of Instruction and comprised of faculty from each division and a dean from
instruction and student services, sends out a Request for Proposal to all divisions in the fall
semester asking for prioritized proposals for allocating new and replacement full-time faculty
positions should the opportunity become available. Included in the packet is the Full-Time
Faculty Request Form. The form includes objective criteria, including full-time/part-time
ratio, load, and the need for full-time faculty to assess, develop or modify the program as
well as information on the impact on Student Learning Outcomes and impact on institutional
effectiveness/student access and success. FTEFAC considers all proposals and recommends a
numerical rank of the positions. FTEFAC forwards their recommendations to the Academic
Senate. The Academic Senate consults with Instructional Leadership Team representatives,
forwards a recommendation to the Vice President of Instruction and Vice President of
Student Services and communicates recommendations to governance groups. The vice
presidents consider the recommendation, with the Vice President of Instruction forwarding a
recommendation to the College President. The president considers recommendations,
identifies FTEF approved for hiring through the College Budget Committee and
communicates results to College Governance Council. Approved and funded positions are
then started by creating a Personnel Requisition Form (III.A.10).
Classified staffing needs are developed and prioritized by faculty, staff, and administration at
the division level after the Business Office sends out a request form during the spring
semester (III.A.11). Criteria for these requests include program needs for effective
implementation of plans for program improvement. The appropriate vice president compiles
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all division lists from the Comprehensive Program Review and Annual Program Plans,
makes a recommendation on priorities, and submits a staffing recommendation to the College
President. The College President, in consultation with President’s Cabinet, considers
recommendations, identifies classified positions approved for hiring, and communicates
results to the College Governance Council regarding final choices. Approved and funded
positions are then initiated by creating a Personnel Requisition Form.
Hiring decisions for adding or replacing administrators are made in President’s Cabinet.
Self Evaluation
The College meets this standard. The decisions for prioritizing hiring requests are firmly
rooted in the participatory governance process, campus wide. Through the integrated
planning, governance and budgeting process, positions are identified for new hiring and for
position replacement.
Actionable Improvement Plans
None.
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Standard III.A. Evidence
III.A.1

SMCCCD Board Policy 2.09, Categories of Employment ( Download Document )

III.A.2

SMCCCD Board Policy 2.10, Selection Procedure ( Download Document )

III.A.3

SMCCCD Board Policy 2.11, Philosophy of Personnel Management and Human
Resources Development ( Download Document )

III.A.4

Skyline College Diversity Framework and Workplan ( Web Page )

III.A.5

Human Resources Plan: Staffing for Student Success ( Download Document )

III.A.6

Skyline College Mission-Vision-Values ( Web Page )

III.A.7

Skyline College Strategic Plan 2012-2017 ( Download Document )

III.A.8

Comprehensive Program Review Process ( Web Page )

III.A.9

Education Master Plan 2012-2019 ( Web Page )

III.A.10

Full-Time Equivalent Faculty Request for Proposal ( Download Document )

III.A.11

New Classified Staff Request ( Download Document )

III.A.12

Faculty Selection Procedures ( Download Document )

III.A.13

SMCCCD Human Resources Website ( Web Page )

III.A.14

Skyline College Integrated Planning and Participatory Governance for Student
Success ( Download Document )

III.A.15

Skyline College Distance Education Handbook ( Download Document )

III.A.16

SMCCCD Administrative and Classified Staff Selection Procedures
( Download Document )

III.A.17

President’s Notes for Briefing with Hiring Committees ( Download Document )

III.A.18

SMCCCD Establishing Faculty Minimum Qualifications, September 21, 2011
Equivalency Review Process; board-approved 9/21/2011 ( Download Document )

III.A.19

SMCCCD Human Resources Procedures Website ( Web Page )

III.A.20

SMCCCD Administrative and Classified Staff Selection Procedures ( Web Page )
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III.A.21

Employee Voice Survey, Executive Summary 2012 ( Download Document )

III.A.22

Agreement Between the SMCCCD Board of Trustees and San Mateo Community
College Federation of Teachers, July 1, 2012 through June 30, 2015
( Download Document )

III.A.23

Agreement Between the SMCCCD Board of Trustees and the California School
Employees Association, Chapter 33 ( Download Document )

III.A.24

Agreement Between the SMCCCD Board of Trustees and Local 829, Council 57,
AFSCME Contract ( Download Document )

III.A.25

SMCCCD Human Resources Department Performance Evaluation Documents
( Web Page )

III.A.26

SMCCCD Board Policy 3.20, Evaluation of Faculty ( Download Document )

III.A.27

AFT Contract Appendix G: Evaluation Procedures ( Web Page )

III.A.28

SMCCCD Procedure for Classified / Professional / Confidential / Supervisory
Performance ( Download Document )

III.A.29

SMCCCD Board Policy 2.09.1, Managers Evaluation ( Download Document )

III.A.30

SMCCCD Board Policy 5.16, Managers Evaluation ( Download Document )

III.A.31

SMCCCD Board Policy 5.26, Academic Supervisors: Evaluation
( Download Document )

III.A.32

District Academic Senate May 2012 Resolution Regarding SLOs on syllabi
( Download Document )

III.A.33

PETF Screen Shot of the SharePoint Site ( Download Document )

III.A.34

SLOAC Workshops ( Download Document )

III.A.35

SMCCCD Memorandum to Instructional Deans from VP, Instruction August 18,
2010 ( Download Document )

III.A.36

Annual Program Plan Directions and Forms Website ( Web Page )

III.A.37

Comprehensive Program Review Directions and Forms Website ( Web Page )

III.A.38

Faculty Evaluation Pilot Project ( Download Document )

III.A.39

Summer 2013 Online Survey Data ( Download Document )
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III.A.40

January PETF Update on Faculty Evaluation ( Download Document )

III.A.41

SMCCCD Board Policy 2.21, Policy on Professional Ethics
( Download Document )

III.A.42

District Academic Senate Code of Professional Ethics ( Web Page )

III.A.43

Student Code of Ethics ( Web Page )

III.A.44

Skyline College Employment, Productivity and Efficiency Report
( Download Document )

III.A.45

SMCCCD Review of Maintenance March 2011 ( Download Document )

III.A.46

Staffing for Student Success Taskforce Announced in CBC
( Download Document )

III.A.47

SMCCCD Board Policy No.1.10, Duties and Responsibilities of the Board
( Download Document )

III.A.48

District Manager Forum July 2011 ( Download Document )

III.A.49

SMCCCD Board Policy 2.08, District Participatory Governance
( Download Document )

III.A.50

SMCCCD Board Policy 2.06, Board Policy and Administrative Procedure
( Download Document )

III.A.51

SMCCCD Board Policy 2.20, Equal Employment Opportunity
( Download Document )

III.A.52

SMCCCD Board Policy No.2.12.1, Security of Personnel Records
( Download Document )

III.A.53

Stewardship for Equity, Equal Employment and Diversity (SEEED) ( Web Page )

III.A.54

SEEED Retreat August 2012 ( Download Document )

III.A.55

Learning Communities Website ( Web Page )

III.A.56

Learning Center Website ( Web Page )

III.A.57

Women in Transition ( Web Page )

III.A.58

Scholar Athlete ( Web Page )
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III.A.59

Honors Transfer Program ( Web Page )

III.A.60

International Student Website ( Web Page )

III.A.61

SparkPoint at Skyline College Website ( Web Page )

III.A.62

SMCCCD Board Policy 2.19, Nondiscrimination ( Download Document )

III.A.63

Managers Employment and Reassignment ( Download Document )

III.A.64

Managers Evaluation ( Download Document )

III.A.65

Academic Supervisors Evaluation ( Download Document )

III.A.66

Classified Professional / Supervisory Evaluation ( Download Document )

III.A.67

Confidential Employees Evaluation ( Download Document )

III.A.68

State Authorized Student Complaint Process Website ( Web Page )

III.A.69

Board Policy 2.25 Sexual Harassment ( Download Document )

III.A.70

Board Policy 2.29 Sexual Assault Education, Prevention, and Reporting
( Download Document )

III.A.71

Board Policy 7.67, Sexual Harassment Involving Students
( Download Document )

III.A.72

Policy and Procedure for Unlawful Discrimination and Sexual Harassment
Complaints (Employees and Students) ( Download Document )

III.A.73

Skyline College Catalog ( Web Page )

III.A.74

Skyline College Student Handbook ( Web Page )

III.A.75

CTTL Website ( Web Page )

III.A.76

Flex Day Faculty Obligations and Information ( Web Page )

III.A.77

State Flex Day Activity Annual Reports ( Web Page )

III.A.78

Professional Development ( Web Page )

III.A.79

Faculty Professional Development Fund ( Web Page )
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III.A.80

Classified Staff Development ( Web Page )

III.A.81

Professional Enrichment Funds ( Web Page )

III.A.82

President’s Innovation Fund ( Web Page )

III.A.83

Program Improvement Funds ( Web Page )

III.A.84

STOT Training ( Web Page )

III.A.85

Example of Feedback on Professional Development Activity
( Download Document )

III.A.86

CTTL Professional Development Tab on Website ( Web Page )
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III.B. Physical Resources
III.B.
Physical
Resources

Physical resources, which include facilities, equipment, land, and other
assets, support student learning programs and services and improve
institutional effectiveness. Physical resource planning is integrated
with institutional planning.

At Skyline College, physical resource planning, including facilities, equipment, land and
other assets is integrated with institutional planning and supports student learning programs
and services. Planning for major projects is guided by the Skyline College Education Master Plan
2013-2019 and the SMCCCD 2011 Facilities Master Pan (III.B.1, III.B.2). Both long and short
range planning are informed by the Skyline College MVV, Strategic Priorities and the
integrated planning and budget structure (III.B.3, III.B.4, and III.B.5). District Facilities
provides support for the College for maintenance of buildings and grounds, planning, design,
and construction of new buildings and renovations. The Facilities website provides
information regarding processes for requesting maintenance support as well as information
regarding facilities planning, the Facilities Master Plan for the District, and general support
(III.B.6).
A general description of Skyline College facilities may be found in the 2011 Facilities Master
Plan regarding Skyline College (III.B.2):
Skyline College is located on 111 acres just west of Skyline Boulevard in San Bruno
and draws students from the socio-economically and ethnically diverse northern
portion of San Mateo County. Opened in 1969 with several key buildings completed,
Skyline College has continued to expand since then with at least one new significant
building added to the campus each decade. Most of the buildings have been added
within the loop road, creating a dense campus core and defining a major campus
spine from Building 8, Business and Language Arts, down through the heart of the
campus to the portable buildings and Athletic Fields. A web of pedestrian pathways
weaves between the buildings to bring pedestrians to the campus spine from the
various parking lots that surround it. The hilly site offers a wonderful view of the
Pacific Ocean and borders designated open space to the west. On the south, it is
bordered by significant stands of trees. The campus buildings, however, focus
primarily inward, toward the campus core.
As depicted in the campus map below, Skyline College campus has instructional and student
learning support facilities, as well as athletic fields and support facilities for general campus
maintenance.
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III.B.1

The institution provides safe and sufficient physical resources that
support and assure the integrity and quality of its programs and
services, regardless of location or means of delivery.

Descriptive Summary
The District places a high level of attention on the safety of its facilities. Skyline College
utilizes multiple measures to provide safe and sufficient physical resources to support
programs and services. The District and the College demonstrate commitment to safety
through activities including regular meetings of both the District Safety Committee and
College Health and Safety Committee, a reporting process for accidents or injuries, a safety
training program for employees at highest risk for industrial accidents, a construction-safety
program, and an annual safety inspection and resolution cycle with Skyline College’s
property and liability insurance providers. The College’s safety committee supports a crime
prevention and safety Web page which provides evacuation maps, an emergency response
guide, training resources, and additional safety information (III.B.7). The District Office of
Public Safety also maintains a website (III.B.8). Additionally, the College maintains proper
signage, storage and management of hazardous materials including chemicals for
instructional use. Chemicals are properly stored and labeled, and properly disposed of when
no longer needed or are expired. The Hazard Communication Program and the Chemical
Hygiene Plan give guidance on chemical storage and disposal (III.B.9).
Through the College’s integrated planning process, program needs are analyzed, discussed,
and identified. This process includes identifying equipment and facility needs (III.B.5).
Divisions and programs throughout the institution identify facility and equipment needs
based on their mission, consistent with achieving student learning outcomes. Comprehensive
Program Review, Annual Program Plans, and Administrative Leadership and Unity Review
processes allow for the identification of equipment and facility needs through analysis of
program data, student learning outcomes, and the College MVV and goals (III.B.10, III.B.11,
and III.B.12). Through this integrated planning process, deans forward equipment requests to
the appropriate vice president for prioritizing and funding. Facility needs are forwarded to
the President’s Cabinet where the project is prioritized. Based on cost, priority and/or need,
certain projects are completed immediately while others are placed in a capital project
category.
Funding of capital projects utilizes the second measure available at Skyline College which is
the Educational and Facilities Master Planning Project (EFMPP) (III.B.13). The EFMPP
began in 2006, was revised in 2011, and is responsible for identifying and planning new
facilities and building modernization projects that are consistent with the institutional MVV
and goals. Specifically, EFMPP documents campus wide facility needs and is used to
advocate for funding from local, regional, state and federal sources. After being vetted by
EFMPP, capital projects are forwarded to the District and placed on the District 2011
Facilities Master Plan (III.B.2).
Needs at off-campus sites and through distance delivery modes are identified and supported
at the division level and through the College Technology Plan 2012-2015 (III.B.14). The
Technology Plan 2012-2015 provides detailed inventory of instructional and operational
Skyline College Accreditation Self Evaluation 2013 Volume II

Page | 39

Standard III | Physical Resources

computer-related equipment and replacement cycles. Additionally, the plan identifies the
present and future direction for instructional technology. The technology planning is
collaborative with support and review by the District ITS staff. Off-campus courses represent
less than 2 percent of the total sections offered at Skyline College each semester (III.B.15). In
working with these sites, it’s the responsibility of the scheduling division dean to make sure
each site has the facility and equipment necessary in order for the course to be taught
effectively and efficiently. Deans work with faculty and administration at those sites to
evaluate and address any needs so the educational experience of off-campus students is the
same as students attending the Skyline College campus. Needs for courses taught through a
distance education mode are identified at the division level and supported through the
College Technology Plan 2012-2015.
To ensure safety, sufficiency and timely response to facility maintenance needs, the District
maintains the Facilities HelpCenter using the WOLFE online work order management
system. The WOLFE database stores information including equipment and space inventories
for each building as well as for exterior spaces. Each College building is inventoried and
scheduled for preventative maintenance. When a request is submitted into the system, the
requestor is notified by email, and a link to a customer satisfaction survey is included. Survey
results are reviewed by District Facilities and the College administration to improve service
delivery, the process, and the prioritization of work requests. Examples of requests range
from removing bee swarms to responding to concern of the smell of smoke in a building
(III.B.16, and III.B.17).
The District and Skyline College use the State Chancellor’s Office Facilities Planning Unit
guidelines to determine if current facilities provide adequate capacity to support instructional
and support needs for the College. Using capacity load rations, the state guidelines provide
foundational information for determining College needs for general lecture, laboratories,
library, offices, and support spaces. This information helps the District and College
determine if adequate space is available to support current and projected enrollment.
Self Evaluation
The College meets this standard. Through multiple measures, Skyline College assesses and
validates that its physical resources (facilities and equipment) are safe and sufficient to meet
student demand while achieving student learning outcomes. Areas of need are identified
through annual planning, prioritized based on campus and District goals and priorities, and
funded on the availability of resources.
Actionable Improvement Plans
None.
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III.B.1.a

The institution plans, builds, maintains, and upgrades or replaces its
physical resources in a manner that assures effective utilization and
continuing quality necessary to support its programs and services.

Descriptive Summary
Located on the San Francisco Peninsula in San Bruno overlooking the Pacific Ocean, Skyline
College primarily serves northern San Mateo County residents and residents drawn from the
southern portion of San Francisco City and County. The 111-acre campus bounded by
residential developments and the Golden Gate National Recreation Area, supports student
learning programs and services and provides a high-quality learning environment. Campus
infrastructure include 19 buildings on the main campus, plus four facilities maintenance
buildings, upgraded athletic facilities (comprised of a state-of-the-art synthetic turf baseball
field, synthetic turf soccer field, and seven new tennis courts), new cosmetology and
automotive transmission instructional facilities, and 14 parking lots for students and staff.
These physical resources are sufficient to support the integrity and quality of Skyline
College’s programs and services. Current plans are underway to address future needs as well
and are detailed in the District 2011 Facilities Master Plan (III.B.2).
The District and Skyline College’s comprehensive facilities planning activities ensure that its
physical resources are planned and constructed to ensure effective utilization. The
comprehensive planning efforts begin at the facilities master planning stage, when campus
wide master planning outcomes identify broad goals and initiatives. Once any individual
project is launched, the project architects, engineers, project managers and facilities planners
meet early and often with the Skyline College end users to identify the programmatic
requirements of the project, develop schematic designs, and ultimately progress to the
construction document phase that allows the project to be put out to bid in order for a
contract to be awarded. Skyline College end-user participation scales back during the
construction phase, when their designs are being built, but then their involvement ratchets up
greatly toward the end of construction when furniture and equipment are identified and
procured.
Upgrades and replacements of facilities have been significant, due to the capital construction
programs. The passage of the two separate bond measures (CIP 1, Measure C in 2001 and
CIP 2 Measure A in 2005) in the amount of $675 million provided the majority of funding
for the capital construction program. Other funding sources, including State Chancellor’s
Office Capital Outlay Program funds in the amount of $47 million, State Chancellor’s Office
Scheduled Maintenance and Special Repair Program funds in the amount of $1.8 million,
State Chancellor’s Office Hazardous Substances Program funds in the amount of $0.3
million, certificates of participation in the amount of $30 million, grants and donations in the
amount of $1 million, and miscellaneous other minor funding sources have been provided
total of $755 million for the first and second phases of the capital construction program
(III.B.18).
Projects completed to date, or in progress, demonstrate the SMCCCD and Skyline College’s
commitment to upgrading and replacing facilities that are aged and no longer adequately
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support Skyline College’s programs and services. Detailed design of each facility renovated
or constructed under CIP 1 and CIP 2 was completed with substantial input from a College
building user-group team. The College’s team had input in each stage of the design from the
development of the initial project program to the schematic and detailed design phases
through the final Division of State Architect-approved construction documents (III.B.19).
Construction projects include the following:
•
New construction of Building 6 (Student and Community Center) and Building 7A
(Science Annex)
•
Modernization and seismic upgrade of Building 8 (Business and Language Arts)
•
Modernization and seismic upgrade of Building 3 (Kinesiology, Dance, and
Athletics)
•
Modernization of Building 2 (Admissions, Registration, Financial Aid, Counseling)
•
Modernization and seismic upgrade of Building 7 (Science, Math, and Technology)
•
Temporary academic space for programs displaced during construction (Swing
Space)
•
Classroom renovations in Building 1
•
Energy efficiency and utility infrastructure upgrades
•
Building 5 HVAC mechanical upgrades
•
Roofing replacements of Buildings 1, 9, and 10
•
Exterior painting of all buildings
•
New electronic access controls system
•
Parking and roadway improvements and repairs
•
New digital environmental controls system
•
Athletics facilities upgrades
•
New construction of Building 4 (Multicultural Center, Cosmetology and
Administration) and Building 11 (Automotive Transmission Facility)
•
Site work improvement
•
Boiler plant upgrade
•
Electrical infrastructure upgrade
•
Site security cameras upgrades and replacements
•
New construction of a Corporation Yard (Facilities Maintenance Center)
•
New construction of a Refuse Management Site
•
Interior building signage (Buildings 3, 6, 7 and 8)
•
Exterior building signage (Building 1, 2, 3, 4, 5, 6, 7, 8, 9, 10 and 11)
In support of academic environmental initiatives and the College MVV Statement, a portion
of Building 19 has been renovated in support of the new Solar and Building Science
Learning Center, a laboratory space that includes a full residential home model that allows
students to replicate real-life home conditions for assessing home performance. In support of
campus wide sustainability efforts, Skyline College has supported Environmental Science
Service Learning projects intended to educate and implement projects in sustainable
agriculture, waste management, and energy use.
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Facilities repair and upgrades required to ensure code compliance, life safety, and ongoing
operation of essential building systems are funded by general obligation bond funds set aside
for this purpose in an Emergency Building Repair Fund allocated through the District.
Discretionary upgrades and alterations to support learning or to address comfort issues are
included in the Comprehensive Program Review and Annual Program Plans or are submitted
through the President’s Cabinet.
In March 2011, the District engaged an independent consulting firm, Management Partners
Incorporated, specializing in facilities operations, to conduct a comprehensive evaluation of
facilities maintenance and operations at all three of the District campuses (III.B.20).
Components of the study included an assessment of the current organization of the facilities
operations including current facilities staffing levels, preventative maintenance scheduling
and management, staff training and development, benchmarking and peer comparisons.
Comprehensive Program Reviews of maintenance operations services have been conducted
and have been the primary vehicle used to evaluate the effectiveness of facilities and
equipment in meeting the needs of programs and services. In 2010-2011, the Custodial
Program Review was completed (III.B.21). Additionally, the Grounds and Engineering
reviews have been completed and are posted on the Web (III.B.22, III.B.23). These reviews,
along with the thorough review of maintenance operations by Management Partners
Incorporated, have provided great insight into staffing levels relative to industry benchmarks
(III.B.20). With the identification of relative staffing levels, facilities service levels have been
qualified, quantified, and published on the District Facilities website (III.B.24).
Self Evaluation
The College meets this standard. The above initiatives, activities, processes, mechanisms,
programs and protocols demonstrate how the District and Skyline College plans, builds,
maintains, and upgrades or replaces its physical resources in a manner that assures effective
utilization and the continuing quality necessary to support its programs and services. The
planning process is also used to secure resources in areas of need or deficiency as noted.
Actionable Improvement Plans
None.
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III.B.1.b

The institution assures that physical resources at all locations where
it offers courses, programs, and services are constructed and
maintained to assure access, safety, security, and a healthful
learning and working environment.

Descriptive Summary
Skyline College and SMCCCD assure that physical resources for the College are constructed
and maintained to assure access, safety, security, and a healthful learning and working
environment. There are several processes in place to assure the accessibility, safety, security
and healthfulness of campus learning and working environments. Access for the disabled
community is a high priority of the District and College. In 2004, an Americans with
Disabilities Act (ADA) consultant was engaged to update the College’s architectural barriers
database, which had not been updated since 1991, and assist in developing an
implementation plan for removal of all remaining architectural barriers that cause the
campuses to be out of compliance with current ADA standards.
As part of the capital construction program, newly constructed facilities and existing
facilities that are renovated are made compliant to ADA codes. In some instances, ADA
codes are purposefully exceeded, in order to more fully make Skyline College facilities
accessible to the disabled community. The newly created Disability Resource Center in
Building 5 is a tremendous in-house resource to provide consultation on priorities,
alternatives and temporary measures to ensure that disabled students, staff, and visitors to
Skyline College have access to programs and services, now and in the future.
The remodeling of the Student and Community Center in Building 6 is an example of how
the College ensures ADA compliance in remodels. During summer 2012 the first floor of
Building 6, the Student and Community Center, was remodeled. Upon completion of the
project, a consultant from the Vista Center for the Blind and Visually Impaired was hired in
the fall to evaluate accessibility for blind and visually impaired students and visitors in the
common areas (III.B.25). The scope of the evaluation included three areas of focus:
• Observe Skyline College Building 6, 1st floor common area in terms of path of
travel for the blind and visually impaired students and visitors.
• Recommend how to facilitate or improve accessibility for the blind and visually
impaired students and visitors.
• Provide written recommendations on how to improve accessibility at Skyline
College Building 6, 1st floor common area.
This process involved meeting with Skyline College staff and an architect to observe the
accessibility path of travel, a summary of the recommendations and presentation to Skyline
College Cabinet, and a written recommendation report to the District. The recommendations
were followed and the area is now accessible for the blind and visually impaired.
With the completion of the CIP 2 construction, Skyline College has ADA-accessible parking
spaces and approved accessible paths of travel throughout the campus, as certified by the
Division of State Architect. The Skyline College commitment to provide adequate access on
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campus is reflected in the Employee Voice Survey 2012. The Employee Voice Survey 2012
shows that 71 percent of respondents were satisfied with handicap access on campus
(III.B.26).
Similar to its commitment to accessibility, the District and Skyline College places a high
level of attention on the safety of its facilities. As noted above, the activities that demonstrate
the College’s commitment to safety include regular meetings of the Skyline College and
District safety committees, a reporting process for accidents or injuries, a stringent safety
training program for employees at highest risk for industrial accidents, a construction safety
program, hazardous materials training, appropriate storage and removal, and an annual safety
inspection and resolution cycle with the College property and liability insurance provider.
Emergency response and preparedness are also a high priority at Skyline College and the
District. The Vice President of Student Services provides campus leadership for College
emergency preparedness. Working with the Health and Safety Committee on campus and
with the District Public Safety, emergency evacuation drills, lockdown drills, and emergency
preparedness training are provided at the College on a regular basis. The College Health and
Safety Committee meets monthly to plan and facilitate disaster preparedness activities, to
review recent accident and injury incidents, to review safety inspections, and to promote
safety on campus (III.B.27). Health and Safety Committee members represent all constituent
groups at Skyline College, including faculty, classified staff, students and administration.
Members of the Skyline College Health and Safety Committee are also members of the
District Safety Committee. The Vice President of Student Services maintains a Public Safety
website for the College (III.B.7).
The District Safety Committee reviews the progress made by the Skyline College Health and
Safety Committee, works toward consistency in disaster preparedness, and allows a venue for
networking in order to promote best practices in campus safety (III.B.28). The District Public
Safety office provides a website that contains emergency preparedness information, crime
statistics, information on the emergency announcement system testing, and other important
safety information (III.B.29).
When accidents or injuries occur that are attributed to or create facilities-related conditions,
an incident report is prepared and distributed includes the Facilities Manager, so that an
investigation and resolution of the condition can be made.
Because they perform strenuous daily activities, maintenance department personnel tend to
have higher industrial injury rates than the instructional and other support staff employed by
Skyline College. The District Facilities weekly safety training program ensures that
custodians, groundskeepers and maintenance engineers receive refresher training in the areas
that most contribute to reductions in industrial injuries and illnesses (III.B.30, III.B.31, and
III.B.32). A Facilities Safety Task Force, comprised of maintenance personnel representing
the different trades classifications, meets quarterly to review safety inspection reports,
departmental industrial accident trends, and to promote best safety practices.
The District’s comprehensive capital construction program, spanning from 2002 through
2012, presents particular safety challenges that have called for enhanced safety planning at
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Skyline College. Contractors are prequalified on a number of stringent criteria, three of
which are a requirement for a favorable experience modification rating (an insurance industry
rating that is an indicator of jobsite safety), an approved Illness and Injury Prevention Plan,
and an acceptable safety logistics plan specific to the particular construction project. On
construction projects where the District carries the builder’s risk insurance coverage, the
underwriter sends inspectors out regularly to ensure that best safety practices are being
followed. Finally, construction inspectors hired by the District provide reports that include
safety-related concerns.
The District and Skyline College work closely with the property and liability insurance
provider to conduct annual reviews of facilities condition risks. Annual physical surveys
conducted by insurance inspectors, followed by deficiency reports, focus the District and
Skyline College’s remedial efforts on facilities safety conditions that present the highest risk
to the safety of students, faculty, staff and visitors (III.B.33).
The online Facilities HelpCenter allows anyone from within the Skyline College community
to submit work requests, including requests for remediation of facilities with unsafe
conditions (III.B.34). Submitted work requests are triaged and dispatched, and safety-related
issues are given highest priority. Links to the Facilities HelpCenter can be found at both the
District Facilities website and the District Web portal site (III.B.35).
The security and public safety of Skyline College facilities is of paramount importance. In
2004, a District wide task force that included faculty and staff, along with representatives of
campus security, campus facilities, and information technology departments, administration,
and industry experts studied the condition of Skyline College security systems and developed
a comprehensive solution toward improvements. Those improvements include the
introduction of an electronic access controls and monitoring system, the continued use of
traditional mechanical locks enhanced by the use of proprietary keys, and modified
administrative processes to better track key issuance and retrieval. In addition, cameras are
located throughout the campus in each building and outside to help safeguard students and
staff. The cameras not only deter crime but have been instrumental in identifying suspects
who were subsequently arrested for theft, vandalism, and other campus related incidents
(III.B.36). The Employee Voice Survey 2012 shows an overwhelming majority of
respondents (83 percent) agree with the statement that they feel safe on campus (III.B.26).
The assurance of healthful working and learning environments is achieved through
maintenance activities of existing facilities, as well as in the planning, design, and
construction of new and renovated facilities. The District and Skyline College’s indoor air
quality (IAQ) management program is comprised of a website to educate visitors about IAQ
in general. It explains how concerns about IAQ are handled, and provides a written training
program for Facilities Department staff covering how they directly and indirectly affect IAQ,
and tells how to take action responsibly in the event of an IAQ concern, and details protocols
that are aligned with best indoor air quality practices. Information about IAQ is posted on the
District Facilities website (III.B.37). Skyline College’s preventive maintenance program
ensures that air filters are replaced routinely, that lighting systems remain operational, and
that other activities are consistently performed at recurring frequencies to ensure safe and
healthy indoor and outdoor facilities.
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In March 2011 the District engaged an independent consulting firm specializing in facilities
operations (Management Partners Incorporated) to perform a comprehensive evaluation of
Facilities Maintenance and Operations at all three of the District’s campuses (III.B.20). Key
components of the study included an assessment of the current organization of the facilities
unit, including current facilities staffing levels, preventative maintenance scheduling and
management, staff training and development, benchmarking and peer comparisons.
A primary objective of this study was to ensure Facilities service levels are sufficient to meet
both the current needs of the institution as well as those associated with the significant
additional square footage occupied 2011- 2013. A major outcome of this study was
development of strategy and presentation materials to help constituents understand the
importance of augmenting the facilities budget to provide adequate staffing to maintain
facilities at acceptable levels. Presentation of study findings, along with APPA facility
maintenance levels and guidelines resulted in allocation of an additional $1.5 million to the
Facilities Unit operating budget on a District wide basis (III.B.20 and III.B.38). This budget
increase allowed the following increase in facilities staff for Skyline College, to ensure
facilities needs are met in the future:
• Three additional custodial FTE were hired
• Two additional grounds FTE were hired
In addition to this independent study, the District also implemented a District wide survey as
well as individual campus surveys assessing occupant satisfaction with Facilities staff and
service (III.B.39).These survey results were reviewed with the Facilities management and
supervisory teams as well as with staff. Survey results were posted in the facility department
break-rooms at each campus and training modules focused on customer service were updated
and delivered to maintenance staff, to insure reported issues were addressed.
The District belongs to APPA, a national organization for facility management professionals
managing college and university campuses. The District hosted an APPA “Drive In
Training,” in February 2013, welcoming its own and neighboring facility staff members to
hone their skills and share best practices. District facility managers, including the manager
for Skyline College, are required to pursue APPA professional certification, insuring the
facilities leadership team is focused on current best practices. The District participated in the
APPA Facilities Survey Index (FPI) report process in 2011 and 2012 (III.B.40). This detailed
index provides specific data relative to budget allocations for facilities and expected
outcomes such as projected equipment life based on preventative maintenance levels,
occupant satisfaction, and the like. Participation of other local community college districts in
the 2011 survey provided invaluable benchmarking data against like institutions with
comparable budget and service models. The District intends to continue to participate in the
annual FPI reporting process for the foreseeable future.
Many of Skyline College’s facilities Design Standards are based on criteria that include the
promotion of more healthful learning and working environments (III.B.41). For example,
window treatments have been designed to reduce glare, reducing eye strain while still
allowing visual connection to the beautiful views of the exterior campus and surrounding
areas. Interior lighting upgrades have been implemented that not only reduce energy
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consumption, but also improve the quality of light inside the buildings. Resilient flooring
standards call for a product with improved acoustic performance, reducing footfall noise
disruption, and providing a more forgiving surface, reducing leg strain for faculty who stand
while teaching. In addition, this product has a factory-applied finish that protects the
underlying layers, making maintenance of the floor less expensive and more eco-friendly; as
a result, custodial staff are not subjected to the use of harsh stripping and waxing chemicals
used on traditional resilient flooring products. These are just a few examples of the effective
decision making occurring during the planning, design and construction of new and
renovated facilities. Design Standards are posted at the District Facilities website (III.B.42).
The District and Skyline College are committed to sustainability. This commitment is
demonstrated through District wide sustainability goals and College wide values including
this newly adopted inclusion (III.B.43 and III.B.1):
•

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.”

The District and College have implemented a number of measures that positively contribute
to environmental stewardship in a cost effective manner that meets the needs of students,
services, and instruction. Some examples of sustainable facilities improvements and design
thinking include the installation of synthetic-turf athletic fields and the design and
construction of LEED Certified Building 4 (Silver Award) and the Facilities Maintenance
Center (Gold Award). A full list of District wide sustainable facilities activities is available
(III.B.44).
Additionally, with the support of District Facilities, Skyline College developed a
Sustainability Plan integrating curriculum, student activities, and facilities into a cohesive
plan for the College. The Skyline College Sustainability Plan articulates the College’s
commitment to sustainability. The plan adopts best practices of sustainability in higher
education, utilizes available resources and complimentary programs, and satisfies state
regulations. Developed by students, faculty, and staff in coordination with other campus
stakeholders, this comprehensive plan meets the diverse needs of Skyline College. This Plan
is designed to guide the campus toward institutional sustainability, educate students for
careers in the green economy, and prepare Skyline College for the anticipated environmental
and regulatory challenges of the 21st century (III.B.45).
Self Evaluation
The College meets this standard. These activities, processes and protocols provide a
comprehensive framework against which to measure and ensure that Skyline College’s
physical resources are constructed and maintained to assure access, safety, security, and a
healthful learning and working environment.
Actionable Improvement Plans
None.
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III.B.2

To assure the feasibility and effectiveness of physical resources in
supporting institutional programs and services, the institution
plans and evaluates its facilities and equipment on a regular basis,
taking utilization and other relevant data into account.

Descriptive Summary
Long-range planning and evaluation of facilities and equipment in the District and Skyline
College takes the form of facilities master planning, regular updates of Skyline College’s
facilities condition deficiencies information into the CCCCO database, as well as annual
updates of the five-year construction plan. The District and Skyline College’s facilities master
planning cycles have occurred in 1997, 2001, 2006 and 2011 (III.B.2). The facilities master
planning initiatives always begin with a review of the College’s Education Master Plan and/or
educational strategic plans in place, to ensure that physical resources are in support of
Skyline College’s MVV (III.B.1 and III.B.3).
Annual planning and assessment of facilities and equipment are done at a division and
program level through the division office and Comprehensive Program Review processes.
The Integrated Planning and Participatory Governance for Student Success handbook
describes how planning processes identify facilities, equipment, personnel, and professional
development needs and integrate college budgeting with this process (III.B.5). Effective
utilization of space is monitored at the division level by the responsible dean and/or program
coordinator in the scheduling process. Utilization is geared to serve as many students as
possible as effectively and efficiently as possible to meet student learning outcomes at the
course, program, and institutional levels in a cost-effective way. Through Comprehensive
Program Review and Annual Program Plans, programs are able to identify program facility
and equipment needs related to renovation, upgrades, maintenance and the need for new
and/or expanded facilities. These needs are identified by assessment at the course and
program level.
Self Evaluation
The College meets this standard. At a macro and micro level, Skyline College utilizes
established scheduling, evaluation and assessment methods in determining the short- and
long-term facility and equipment needs necessary to sustain institutional plans and meet the
College MVV and goals. All areas are tied into student learning outcomes at the course,
program and institutional levels to make sure that resources are allocated in ways that
facilitate student success.
Actionable Improvement Plans
None.
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III.B.2.a

Long-range capital plans support institutional improvement goals
and reflect projections of the total cost of ownership of new
facilities and equipment

Descriptive Summary
Long-range capital planning supports institutional improvement goals and reflect projections
of the total cost of ownership of new facilities and equipment. The District facilities planning
integrates with the College’s planning processes. Additionally, the development of capital
improvement plans includes all components of overall cost such as architectural design,
construction costs, equipment costs, and cost of ownership.
Facilities planning at SMCCCD has been intentional and long range. Beginning in July 2001,
the Board of Trustees adopted a Facilities Master Plan that represented the culmination of
eight months of work, including a complete physical analysis of the condition of existing
facilities, plus an iterative consultation process with Skyline College constituency groups
(III.B.46). The physical analysis was multifaceted. It included a facilities audit that identified
rough order of magnitude costs to renovate existing facilities based on existing utilization. A
comprehensive energy analysis identified energy-conservation measures that could be
undertaken to improve energy efficiency, reduce operational costs, and improve
environmental quality. A review of maintenance and repair activities, together with the
interviews with maintenance staff and end users, identified areas of particular concern in
terms of deferred maintenance at Skyline College. Master-planning architects were engaged
to lead Skyline College through a series of meetings that served to identify physical campus
planning goals and issues, develop options, ascertain the preferred solution, and identify an
implementation strategy. The resulting 2001 Facilities Master Plan was the basis of the first
phase of the College’s capital construction program.
In January 2006, the Board of Trustees commissioned an update of the Facilities Master
Plan. Given the passage in November 2005 of the District’s general obligation bond Measure
A and other changes that have occurred since 2001, an updated Facilities Master Plan was
required to inform decision making related to the next phase of planning and construction.
Subsequent planning efforts related to annual Five-Year Capital Outlay Plan updates have
occurred and were incorporated into an updated comprehensive Facilities Master Plan, along
with the identification of new opportunities and solutions to unresolved issues or needs. The
annexation of the Pacific Heights Middle School offered needed swing space during the new
construction and renovation of existing buildings. The 2006 Facilities Master Plan was
completed in July/August 2006 (III.B.47).
In July 2011, the Facilities Master Plan for Skyline College was updated based on the
College’s Education Master Plan; it is reflective of the work accomplished under CIP 2 and
prioritizes remaining projects to be funded by a future local general obligation bond
(III.B.48). The architectural firm engaged to develop the 2011 Facilities Master Plan (III.B.2)
was required to review the College’s Education Master Plan to ensure that facilities planning
aligned with College Education Master Plan. The 2011 Facilities Master Plan addresses the
current and projected needs for the College and serves as a guide for future development.
The recommendations included in this Facilities Master Plan address the District wide
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guiding principles that are summarized in the introduction. The Skyline College’s 2013-2019
Education Master Plan and these guiding principles were addressed in developing Facilities
Planning Priorities that are specific to Skyline College and summarized below.
Skyline College’s Facilities Master Planning Priorities are the following (III.B.2, page 91,
Section 4.17):
• Reinforce the Skyline College presence as a quality institution of higher education.
• Place student support services in easily identifiable and readily accessible locations.
• Renovate existing buildings to further support classroom instruction and student
support services.
• Plan for new and updated facilities to consolidate growing campus programs
including
• Visual and Performing Arts, Environmental Sciences, and Health and
Wellness.
• Recognize opportunities to take advantage of Skyline College’s beautiful natural
setting by creating sheltered exterior spaces to maximize the potential for
enjoyment of the outdoors.
• Create a significant gateway entrance into campus core along Skyline College’s
southern edge.
• Enhance pedestrian pathways from parking lots and between existing
buildings to improve pedestrian flow and increase the safety and security
of users.
• Remove buildings not originally designed to support College-level instruction
(Building 19 (Pacific Heights) and Building 14 (Loma Chica) from the campus
space inventory.
• Plan for potential on-campus faculty/staff housing.
• Integrate sustainable design practices, materials, and technologies in new
construction and renovation projects in order to:
o
o
o
o

Reduce operational costs.
Provide leadership and community responsibility.
Raise the public’s awareness about the importance of sustainability.
Create facilities that represent examples of sustainable practices.

Facilities Design Standards are equivalent to LEED standards for green buildings, including
the use of green materials in finishes where feasible, re-use and diversion of construction
materials, recovery of waste heat, storm water pollution prevention, low toxicity cleaning
products, electrical utility equipment and vehicles, emphasis on water conservation in
landscaping and building design, and the use of renewable energy where feasible.
Additionally, Skyline College emphasizes energy conservation through compact fluorescent
lighting retrofits, building systems automation controls, and motion and photo sensing
controls, resulting in energy efficient buildings that exceed Title 24 standards. Facilities staff,
as led by Vice Chancellor, Jose Nunez, LEED, AP, is well equipped to understand and
support sustainability practices (III.B.49).
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The projects recommended as part of the 2011 Facilities Master Plan for Skyline College are
as follows:
New Construction or Renovation
• Building 1, Social Science/Creative Arts Complex
Renovation or Reconstruction of Existing Facilities
• Building 5, Library/Learning Resource Center
• Building 14, Loma Chica
State Approved Projects – Pending Funding
• Building 2, Student Services
Projects Pending State Approval
• Center for Kinesiology and Human Performance
Demolition of Existing Facilities
• Building 1, Fine Arts Complex
• Portable Building 16, Child Development Center (currently being relocated to
Building 14, Loma Chica)
• Building 19, Pacific Heights
• Portable Buildings 3A through 3E
Site Development
• South Pedestrian Gateway
• Parking Expansion
• Wind Turbines
• Electric Car Charging Stations
Potential Building Sites
• Environmental Science Complex
• Faculty/Staff Housing
• Building at Vista Point
Unfortunately, the District’s general obligation bond Measure D did not pass in November
2011.
In 2003, the District engaged a consultant to conduct a physical survey of all three campuses.
The survey assessments were completed in partnership with the CCCCO and documented in
the statewide online facilities database known as FUSION (Facility Utilization, Space
Inventory Options Net). This powerful database allows facilities planners at the District and
state levels to create reports on facilities condition indices, plan projects, maintain a space
inventory, and track state funding on approved projects. In December 2005, a re-survey of
Skyline College was conducted in order to update the information contained in the facilities
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deficiencies database. Every year, the SMCCCD and Skyline College submits a five-year
construction plan to the CCCCO for funding consideration in the Capital Outlay Program
(III.B.50). This plan is developed by Facilities planners, in consultation with Skyline College
and District administration, and is approved by the Board of Trustees. Initial project
proposals for state funding, final project proposals, and a comprehensive detailing of planned
projects (be they locally or state funded) are shown in priority and sequence in the five-year
construction plan. The plan takes into account an important criterion for campus facilities
planning: capacity to load ratios. The capacity to load ratio is a comparison of the square
footage a college has in relation to the square footage the college’s enrollment indicates it
needs. Capacity to load ratios are measured for the different categories of space, including
lecture, laboratory, office, library, and audio/visual support spaces.
As the capital construction program provides opportunities to construct campuses whose
facilities meet the needs of the colleges, it is imperative that the cost of operating and
maintaining those facilities–the total cost of ownership–be considered. SMCCCD has several
mechanisms by which to ensure that total cost of ownership is taken into account. Facilities
Design Standards have been developed to ensure that new and renovated facilities are
designed and constructed in accordance with District operational criteria. For example,
energy efficiency is of paramount importance, particularly in light of escalating energy costs.
For new buildings in particular, energy efficiency is a high priority design criterion. For
example, Skyline College’s Building 4 has achieved LEED Silver Certification (III.B.51).
Other District facilities design criteria include but are not limited to architectural finishes that
are functional, pleasing, durable, and maintainable, as well as environmentally friendly;
furniture that has been selected in accordance with criteria that includes comfort,
ergonomics, durability, maintainability, and longevity; and the design of new systems
(mechanical, electrical, communications, building management controls, fire alarm, security
systems, plumbing fixtures, etc.) with existing campus wide systems in mind to ensure that
maintenance staff have the knowledge, tools, and equipment to operate and maintain them
(III.B.42).
Self Evaluation
The College meets this standard. Long-range capital planning, in the form of facilities master
planning, annual updates of the five-year construction plan, utilization of the information
about the condition of facilities contained in the facilities deficiencies database, as well total
cost of ownership analyses, and the development of Facilities Design Standards allow for
informed decision-making resulting in facilities that support the institutional MVV and goals
of Skyline College.
Actionable Improvement Plans
None
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III.B.2.b.

Physical resource planning is integrated with institutional planning.
The institution systematically assesses the effective use of physical
resources and uses the results of the evaluation as the basis for
improvement.

Descriptive Summary
Institutional planning precedes and provides direction for physical resource planning. Skyline
College has a robust, integrated planning process that includes reviewing and revising its
MVV and institutional goals and priorities on a regular basis. These, in turn, guide
institutional planning including the Education Master Plan. Comprehensive Program Review,
Annual Program Plans, and Administrative Leadership and Unit Reviews are integral
components of the College’s integrated planning cycle. These planning documents provide
both near- and long-term facilities and equipment requests linked directly with student
learning outcomes (III.B.10, III.B.11, and III.B.12). It is the institutional planning that
provides guidance for physical resource planning.
Physical resource planning at the facilities master planning level is a highly participative and
iterative process. College administration, constituent groups, as well as District Facilities
planners, the Chancellor, and the Board of Trustees collaborate to ensure that facilities
support educational and other strategic goals. The facilities master planning initiatives
undertaken by the District in 1997, 2001, 2006 and 2011 have been preceded by a review of
the Education Master Plans and/or educational strategic plans in place. Annual updates of the
five-year construction plan are also inclusive efforts involving College administration, enduser groups, facilities planners, District executives, and the Board of Trustees (III.B.52).
Project-level programming and planning, review of design documents, and selection of
furniture, fixtures and equipment is based on input from College administration and end
users. District Facilities planners meet weekly with each college’s President’s Cabinet to
review and strategize on facilities planning issues. These interactions ensure that physical
resource planning is integrated with institutional planning.
In fall 2005, the Facilities HelpCenter was launched. It was improved in fall 2007. The
Facilities HelpCenter is an online service request application that allows customers to place a
service request online and receive status reports on the resolution and completion of their
issue. The Facilities HelpCenter is a sub-module of the computerized maintenance
management system, and the system also includes a module for preventive maintenance
activities. Upon completion of a customer-triggered work order, the system automatically
sends a short customer satisfaction five- question survey that solicits feedback about the
timeliness of resolution of the work order, whether the resolution was satisfactory, and
information about the responder. The results of the HelpCenter customer satisfaction survey
are reviewed monthly by the College’s Facilities Operation Manager in order to ascertain the
satisfaction level for submitted work orders in the current period against previous periods,
reinforce the maintenance staff’s behaviors that resulted in good feedback, and seek
improvement in areas in which feedback was unsatisfactory. The Facilities HelpCenter can
be accessed through either the District Facilities website or the District Web portal site. The
quality of and timeliness of services provided by the Skyline College Facilities Department is
of paramount importance (III.B.34).
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The SMCCCD Facilities Department website was launched in 2002, with continual updating
occurring on a regular basis (III.B.6). The site allows the Skyline College community to
easily obtain information and stay abreast of information related to facilities maintenance and
operations as well as the capital construction program. The site is robust, and continues to be
a dynamic work in progress.
The District and Skyline College’s capital construction program has resulted in the addition of
new buildings in the space inventory which must be maintained. The District Committee on
Budget and Finance developed a resource allocation model with a mechanism that increases
(and decreases) annual maintenance budgets to reflect additions and deletions from the space
that needs to be maintained (III.B.2, page 106). This resource allocation model appropriately
aligns fiscal resources with physical resources. These mechanisms, which integrate physical
resource planning with institutional planning, allow the District and Skyline College to
systematically assess the effective use of physical resources and use the results of the
evaluation as a basis for improvement.
Self Evaluation
Skyline College and the District have in place, integrated planning processes that guide
institutional planning. These processes, which integrate physical resource planning with
institutional planning, allow SMCCCD and Skyline College to systematically assess the
effective use of physical resources and use the results of the evaluation as a basis for
improvement.
Actionable Improvement Plans
None.
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Standard III.B. Evidence
III.B.1

Skyline College Education Master Plan 2013-2019 ( Download Document )

III.B.2

SMCCCD 2011 Facilities Master Plan ( Download Document )

III.B.3

Skyline College Mission-Vision-Values ( Web Page )

III.B.4

Skyline College Strategic Plan ( Download Document )

III.B.5

Integrated Planning and Participatory Governance for Student Success
( Download Document )

III.B.6

SMCCCD Facilities Website ( Web Page )

III.B.7

Skyline College Public Safety Website ( Web Page )

III.B.8

SMCCCD Public Safety Department Website ( Web Page )

III.B.9

Hazard Communication Program ( Download Document )
Chemical Hygiene Plan ( Download Document )

III.B.10 Comprehensive Program Review ( Web Page )
III.B.11 Annual Planning Documents ( Web Page )
III.B.12 Administrative Leadership and Unit Review documents ( Web Page )
III.B.13 Educational and Facilities Master Planning Project ( EFMPP ) ( Web Page )
III.B.14 Skyline College Technology Plan 2012-2015 ( Download Document )
III.B.15 Skyline College Off-Campus Sections ( Download Document )
III.B.16 SMCCCD Maintenance Work Order S-17957 ( Download Document )
III.B.17 SMCCCD Maintenance Work Order S-18259 ( Download Document )
III.B.18 CIP Information 2010 Update ( Download Document )
III.B.19 Skyline College Open Forum on Construction Planning Input
( Download Document )
III.B.20 SMCCCD Maintenance Operations Review ( Download Document )
III.B.21 SMCCCD Custodial Program Review ( Web Page )
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III.B.22 SMCCCD Facilities Ground Maintenance Program Review Website ( Web Page )
III.B.23 SMCCCD Facilities Engineering Program Website ( Web Page )
III.B.24 SMCCCD Facilities Service Levels ( Web Page )
III.B.25 Vista Center Report ( Download Document )
III.B.26 Employee Voice Survey, Executive Summary 2012 ( Download Document )
III.B.27 Skyline College Health and Safety Meeting Minutes ( Web Page )
III.B.28 SMCCCD Safety Meeting Minutes ( Download Document )
III.B.29 SMCCCD Public Safety Website ( Web Page )
III.B.30 SMCCCD Custodial Safety Training ( Download Document )
III.B.31 SMCCCD Grounds Safety Training ( Download Document )
III.B.32 SMCCCD Engineer Safety Training ( Download Document )
III.B.33 District Annual Reviews of Facilities Risk Conditions ( Download Document )
III.B.34 SMCCCD Facilities HelpCenter ( Web Page )
III.B.35 Facilities Help Center help form that is on the secured site ( Download Document )
III.B.36 Incident Example of Security Camera Effectiveness ( Download Document )
III.B.37 SMCCCD Indoor Environmental Quality Information ( Web Page )
III.B.38 Memo from Jose Nunez to Ron Galatolo, July 13, 2010 ( Download Document )
III.B.39 District Wide Survey assessing occupant satisfaction with Facilities staff and
service ( Download Document )
III.B.40 APPA Facilities Survey Index Report Process 2011/12 ( Download Document )
III.B.41 Design Standards ( Download Document )
III.B.42 SMCCCD Facilities Design Standards Website ( Web Page )
III.B.43 SMCCCD Sustainability Goals ( Web Page )
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III.B.44 Completed Sustainability Initiatives ( Web Page )
III.B.45 Skyline College Sustainability Plan ( Download Document )
III.B.46 2001 Facilities Master Plan minutes ( Download Document )
III.B.47 2006 Facilities Master Planning ( Download Document )
III.B.48 SMCCCD 2012-13 Final Budget Report ( Download Document )
III.B.49 V.C. Jose Nunez, LEED, AP ( Web Page )
III.B.50 Capital Outlay Program ( Web Page )
III.B.51 LEED Certification for Building 4 Skyline College ( Download Document )
III.B.52 SMCCCD Facilities Annual Update of 5 Year Construction Planning
( Download Document )
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III.C. Technology Resources
III.C.

Technology resources are used to support student learning programs and
services and to improve institutional effectiveness. Technology planning
is integrated with institutional planning.

Descriptive Summary
Skyline College uses resources to support student learning programs and services to improve
institutional effectiveness. In the past five years, guided by its MVV, Skyline College has
made significant progress in the planning, support, and deployment of innovative teaching
and learning design of classrooms and laboratories, communication, faculty and staff
computing, network bandwidth and availability, and distance education. Technology
planning is fully integrated into the College planning process. The District Instructional
Technology Services, ITS (III.C.1), and Educational Services and Planning Office (III.C.2)
participate on the college’s Technology Advisory Committee (TAC) (III.C.3) and assist with
the development of the Skyline College technology planning including the most recent
Technology Plan 2012-2015 (III.C.4). Additionally, the ITS Technology Strategic Plan 20122016 reflects the support role of ITS to Skyline College (III.C.5)
Guided by the Education Master Plan and the Strategic Plan (C.III.6, C.III.7), Skyline
College’s planning structure integrates technology planning through Annual Program Plans,
Comprehensive Program Review, Administrative Leadership and Unit Reviews and
institutional planning connecting campus technology planning with District technology
planning. Planning is used not only to determine needs but also to ensure ongoing support for
technology use at the College. In addition to the annual planning process, the College has
TAC made up of faculty, staff, administrators and ITS staff. The College is connected to
District planning through the District Distance Education Advisory Committee, through ITS
planning and through ITS representation on the TAC committee at Skyline College. The
planning structure is described in the college’ Integrated Planning and Participatory
Governance for Student Success handbook (III.C.8)
As a result of long-term facilities planning and the passage of two public constructions bonds
by SMCCCD, Skyline College has completed extensive renovations to many of the
buildings. In 2005, the citizens of San Mateo County passed Measure A for the District.
Measure A allowed the College to continue the construction and renovation of instructional
facilities and technology that was started in 2001with the passage of Measure C. These two
measures have allowed Skyline College to obtain the technological resources necessary to
become a community college leader in providing excellent educational opportunities along
with access to services and resources for its diverse student and employee population. In
2011, two brand new high-tech buildings were completed. Building 4 houses the College’s
Cosmetology and Wellness program, the Multicultural Center, 11 state-of-the-art classrooms,
and an Administrative Office suite. Building 11 is the Automotive Technology Transmission
facility. Building 11 includes a transmission lab and two class/demonstration rooms (III.C.9).
All facilities in this building include leading edge instructional technology. In 2009, the
Facility Maintenance complex was completed. In addition to new buildings, several
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technologies were added to monitor and manage utility utilization to help meet the College’s
goal for sustainability (III.C.10).
In 2008, a major renovation was completed for science Building 7. All classrooms and labs
in Building 7 were updated with the latest in instructional technology and all faculty and staff
were equipped with computers and other technology to allow them to utilize the latest
technology. With support from Measure A, the District ITS has continued to improve the
reliability, speed, and the availability of network services. For example, Skyline College
provides ubiquitous wireless services for students and staff that exceed 3-Giga bits per
second of data. In addition to these major initiatives, Skyline College has also completed
several minor projects over the past five years. Each of these projects has included a
complement of technology.
In 2010, voters in San Mateo County passed Measure G, a parcel tax, which provides support
for training and use of technology on the campus as well as in the online learning format
(III.C.11). The Measure G Oversight Committee reports provide information to the
community as to how these funds are used by the College inclusive of technology-related
expenditures (III.C.12).
In fall 2012, Skyline College opened the CTTL. The CTTL serves as a resource for Skyline
College distance education faculty and also serves as the College’s hub for innovation in
teaching and learning. Through the CTTL, the College is empowering faculty and staff to
extend the College’s online and asynchronous instruction and services as well as provide
support for technology used in the classroom (C.III.13). Workshops for faculty are held
throughout the year. In addition, beginning in fall 2013, the CTTL will host a semester long
new faculty orientation, Boot UP, which will feature workshops throughout the fall semester
introducing teaching technologies and pedagogies for face to face instruction as well as
online instruction (C.III.14)
The TAC serves as a viable forum through which faculty, staff and administrators discuss,
plan, investigate, and implement ideas and strategies that will best utilize advances in
technology to enhance instruction, student support services and administrative services, while
providing leadership and support for ongoing technological innovation. The TAC is
responsible for the development of the Skyline College Technology Plan 2012-2015
(III.C.4). The plan includes detailed prioritized replacement schedules for administrative and
instructional technology, Smart classrooms, and general campus technology. In addition, the
plan charts campus technology activities for each academic year and connects College
planning with District planning. The TAC vision, philosophy, and goals are the following:
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The District ITS department is critical to technology planning and deployment at Skyline
College. ITS provides and maintains all administrative applications, the online learning
environment infrastructure and some training, as well as the network. ITS also provides
Skyline College with system technology resources and knowledge that are not available on
campus (III.C.15).
Self Evaluation
The College meets this standard. Skyline College has extensive technology resources that are
used to support student learning programs and services and to improve institutional
effectiveness. Up-to-date technology is available to faculty staff and students. Technology
planning is integrated with institutional planning at both the College and the District level.
Actionable Improvement Plans
None.

III.C.1

The institution assures that any technology support it provides is
designed to meet the needs of learning, teaching, College wide
communications, research, and operational systems.

Descriptive Summary
Technology resources are used throughout the College to support and increase the
effectiveness of student learning outcomes, safety, communication, institutional research and
the quality of services provided to students. Technology needs and the effectiveness of these
resources are identified and measured in a variety of ways at the District and College
including annual planning processes, surveys, usage research, analysis, and dialogue.
Instructional, student services, and administrative needs are identified through annual
planning processes. The Technology Advisory Committee (TAC) (III.C.3) provides direction
in identifying educational technology needs and integrating education technology into
programs.
Technology for communication is maintained and supported by ITS and is facilitated through
Voice-over-Internet Protocol, email accounts for all students, faculty and staff, and text
messaging capabilities which allow immediate notification to student and staff of emergency
situations on campus.
Research at the District and College is supported by various software packages including
Argos, Hyperion, and FormFusion. Operational systems provide support for access to the
Internet and various support services for students, faculty and staff including WebSMART
with services for students and staff including registration for classes, grades, timesheets and
payroll information; WebAccess which provides an easy-to-use Web shell for every class;
Banner; SARs software to support student services; DegreeWorks, an advising and degree
audit system for students; and IntelliResponse, a self-serve Web-based system on the College
website (III.C.15).
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To support institutional effectiveness and student success, Skyline College, in collaboration
with the District, provides robust technology infrastructure, resources and services including
the following:
•

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

92 percent of all classrooms and labs (Smart classrooms include: projectors, screens,
sound systems, wireless internet, video players, and, in most rooms, document
cameras)
100 percent campus wireless Internet access coverage
22 program-specific instructional computer and drop-in labs
7 student services, career and transfer computer labs
2 library-based labs
1,388 computers
478 printers
Campus wide digital signage system
Campus wide security camera network
Campus wide Event Announcement System
Laptop computers for all full-time faculty and limited number of check-out laptop
computers for part-time faculty
A high-tech learning lab facility for faculty in the CTTL
Convenient faculty and staff access to printing
A comprehensive set of administrative software services to assist with
communication, budgeting, planning, and research
A comprehensive set of student enabling software services to assist with degree audit,
scheduling, communications, online instruction, and paying of fees
U-Alert system for emergency communication to cell phones

The overarching direction for all decisions about technology come from the College’s
Education Master Plan 2013-2019 and the College’s Technology Plan 2012-2015 (III.C.6 and
III.C.4). The identification of technology needs is a collaborative process involving all
campus constituents. Technology needs can be grouped as instructional and administrative.
Faculty and staff through their instructional divisions identify technology needs and trends in
their discipline through their Annual Program Plans and Comprehensive Program Reviews.
In addition, the CTTL serves as laboratory for testing and bringing forward new technology
for instruction. As part of the College’s Technology Plan 2012-2015, there are technology
replacement schedules that are updated annually and guide in the planning and budgeting of
resources.
District ITS also plays a critical role in identifying campus instructional and administrative
technology needs and trends. District ITS provides information technology leadership,
support staff, training, policies and procedures related to technology, and strategies for the
effective deployment and utilization of information technology. District ITS adjusts the
allocation of staff resources to the colleges based on need and seamlessly shares technology
solutions in order to leverage savings and efficiency. ITS and the SMCCCD colleges
collaborate District wide and one-on-one to determine the most efficient and compatible use
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of technology. ITS staff also participate regularly in various College committees to discuss
operational and planning issues, including needs of learning, teaching, District wide
communications, research, and operational systems. The District Strategic Plan for
Information Technology 2012-2016 reflects the collaborative planning and direction for
technology direction and support (III.C.5).
Through a variety of committees, the College participates in planning and provides input to
District ITS for the services provided. Examples of committees in which Skyline College
participates include the Chancellor’s Council, District Research Council, Vice Presidents
Council, Enrollment Services Committee, Business and Finance Officers Group, Financial
Aid Advisory Committee, Distance Education Advisory Committee, Facilities Planning and
Operations, District Safety Committee, District Matriculation Committee, Network Advisory
Group, and Technology Planning Committee.
Assessment of the effectiveness of campus technology is ongoing. Technology
appropriateness and program impact is included as part of the Annual Program Plan,
Comprehensive Program Review, and Administrative Leadership and Unit Review processes
(III.C.8) The TAC assesses campus needs and puts out a campus wide technology assessment
on a biennial basis. Finally, District ITS has recently implemented a technology survey.
Results of both recent surveys indicated overall satisfaction with the services provided
(III.C.16).
Self Evaluation
The College meets this standard. The College continues to advance in its acquisitions,
operations, planning, and evaluation of technology in support of student learning outcomes,
College goals and priorities, and institutional effectiveness. The integrated annual planning
processes, and College and District committee structure provide opportunities for faculty and
staff to identify specific instructional equipment and technology needs. Supported by the
Skyline College Technology Plan 2012-2015 and the District Strategic Plan for Information
Technology 2012-2016, clear processes to identify and assess technology needs are in place.
Results of recent surveys conducted by District ITS and the TAC indicate that Skyline
College is meeting this goal.
Actionable Improvement Plans
None.
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III.C.1.a

Technology services, professional support, facilities, hardware and
software are designed to enhance the operation and effectiveness of the
institution.

Descriptive Summary
Supported by the District, Skyline College’s technology services, professional support
facilities, hardware and software are designed to enhance the operations and effectiveness of
the institution. Skyline College planning and decision-making regarding technology is guided
by the College MVV, the Education Master Plan 2013-2019, and the Technology Plan 20122015 and is connected to and supported by the District through its mission and planning.
Decisions regarding program-specific technology begin at the program level and begin with
student learning outcome assessment, Comprehensive Program Review, and Annual Program
Plans. At the College level, the TAC provides research, guidance, and recommendations for
technology supporting institutional effectiveness, teaching and learning. The director of ITS
has responsibility for managing information technology for the District and advises the
Chancellor on District wide technology decisions. The director and ITS staff also work with
the College in providing assistance with the planning, deployment, and support of
information technology initiatives.
Decisions about services, professional support, facilities, hardware and software are
collaborative. Generally, before any decisions are made concerning technology, ITS is
consulted to ensure that any acquisition and/or implementations are consistent with District
standards and will be supported by District ITS. The TAC is also active in ensuring that
technology acquisitions and/or implementations are consistent with the College Technology
Plan 2012-2015, which provides detailed planning and implementation strategy for computer
and related technology replacement, as well as providing direction for keeping current with
technology and training. Finally, the end users provide direction and are asked to review any
technology decisions to ensure that the technology addresses the needs of faculty and
students.
The TAC monthly meetings are open to all faculty and staff, and the College community is
encouraged to bring forward ideas concerning technology as it applies to teaching, learning,
and operations (III.C.3). In addition, each meeting generally includes demonstrations of a
new technology that can impact instruction. Demonstrations are followed by discussion about
the cost, impact, and feasibility of new technology. If there is agreement on the potential of
the new technology, a pilot study is arranged and the results are reported back to the
technology committee.
Further, administrative technology is provided and supported by District ITS (C.III.15).
Examples of the administrative services provided to the College by District ITS include the
following:
•

Banner®: The ERP system utilized at the District is SunGard Banner®. It was
initially installed in 1991-1992 and has undergone significant major upgrades over
the years. Banner® is extensively used by all faculty, staff, and students and includes
major modules for student registration, faculty grading, transcript production, student
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accounts payable, financial accounting, budget development, purchasing, student
financial aid, and payroll and human resources. The Banner® Web interface, locally
called WebSMART, is accessed by students and staff to conduct a variety of selfservice tasks such as registration, payment of fees, faculty grading, etc. Mandated
state and federal reporting is largely based on information residing in the Banner®
database.
•

Faculty and Staff Email: ITS maintains a comprehensive unified messaging service
for the staff of the colleges and District which includes voicemail and email. The
system is based on Microsoft Exchange Server 2007 and Siemens Xpressions
products. There are more than 3000 email accounts currently supported by the
system. To reduce and control email spam, ITS is using Pure Message Spam filter.

•

Argos®: The Web-based reporting tool used to provide users with a variety of reports
and data extracts from the Banner® transactional or data warehouse Oracle databases
is Argos®. It is a product licensed from Evisions, Inc., a company based in Southern
California. The application is also intended to provide end users with the ability to
more easily create ad-hoc reports.

•

Hyperion®: Extensive enrollment statistics are available from the Web-based
Hyperion® dashboards. These academic term-based dashboards compare enrollment
statistics against the same period in the semester to the previous year’s registration
cycle. The historical dashboard takes a snapshot of the enrollment statistics at various
key points in time throughout the term. Decision makers throughout the institution
access these reports for timely and accurate information throughout the term. The
dashboards are built from the local data warehouse using the Hyperion® Developer
Tool.

•

CCCApply®: Students use CCCApply® to apply for admission and enrollment at any
of the three colleges. The system is hosted by the vendor, XAP Corporation, and
applications are downloaded automatically into Banner® throughout each day.

•

Banner® Document Management System (BDMS): BDMS is a comprehensive
document imaging system that is tightly integrated with Banner®. It allows users to
scan, index and retrieve documents in an efficient manner. Documents can be
retrieved directly from Banner® or through Xtender’s user interface. Student services,
the financial aid offices, purchasing, and finance offices are all heavy users of
document imaging to greatly reduce document storage and filing costs. As of January
2012, the system stores almost 1.4 million documents and 3.8 million images.

•

DegreeWorks: DegreeWorks is a Web-based academic advising and degree audit
tool that the District implemented in 2011. Students and advisors are able to check
academic progress and receive advice on courses needed to satisfy requirements
towards achieving academic goals. The system also provides an electronic
education plan that is currently being implemented.
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•

SARS: At all three colleges, SARS Software Products are used for counseling
appointments and record keeping to enhance student services. Currently supported
products include: SARS-GRID, SARS-CALL, SARS-TRAK, and eSARS. The SARS
servers utilize an MS SQL Server database and are maintained and backed up in the
data center. Interfaces between SARS and Banner® are supported by ITS.

•

GWAMAIL: This is a locally developed application that is integrated into Banner®
and was launched in the summer of 2007. GWAMAIL allows selected users to send
email messages to targeted student populations.

•

Text Messaging: Students are able to subscribe to receive important campus wide
emergency announcements via text message. Alert-U was contracted to provide this
service.

In addition to administrative services, District ITS also provides several technology services
in direct support for students. Examples of the technology services to students include the
following:
•

WebSMART: WebSMART is the Web interface to Banner® that enables students to
register for classes, view grades, pay fees, request transcripts and apply for financial
aid. WebSMART is supported by the Admissions and Records departments at the
individual colleges (III.C.17).

•

WebAccess: WebAccess is a course management system that is the District’s
implementation of Moodle. WebAccess® is hosted offsite by Moodlerooms. Every
faculty member that has a class assignment in Banner® automatically has a
WebAccess® course(s) shell created for them. Faculty use of WebAccess® ranges
from supplemental course information to providing a course completely online. In a
survey conducted by the CTTL in fall 2012, 47 percent of Skyline College’s faculty
reported using WebAccess as a whole or part of their instruction (III.C.18).
WebAccess support is outsourced to a call center, AELearn, a vital resource for
providing expertise and coverage that would not be provided in-house without
significant investment in additional staff. Issues that cannot be resolved by the
support center are escalated to the Web Services Support Team. Typical Skyline
College monthly help requests range from 20-40 when classes are in session. The
help requests are equally divided between faculty and students. Approximately 20
percent of all help requests are related to issues with passwords and course access.
During spring 2012, District ITS conducted a user-satisfaction survey that included
questions about AELearn service over 75 percent of the respondents indicated they
were satisfied or better with the service provided.

In addition to the technology activities that are detailed in the Skyline College Technology
Plan 2012-2015, Skyline College is also participating in a critical District wide committee to
determine an upgrade path for WebAccess along with possibly relocating hosting services to
another provider. Upgrading to the latest version of Moodle 2 will provide students and
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faculty with improved performance and additional services. Skyline College is well
represented and is a strong voice on this District committee to ensure that the upgrade will be
well supported and smooth.
•

MySmccd: MySmccd provides all students a @my.smccd.edu Google email account,
calendaring and docs as part of the Google Apps for Education suite of products
(III.C.19).

•

eSARS: eSARS provides a self-service interface to the SARS-GRID appointment
system. Students can make appointments for a variety of services.

•

Early Alert: Early Alert, part of a District initiative to increase student retention and
success, is a locally created software package designed and implemented to enhance
the ability for faculty to send students an “alert” message indicating the student needs
additional support.

•

Electronic transcript interchange: eTranscript California is the statewide Internetbased system for requesting, transmitting, tracking, downloading, and viewing
academic transcripts among authorized educational institutions and their trading
partners. Implementing eTranscript has enabled the District to save time, save money,
reduce paper consumption, improve customer service to students and reduce
workload demands on staff.

•

WebSchedule: WebSchedule provides students with a publically available Web
interface of the schedule of classes that is dynamic and searchable. It easily identifies
courses that have open seats or waitlists. In addition students can opt in to be notified
when the next semester schedule is posted via email.

Each year, the College’s divisions (instructional, administrative, and student services) submit
requests for technology and other support needs through Annual Program Plans,
Comprehensive Program Previews, and Administrative Leadership and Unit Reviews. Based
on available funding, the President’s Cabinet, the College Budget Committee, the Student
Services Leadership Committee, and the Instructional Leadership Team review and prioritize
requests. The Instructional Leadership Team has oversight of the instructional equipment
budget and makes recommendations regarding technology hardware and software to meet
instructional needs. The Student Services Leadership Committee has oversight of the Student
Services equipment budget and makes recommendations regarding technology hardware and
software to meet Student Service’s needs. Recommendations are forwarded to the Cabinet for
final approval and prioritization. The prioritized needs are integrated into the College’s
technology replacement schedules. The result of this process is evident in the technology
expenditure proposal that is updated annually and included in the Skyline College
Technology Plan 2012-2015.
Needs for classroom and building renovations are assessed regularly. Needs are reviewed in
College Cabinet along with the District’s Capital Improvements Projects team. These two
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groups review, prioritize and budget projects as resources become available. College needs
for facility and classroom improvement to support student success are reviewed annually
through the College’s planning process.
The CTTL (III.C.13), opened in fall 2012, serves as the hub for information, innovation,
support and training for faculty and staff involved with distance education and the use of
instructional technology. The CTTL, co-chaired by the faculty Distance Education
Coordinator and the Professional Development Coordinator, provides workshops, training,
and support for effective use of technology in the classroom and online to faculty and staff
throughout the year.
In addition to the two CTTL co-chairs, the College has added a full time Instructional
Technologist in the CTTL to support faculty and staff with technology use and innovation.
Since 2011, Skyline College continues to engage a technology consultant to support College
technology planning and to assist College staff in the implementation of those plans.
Self Evaluation
The College meets this standard. Through a comprehensive and broad-based collaborative
process, Skyline College provides extensive technology services, including both hardware
and software and the support and facilities to use them well. Integrated planning processes at
the college and collaborative planning with the district, provide direction for the college to
implement technology that supports student learning and student success. Software, hardware
and support are available for faculty and staff to support their work. Through a variety of
committees and online assessments Skyline College is regularly assessing and revamping
technology services, support, facilities, hardware and software to insure that Skyline College
is providing technology to enhance the operation and effectiveness of the institution.
Actionable Improvement Plans
None.
III.C.1.b

The institution provides quality training in the effective application of its
information technology to students and personnel.

Descriptive Summary
Skyline College provides students and College personnel quality training, support, and
professional development in the effective application of information technology. Up until
2008, technology training for College faculty and staff was provided by the College’s Center
for Teaching and Learning. Budget restraints in 2008 forced the center’s closing. This
resulted in a void in technology training opportunities for faculty and staff. In 2009, the
District Distance Education Advisory Committee implemented the STOT program (III.C.20).
This District program provides training opportunities to full- and part-time faculty who are
currently teaching online or plan to teach online. The STOT program is offered twice a year.
For each STOT session, Skyline College is allocated seven slots. Over 52 Skyline College
faculty have participated in STOT with a completion percentage of 82 percent.
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The District also offers ongoing professional development opportunities, including a
database of online tutorials through iTunes U, guidance on the creation of ePortfolios, and
other helpful support information (III.C.21, III.C.22). ITS also provides ongoing training on a
variety of desktop applications. Recent examples include trainings on Adobe applications,
DegreeWorks workshops for counselors and students, WebAccess, and Securing Your
Workspace to Meet FERPA Standards (III.C.23).
The Skyline College CTTL opened its doors in fall 2012 with a broad-based mission of
supporting professional development for faculty and staff. The table below shows the general
support services the CTTL provides:

The CTTL’s Learning Space is equipped with “Wall Talker” technology, video conferencing,
and computer technology available to faculty and staff to explore technology, pedagogy and
innovation in teaching and learning. The Learning Space also serves as an experiential
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learning lab, where both experienced and emerging distance educators can experiment with
new technological tools in a non-threatening and low-risk environment prior to implementing
them in the classroom. Faculty and staff have opportunities for individualized or group
instruction, designed to significantly enhance professional capacity for providing quality
instruction and support services to distance learners (III.C.24).
Among the many services provided by the CTTL are a regular series of technology training
programs and workshops designed for faculty and staff. The workshops are usually one to
two hours in length and are scheduled throughout the day to provide maximum opportunities
for participation. The CTTL assess technology training needs informally through meetings
with divisions and employee groups and formally through an online survey. The survey
completed fall 2012 indicated a strong interest in basic WebAccess training. As a result, the
spring CTTL workshop schedule included a series of coordinated workshops on the use of
WebAccess. With the addition of the Instructional Technologist position, the CTTL can host
more workshops, training, and “just-in-time” support for faculty (C.III.25).
District ITS also provides FAQs and tutorials online for students and has given presentations
to student groups when launching new systems, such as student email, WebSchedule and
DegreeWorks. In addition, District ITS makes available to students online training materials
such as My.Smccd tutorials and student WebAccess tutorials (III.C.19 and III.C.26).
Campus provided technology training for students is carried out through curricular offerings
in the Business and the Science, Math, and Technology divisions. The Business Division
offers courses in a variety of software applications, with these courses available during the
day, evening, and on Saturdays in a variety of formats, including semester-length, short-term
and online. The Business Division has an active advisory committee, made up of community
and business partners, who inform the division regarding technology needs for students
entering the workforce (III.C.27).
Science, Math, and Technology Division offers courses in Telecommunications and Network
Information Technology during the day, evening, and Saturdays. Courses are in the areas of
wireless technologies, Linux, networking, electrical fundamentals, wiring and installation,
mobile communications, PC configuration and repair, A+, Cisco routers concepts and
applications, fiber optics, network security, and network troubleshooting. Cisco Academy
courses are patterned after Cisco training guidelines. The program is industry-backed, handson and designed for students to keep current with changing technology. The program is
developed in direct response to the needs of the industry and focuses on the skills employers
want (III.C.28).
Additionally, the College provides for informal support for students in the library, The
Learning Center, the CALT and other open computer labs, all of which have College staff
available to regularly assist students with technology needs (C.III.29).
Training and orientation for distance education students is provided by the College and by
the District. Skyline College has a comprehensive distance education support system in place
for students new to online education (C.III.30) and for current online students (C.III.31). The
site provides information for students on how and where they can get support services to
support their distance education. The College website also links the student to the District
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Distance Education Gateway website (III.C.32). From this comprehensive website student
can access information about online course availability, use of online tools, and information
about learning online. There are several tutorials covering topics from email to time
management. In addition to the support for faculty and staff through CTTL, the Distance
Education website also provides resource information for faculty and staff (III.C.33)
Training is also provided by SLOAC for faculty members to use TracDat, a program which
contains the records for student learning outcomes, their assessment, and plans for
improvement (III.C.34). The Curriculum Committee has trained all division representatives
in the use of CurricUNET, the data base for recording all information related to Course
Outlines of Record. These representatives train faculty members in the use of CurricUNET
(III.C.35).
Self Evaluation
The College meets this standard. Skyline College provides a rich variety of quality
professional development and training opportunities for students and staff. Students are
provided training and technology support through courses, online tutorials and workshops
to support their effective use of technology tools such as DegreeWorks. Students also
receive informal instruction at various open computer labs, the library, and The Learning
Center. Through the CTTL, District Distance Education Gateway, workshops and online
tutorials, Skyline College provides quality training for faculty and staff. Skyline College
also provides specific support for faculty and students in online teaching and learning.
Actionable Improvement Plans
None.
III.C.1.c

The institution systematically plans, acquires, maintains, and upgrades or
replaces technology infrastructure and equipment to meet institutional
needs

Descriptive Summary
Skyline College systematically plans for, acquires, maintains and upgrades the technology
infrastructure and equipment to meet institutional needs. The College accomplishes this
through integrated planning at the College and through collaborating in planning for
technology with the District. Comprehensive Program Reviews and Annual Program Plans
provide for analysis, dialogue and identification of resource needs, including technology
needs, at the program level. This planning is linked to integrated planning of the College
through the IPC. The work of the TAC is also integrated into College planning through the
IPC.
Technology planning at the College is coordinated with District technology planning. The
District Strategic Plan for Information Technology 2012-2016 reflects the collaborative
support of the District to the College. The College’s Technology Plan 2012-2015 includes a
five-year instructional lab replacement schedule, a four-year replacement schedule for
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faculty and staff technology, and a four-year update schedule for Smart classrooms and
conference rooms. In addition, the plan includes an annual recommended budget for
technology. For the 2012-2013 academic year the recommended technology replacement
budget was $240,000. The District has laid out a five-year plan for funding College
technology replacement instruction and operations (III.C.36). Key to Skyline College’s
technology budget is the allocation percentage funding model. Regardless of the amount of
funding available, the distribution of funds for labs, computers, and classrooms is based on
an allocation percentage: 62 percent for staff and faculty technology, 8 percent for campus
printing, 12 percent for classrooms, and a contingency fund of 18 percent (III.C.4).
Each year, the TAC reviews and updates the replacement schedules. The annual replacement
schedules are submitted to the President’s Cabinet for prioritization and funding. Beginning
fall 2012, the District Office has made a five-year commitment to replace instructional labs at
the College. The District funding is approximately $250,000 per year for Skyline College lab
replacement. During the fall 2012, six instructional labs were upgraded at an approximate
cost of $240,000. During spring 2013, 65 faculty and staff’s operational technology was
updated at a cost of approximately $143,000. Additionally, the District has committed to a
four-year plan for $400,000 for Skyline College for instructional equipment and replacement
of operational/office computers on campus (III.C.36).
Division deans can also bring forward to the Vice President of Instruction, requests for
technology not identified in the replacement schedule. These requests come from
Comprehensive Program Reviews or Annual Program Plans and are submitted to the
Instructional Leadership Team and are identified in the annual plan. The Instructional
Leadership Team has oversight of the instructional equipment budget and makes funding
recommendations consistent with the College’s strategic plan. The Instructional Leadership
Team may also seek input from the TAC. Requests submitted by student services are directed
to the Student Services Leadership Committee for review and recommendation to the Vice
President of Student Services and forwarded to Cabinet for further consideration and
funding.
To accommodate unforeseen emergencies, the Technology Plan 2012-2015 recommends an
annual technology budget set-aside equal to 18 percent of the total technology allocation. For
2012-2013, the contingency fund was $43,000. These funds are available to the campus vicepresidents and the TAC to address unanticipated technology needs.
Campus media services include Smart classroom support, delivery and setup of AV
equipment for special events, videotaping and content maintenance of campus digital
signage. Media services are provided by the campus Media Center. The Media Center has a
staff of two FTE and reports to the Director of The Learning Center.
Desktop and network support is provided by District ITS. There are five District ITS
technicians based on the Skyline College campus. Service requests are initiated through the
District ITS portal or can be phoned into the Help Desk (III.C.37). Requests are processed by
District ITS and assigned to locally based ITS technicians for remedy. Response time is
usually less than 24 hours. Both District ITS and Skyline College have issued surveys to
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assess end-user satisfaction with the service. Both surveys indicated satisfaction with the
service provided (III.C.38 and III.C.39).
District ITS also maintains a series of seven instructional servers strategically located
throughout the campus. These servers host applications, provide storage and backup for the
colleges instructional labs. The instructional servers are provided and maintained by District
ITS.
District ITS maintains a high-performance data network that connects Skyline College
workstations and devices to the Internet and District resources. District ITS contracts with
AT&T to provide 1-Gigabit, opt-E-Man circuit. District ITS through its agreement with
AT&T provides Skyline College with robust, redundant, and reliable network connectivity.
Internet services are provided by CENIC and have been upgraded many times over the years;
currently each campus has a 1 gigabyte connection to the Internet. All buildings on campus
have access to the wireless network for both public and administrative access. College-based
network technology is backed up with a series of Uninterruptable Power Supplies. This
system is rated to maintain network and phone services for four hours after a power outage.
In the event of a prolonged power outage, the campus Minimum Point of Entry is equipped
with a transfer switch that will allow the main data room to be powered by an external
generator.
Securing College data and providing backup and recovery is the responsibility of District
ITS. To maintain the reliability of service hosted by ITS at the District Office, the Facilities
Department has installed and maintains an emergency generator to provide backup electrical
power to the building for as long as necessary during a power outage. For fire protection, a
VESDA (Very Early Smoke Detection Apparatus) system has been installed in the Computer
Center. In the event of a fire or overheating of equipment, the VESDA systematically shuts
down the equipment in the center and sets off the appropriate warnings.
ITS conducts backups for all administrative data stored on its servers on a daily basis. In
addition, ITS has in place a comprehensive backup strategy to ensure that all server-based
data is recoverable. This data is written to high-density tapes that are stored in an off-site
location on a weekly basis. ITS facilities around the District host the District’s security
system, ACAMS. ITS provides the network services required for this system.
Because securing College data is a high priority, numerous safeguards are in place to protect
the College’s technical resources, improving security for faculty, staff, and student use of
technology. To maintain network security, the colleges of the District have deployed a multitiered approach which includes the following: Sophos Anti-Virus and Microsoft Forefront
antivirus and malware detection software to protect all desktops and servers; Sophos
PureMessage to detect and quarantine spam email messages; Snort to detect and control
unauthorized network intrusion; Cisco Netflow to monitor and report on network
connections; Exinda packet-shaping appliance to block peer-to-peer services, malware, and
viruses; a public wireless network open to use by students and the public, but shut down
between 11 p.m. and 6 a.m. daily; a private wireless network, a secure wireless network that
requires authentication to provide access to services like Banner; and OpenDNS to prevent
faculty, staff, and students who use the District’s network from being redirected to known
malicious websites.
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The Banner enterprise Resource Planning is regularly updated to maintain vendor support
and accommodate changes to local, state, and federal requirements. The College also
participates in the Microsoft Campus License Agreement which allows ITS to install the
most current releases of the Windows operating system, Office, and several other products.
Self Evaluation
Skyline College meets this standard. Skyline College and the District have effectively
planned to maintain and enhance technology that is available for students, faculty and staff.
Planning at the College is integrated and grows from programs and student learning
outcomes assessment. Planning and budgeting at the College and District provides for
ongoing maintenance, upgrading, and systematic replacement of technology resources. The
District provides an appropriate system for reliability and emergency backup for the College.
Actionable Improvement Plans
None.
III.C.1.d

The distribution and utilization of technology resources support the
development, maintenance, and enhancement of its programs and
services.

Descriptive Summary
Skyline College works through College planning and with the District to ensure that the
distribution and utilization of technology resources support the development, maintenance
and enhancement of its programs and services. Decisions about the use and distribution of its
technology resources are based on information received from a number of sources. The
College’s Instructional Leadership Team, the Student Services Leadership Team, the
President’s Cabinet, and the TAC are the lead advisors. District ITS also provides significant
guidance for equipment distribution and is responsible for maintenance of equipment. Data is
also used. District ITS maintains an inventory of campus technology that includes equipment
details and date of purchase, service call records and technology utilization reports that help
guide the decision process (III.C.40). The College uses a series of guiding principles and
questions embedded in the Technology Plan 2012-2015 to determine instructional lab
resources (III.C.4):
1. What is the relevance of the program to the College’s strategic plan?
2. Does the current equipment and/or software prevent the program from teaching
needed curriculum?
3. Does the current equipment and/or software restrict efficient instruction?
4. Are program enrollment demands exceeding the current lab capabilities?
5. Has there been an excessive number of service calls associated with the lab?
6. Are any of the above conditions likely to occur in the next 18 months?
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The TAC maintains a four-year replacement cycle for faculty and staff computers. The
decision to establish a four-year plan was based on guidance from the System Office, best
practices from the Gartner Group, and budget realities (III.C.4).
District ITS, with guidance from the College, is responsible for the development,
implementation and maintenance of technology to support student and employee services. In
addition, District ITS has the responsibility to provide the College’s students, faculty and staff
with high- performance and reliable network services. Network service is divided into three
virtual networks. The administrative network is the District’s highly secure network used by
College employees and allows access to administrative services and records. An instructional
network that is used in instructional laboratories has access limited to that specific lab and
the Internet. And, a public network that is open to the Internet only. District ITS, in
cooperation with the College, provides packet-shaping technology to block or limit unwanted
Web traffic such as peer-to-peer file sharing and the distribution of protected material.
The District, in consultation with Skyline College, sets standards for campus technology to
be purchased and maintained. Standards for technology that connects to the administrative
and instructional networks include specifications for anti-virus software and updating
policies to prevent viruses and other damaging software from appearing on the District
networks (III.C.41).
The College encourages and supports faculty in the use of technology and Web-based tools
to support instruction on campus as well as at a distance. The TAC actively seeks input from
faculty and staff, and from best practices in technology-supported teaching and learning. The
College gives regular input to the District. For example, in cooperation with the District,
Skyline College faculty and staff insisted upon a standard for faculty laptop computers that
includes built-in Web cams, microphones, and speakers (III.C.42). Software products that
support distance learning are also installed on District-owned faculty laptops. An automated
process in Banner creates a WebAccess course shell for all courses. In fall 2012, the College
opened the CTTL to provide training and support for faculty and staff in the use and the
instructional application of technology and to encourage innovation in teaching and learning.
Examples of technology resources recently deployed to enhance programs and services
include:
•
•

•
•
•
•
•
•

Upgraded Banner to version 8
Implement several student facing technologies
o GWAMAIL – simplified communication with students
o Emergency Text messaging
o Early Alert
o Online Degree Audit
Completed ubiquitous Wi-Fi on campus
Implemented of streaming radio
Implemented a streaming HD video channel using Ustream.tv.
Established a prototyping classroom for experimentation and training
Implemented campus Event Announcement System
Implemented a campus wide digital signage system
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•
•
•
•

Created a more accessible Disability Resource Center
Added a new computer lab for the Career Center
Added 13 new rover carts and upgraded the wireless at Pacific Heights to
bring technology to that facility
Upgraded the following labs:
o Journalism
o Automotive
o Library
o Biology
o Chemistry
o English Language Institute
o Center for Advanced Learning Technology

Self Evaluation
The College meets this standard. Skyline College distributes and uses a wide array of
technology resources that support the development, maintenance, and enhancement of its
programs and services. In fall 2012, Skyline College, in cooperation with the District ITS,
implemented and funded the first year of the multi-year technology replacement plan.
Actionable Improvement Plans
None.
III.C.2

Technology planning is integrated with institutional planning. The
institution systematically assesses the effective use of technology
resources and uses the results of evaluation as the basis for improvement.

Descriptive Summary
Technology planning at Skyline College is integrated with institutional planning. The IPC,
using the Education and Facilities Master Planning Project as guidance, is responsible for
ensuring that technology resources are incorporated into the College planning efforts. The
IPC uses the Technology Plan and other plans including Comprehensive Program Reviews,
Annual Program Plans, and the results of student learning outcome assessment to develop
and prioritize institutional plans and initiatives (III.C.43). Using assessment, data, and
analysis to identify technology needs, all three sets of planning documents go through the
IPC where they are reviewed, posted online and integrated into budget and planning for the
College.
Additionally, the Administrative Leadership and Unit Reviews, provided annually by the
administrative units, also provide input on technology needs. The Instructional Leadership
Team, the Student Services Leadership Team, the President’s Cabinet, and the TAC review
outcomes from Comprehensive Program Review technology needs assessment. From this
process, recommendations and budget allocations are made.
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An example of how the planning process works is illustrated by the recent relocation of the
Skyline College Career Services Center from Building 2 to Building 1. After a thorough
review process of the Career Services Center and the Transfer Center, it was determined that
the Career Services Center would better serve students if it had its own space adjacent to the
SparkPoint at Skyline College and the Workforce Development Center. This relocation
would better situate the Career Services Center near programming centers that have a strong
career component. The College leadership worked with District Facilities to identify an
underutilized facility and remodeled that facility. District ITS provided the technical
specifications for equipment, installed and set up a lab of 25 computers and a Smart
classroom. On September 12, 2012, the Skyline College Career Services Center had an open
house and has been serving more than 50 students a week in the new facility (III.C.44).
Self Evaluation
The College meets this standard. Through the College’s integrated planning process and
participatory governance committees, technology resources planning is integrated with
institutional planning. The Technology Plan 2012-2015 has been essential in informing and
influencing College wide planning. In addition to local College planning, Skyline College
has been directly involved with District wide planning through participation in various
committees.
Actionable Improvement Plans
None.
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Standard III.C. Evidence
III.C.1

District Information Technology Services ( Web Page )

III.C.2

District Educational Services and Planning ( Web Page )

III.C.3

Skyline College Technology Advisory Committee ( Web Page )

III.C.4

Skyline College Technology Plan 2012-2015 ( Download Document )

III.C.5

SMCCCD Technology Plan 2012-2016 ( Download Document )

III.C.6

Education Master Plan 2013-2019 ( Download Document )

III.C.7

Skyline College Strategic Plan ( Download Document )

III.C.8

Skyline College Integrated Planning and Participatory Governance for Student
Success ( Download Document )

III.C.9

Bond Oversight Committee Report to the Community 2011
( Download Document )

III.C.10

Skyline College Sustainability Plan, February 2013 ( Download Document )

III.C.11

Measure G 2010 Report to the Community ( Download Document )

III.C.12

Measure G Oversight Committee Reports Website ( Web Page )

III.C.13

Center for Transformative Teaching and Learning ( Web Page )

III.C.14

Boot Up: New Faculty Orientation ( Web Page )

III.C.15

SMCCCD ITS Services ( Web Page )

III.C.16

Skyline College Technology Advisory Committee Survey ( Web Page )

III.C.17

WebSMART Web Interface Home Page ( Web Page )

III.C.18

CTTL Faculty Survey of Faculty Use of WebAccess ( Download Document )

III.C.19

My.Smccd Tutorials ( Web Page )

III.C.20

SMCCCD Structured Training for Online Teaching Website ( Web Page )

III.C.21

SMCCCD WebAccess Online Tutorial List Website ( Web Page )
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III.C.22

SMCCCD Center for Teaching and Learning Website ( Web Page )

III.C.23

SMCCCD Adobe Workshop Website ( Web Page )

III.C.24

Center for Teaching and Learning “The Learning Space” ( Web Page )

III.C.25

Center for Transformative Teaching and Learning Workshops Website
( Web Page )

III.C.26

SMCCCD WebAccess Tutorials ( Web Page )

III.C.27

Business Division Advisory Committee ( Web Page )

III.C.28

Telecommunications Program Review, Executive Summary
( Download Document )

III.C.29

Center for Advanced Learning and Technology ( Web Page )

III.C.30

Skyline College Distance Education Website for Students New to Online Classes
( Web Page )

III.C.31

Skyline College Distance Education Website for Current Online Students
( Web Page )

III.C.32

SMCCCD Gateway to Education Website ( Web Page )

III.C.33

Skyline College Distance Education Website for Faculty Resources ( Web Page )

III.C.34

Student Learning Outcomes Assessment Committee TracDat Workshop
Examples ( Web Page )

III.C.35

Curriculum Committee CurricUNET Support ( Web Page )

III.C.36

Summary of Funds Available for Instructional Equipment and Materials,
January 7, 2013 ( Download Document )

III.C.37

SMCCCD Service Request Form Website ( Web Page )

III.C.38

ITS Customer Satisfaction Survey Results ( Download Document )

III.C.39

Skyline College TAC Customer Satisfaction Survey ( Web Page )

III.C.40

ITS College Inventory ( Download Document )

III.C.41

District Supported Goods & Services ( Web Page )
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III.C.42

TAC Minutes Example of College Input in District Standards
( Download Document )

III.C.43

Institutional Planning Committee Website ( Web Page )

III.C.44

About the Career Services Center ( Web Page )
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III.D. Financial Resources
III.D.
Financial
Resources

Financial resources are sufficient to support student learning programs
and services and to improve institutional effectiveness. The distribution
of resources supports the development, maintenance, and enhancement
of programs and services. The institution plans and manages its
financial affairs with integrity and in a manner that ensures financial
stability. The level of financial resources provides a reasonable
expectation of both short-term and long-term financial solvency.
Financial resource planning is integrated with institutional planning at
both College and District/system levels in multi-College systems.

Descriptive Summary
Skyline College has financial resources sufficient to support learning programs and services
and to improve institutional effectiveness. Skyline College is one of three colleges in the
District, which as a whole, serves approximately 25,000 students each semester. As of fall
2012, over 10,000 students attended Skyline College generating 3,561 FTES. The College’s
overall budget during FY 2011-2012 totaled $40,217,590, which included a general
unrestricted fund budget of $27,399,018 and restricted funds amounting to $12,818.592.
Approximately 85 percent of the general fund was expended on salaries and benefits
(III.D.1). Although strained by the state budget cuts in recent years, Skyline College has
maintained financial resources that are sufficient to support student learning programs and
services and improve institutional effectiveness.
For years, the District had been on the cusp of becoming a basic aid District. The continued
decline in state funding over the past three years caused SMCCCD to back into basic aid
status during FY 2011-2012, meaning that the revenue limit shrank to meet the local funding
level. The District no longer receives state apportionment; instead, it is funded by student
enrollment fees and local property taxes. Property values in San Mateo County continue to
appreciate; hence, property taxes increase faster than state funding. As a result, Skyline
College anticipates receiving greater property tax revenues which would enable the College
to increase its course offerings and student support in the future, in order to improve student
success. The District will be able to maintain its basic aid status until state revenue growth
surpasses property tax growth.
The District’s commitment to sound financial practices and integrity in fiscal management is
evidenced by the Board of Trustees’ primary goal to “maintain fiscal stability; continue to
scrutinize programs and services to assure that they are most relevant to and aligned with the
District’s core mission of transfer, career-technical education and basic skills; develop
strategies and actions to manage the effects of the state’s budget deficit on our District”
(III.D.2). In line with the Board of Trustee’s goal, Skyline College prioritized its goal to
“establish and maintain fiscal stability and alignment of programs and services” to the core
MVV of the College (III.D.3).
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The institution has consistently supported educational improvements by pursuing sources of
funding separate from state funding. The Board of Trustees garnered the support of San
Mateo County residents in 2010, when the voters of the county passed Measure G, a parcel
tax that provided new funding for the District to allow the colleges to add back course
sections despite state funding reductions. Measure G generates approximately $7 million
annually for four years from 2010-2011 through 2013-2014. Skyline College receives
$2,350,000 a year in Measure G funding. In addition to restoring course sections, these funds
enabled the College to reinstate some programs and services that were reduced or eliminated
with the drastic cuts to categorical programs. Other uses of Measure G funding are specified
in the ballot language (III.D.4). Because of the Board of Trustee’s vision, SMCCCD became
the first community college district in the state of California to successfully pass a votersupported parcel tax.
The dissolution of California redevelopment agencies also provides additional funding for
the District. Redevelopment agency payments to the District come in the form of property
taxes and unless legislation changes, this will provide the District an ongoing revenue stream
that will help maintain the District’s fiscal stability for the foreseeable future (III.D.5).
Skyline College has a history of financial stability and support for student learning programs
and services. Overall, the College relies primarily on its share of the District’s general
unrestricted fund which is distributed among the three colleges, District office, facilities and
central services through the resource allocation model. This District model is driven
primarily by Full-Time Equivalent Students (FTES). Each of the three Colleges is given
FTES goals at the beginning of the year. College allocations are adjusted up or down based
on increases/decreases in their five- year average FTES. From the time the allocation model
was implemented in FY 2006-2007, Skyline College has successfully met its annual FTES
goal, resulting in an increase in the College’s site allocation. This allocation increase enabled
the College to balance its budget with a reserve, and “provide human, physical, technological
and financial resources to assure excellent educational programs and student services in order
to support students in attaining their educational goals and improve institutional
effectiveness” (Skyline College goal number four) (III.D.3). The resource allocation process
has a means for setting priorities for funding institutional improvements. Prioritization is
based on the evaluation of Comprehensive Program Reviews and institutional as well as
program needs.
Financial planning at Skyline College is by a well-documented process that involves all
constituencies and is grounded on the College’s MVV, goals and strategies. The integrated
planning process and the participatory governance structure of the College support
transparency and commitment to educational improvement to increase student access and
success. Information about financial resources and management is widely available both to
those who serve on planning and budget committees and to the College as a whole.
Independent external audits are conducted each year for all funds. The results of the audits
are reported to the Board of Trustees and audit reports are posted on the District website. The
District uses the California Community Colleges Sound Fiscal Management Self-Assessment
Checklist as a barometer for the fiscal health of the institution and as a guide to maintain long
term and short-term financial stability.
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The College President and the College Director of Business Services work closely with the
CBC and College administrators to review budget reports that include an assessment of
expenditures versus adopted budget and to discuss any developments having substantive
fiscal implications. The CBC is responsible for reviewing revenues and expenditures of the
institution (III.D.6). The College uses a position control mechanism to ensure all ongoing
positions are recorded and tracked. Position control reports are distributed annually to each
program manager for verification of accuracy and completeness of data.
Despite the extremely competitive climate for external resources, Skyline College was very
successful and was awarded several federal, state and foundation grants totaling $5,405,086
to date from FY 2012 to FY 2013 (III.D.7).
Self Evaluation
The College meets this standard. Overall, both Skyline College and the District as a whole
are in sound fiscal shape due to a combination of exceptional financial stewardship,
incredible vision, strong community and voter support of general obligation bonds, a parcel
tax measure, and securing a series of state and federal grants. The College and the District
have taken great strides and succeeded in increasing financial resources to provide short-term
and long-term financial stability. As a basic aid district, SMCCCD will receive its funding
from local property taxes which is a more stable source compared to state apportionment,
especially considering the state’s persistent structural deficit and accumulated amount of
deferrals. As well, the District will receive additional resources in the form of property tax
revenues from the dissolution of redevelopment agencies—funds that will benefit the three
colleges and District operations. Measure G funding has helped the institution to restore
classes, programs and services that had been decimated during the state budget crisis. The
College will continue to develop partnerships and seek grant funding.
Actionable Improvement Plans
None.

III.D.1

The institution’s mission and goals are the foundation for financial
planning.

Descriptive Summary
The Skyline College MVV and goals are a comprehensive statement that demonstrates a
strong commitment to the achievement of student learning and success. The mission of
Skyline College is “to empower and transform a global community of learners” in the context
of values related to access, excellence, success, community connection and participatory
governance. The College financial planning process is based upon the College’s MVV, goals
and priorities as evidenced by the rubric criteria for resource allocation and the integration of
the MVV and goals in every component of the planning process (III.D.3).
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The College goals directly address the focus of financial planning related to human, physical,
technological and financial resources to assure excellent educational programs and student
services in order to support students in attaining their educational goals and improve
institutional effectiveness. The College MVV statement was revised in 2011. The IPC and
College Governance Council annually review the College goals and priorities to ensure that
these align with the College MVV, the Board of Trustees goals and District Strategic Plan
(III.D.8).
Skyline College has an integrated planning framework that uses the MVV and goals as a
foundation of the planning process. The framework aligns planning, resource allocation, and
assessment/evaluation. Since the last team visit, the IPC has gone through two rounds of
evaluating the effectiveness and usefulness of the planning and budgeting framework. The
College implemented a strategic planning process in 2006-2007 using a Three-Year Work
Plan. In 2012, the planning process was modified to strengthen the integration of student
learning outcomes assessment, resource needs identification, and budget and planning.
Programs across the College now engage in a six-year Comprehensive Program Review and
Annual Program Plan informed by student learning outcomes assessment and analysis and
resulting in identification of resource needs including personnel, facilities, and equipment.
The IPC uses these plans and other College planning documents and integrates the plans into
the budget planning and allocation process with the CBC. The integrated planning process is
described in the Integrated Planning and Participatory Governance for Student Success
handbook (III.D.9).
In September 2011, the strategic planning process was reviewed and revised to include a
focus on administrative leadership unit planning and review. This modification not only
created a stronger connection of the planning process to the resource allocation process but
also strengthened the focus on the overall College MVV and goals. Additionally, the
resulting Administrative Leadership and Unit Review includes data that informs the College
staffing FTEF Allocation process, the Classified Hiring Priorities process, the Administration
Hiring Priorities process, and the allocation of resources during budget development
(III.D.10).
The CBC, a participatory governance sub-committee of the College Governance Council,
provides a venue for critical dialogue about resource allocation in order to support the
accomplishment of the College MVV and goals. It is comprised of members appointed by the
various constituencies and divisions in the College—faculty, staff, administrators, and
students. The CBC, which reviews the College MVV and goals every year, evaluates,
prioritizes and allocates resource requests, using a criteria rubric that helps show how the
requests align with the MVV and goals (III.D.6).
To illustrate, the FTEF Allocation requests and the Classified Hiring Priorities Requests
require data and justification as to how each position requested will help achieve the goals of
the institution. Similarly, Measure G funds are prioritized and allocated on the basis of how
they meet the College goals and conform to specific expenditures stipulated in the Measure
G ballot language (III.D.11).
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In the case of prospective grant applications, the President’s Cabinet reviews the grant
abstract to ascertain not only how the performance of the grant will benefit the College but
more importantly, how it aligns with the College’s goals and objectives as well as the
institution’s current Strategic Plan (III.D.12).
Self Evaluation
The College meets this standard. The development of the annual general fund budget is
effectively driven by the College’s MVV, goals and strategies, as well as the SMCCCD
Board of Trustees goals and District Strategic Plan, in accordance with Skyline College’s
Education Master Plan 2013-2019, Facilities Master Plan, Matriculation Plan, Student Equity
Plan, the and others. The Integrated Planning and Participatory Governance for Student
Success handbook describes in detail the planning and budgeting process at Skyline College
(III.D.9).
Actionable Improvement Plans
None.

III.D.1.a

Financial planning is integrated with and supports all institutional
planning.

Descriptive Summary
Financial resources are an integral component of every discipline, activity and program that
runs within the College. At Skyline College financial planning is integrated with and
supports with all institutional planning. The College’s MVV provides the foundation for all
institutional planning. The allocation of physical, human, technology and financial resources
is structurally integrated into the planning process at the College. As part of its ongoing
assessment process, the College reviews the MVV and other institutional statements every
three years. The College identifies goals and establishes priorities in every budget cycle. In
addition, the Education Master Plan 2013-2019 and College priorities are directly
incorporated into the integrated planning process. The Integrated Planning and Participatory
Governance handbook describes the integration of the planning process and participatory
governance at Skyline College (III.D.9).
The IPC, governed by the charter and bylaws of the College Governance Council, is the
primary body responsible for coordinating, communicating and integrating College wide
planning at Skyline College (III.D.8). It is also the primary body responsible for the Balanced
Scorecard, a strategic management system that translates the College MVV into meaningful
indicators directly linked to College goals and strategies. Updated at the beginning of each
year to reflect the current prioritized strategies, the Balanced Scorecard enhances the existing
College wide planning process by providing a vehicle for collaborative decision-making that
measures, tracks and communicates performance of goals and strategies. At the end of the
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year, the PRIE office gathers and enters outcomes and achievements into the scorecard. The
scorecard is then reviewed in IPC, College Governance Council and President’s Cabinet to
evaluate accomplishments, identify gaps and determine alternative course(s) of action to take
in the following year to achieve the established benchmarks (III.D.13).
To ensure the continued integration with the resource allocation process, Skyline College
engages in regular annual planning and review of programs. The College’s Comprehensive
Program Review, Annual Program Plan, and Administrative Leadership and Unit Review
documents are used as a primary foundation for resource allocation requests. These plans
require the consideration of student learning outcomes or service area outcomes, institutional
outcomes, College goals and strategic priorities, and resource allocation (such as facilities,
human resources, fiscal and professional development). Each one is considered in the
resource allocation rubric.
The planning and budgeting activities are displayed in an Annual Budget and Planning
Calendar which describes in sequence the various budgeting and planning activities
throughout the year.
This calendar coordinates with the District Budget Planning Calendar, which is developed in
consultation with the District Committee on Budget and Finance, a subcommittee of the
District Shared Governance Council. The District calendar provides timelines for planning at
the colleges, District, and Board, as well as when discussions and decisions are made by the
Board. The calendar encompasses the whole fiscal year and concludes with the adoption of
the final budget. The District Budget Planning Calendar is adopted by the Board in January
each year (III.D.14).
An annual assessment of financial resources begins at the District. The District Committee
on Budget and Finance is made up of representatives from all three colleges as well as the
District; the College has four seats on the Committee who are also members of the CBC. Its
main purpose is to focus on budget planning and communication. The committee reviews
state budget proposals and assists in developing budget assumptions.
Such broad-based consultation ensures quality communication between the College
constituencies and the District for budgetary, financial, and planning purposes. District
Committee on Budget and Finance is charged with developing and modifying the District’s
resource allocation model, evaluating the budget, discussing the impacts of the Governor’s
budget proposal on the District’s ongoing fiscal commitments, and making recommendations
to the Chancellor and Board of Trustees for the tentative and adopted budget as well as for
funding allocations for each of the three Colleges. In making its decisions, the committee
receives information concerning enrollment, trends in revenues and expenditures, cash flow,
insurance, reserves, and long-term liabilities.
In 2011-2012, Skyline College instituted the Completion by Design framework for
developing planning. Completion by Design was created by the Bill and Melinda Gates
Foundation to increase community college completion rates. As a means to integrate
planning with the allocation of resources, the CBC reviewed and modified the budget request
forms to demonstrate how the proposed activity will meet Completion by Design parameters.
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As a result, requests for 2012-2013 Measure G funding were evaluated by CBC based on
how each proposal will help achieve the goals of Skyline College within the Completion by
Design model.
The CBC evaluates funding requests that come forward from the planning processes for
prioritizing recommendations related to the allocation of resources. The Planning and Budget
Request Forms include consideration for supporting the College MVV, goals and strategies,
strategic priorities; links to the unit, department, and College wide plans (i.e. Education
Master Plan, Technology Plan, Administrative Leadership and Unit Review); and the impact
on productivity and focus on student learning outcomes, institutional effectiveness, quality of
programs and student satisfaction (III.D.15).
Self Evaluation
The College meets this standard. Skyline College has implemented a comprehensive and
systematic process for integrating financial planning with institutional planning. By using the
MVV and College goals and priorities as a foundation for planning and in collaboration with
the District’s Strategic Plan, the College integrates its processes for financial and institutional
planning for both short-term and long-term. The College participatory governance process
through IPC and the CBC integrates annual planning and Comprehensive Program Review
into the budget and planning process.
Actionable Improvement Plans
None.

III.D.1.b

Institutional planning reflects realistic assessment of financial resources
availability, development of financial resource, partnerships and
expenditures requirements.

Descriptive Summary
Institutional planning at Skyline College reflects realistic assessment of financial resources
availability, development of financial resource, partnerships and expenditures requirements.
The integrated budget and planning calendar outlines the order and timing of the various
components of the process. Institutional planning reflects budget requirements (III.D.16).
Before SMCCCD gained basic aid status, it was dependent upon state revenues for a
significant portion of its funding. The major driver for state funding has been FTES therefore
College funding was highly sensitive to fluctuations in enrollment. Skyline College
implemented a number of strategic initiatives aimed at increasing enrollment, which have
been informed through community needs assessment, program reviews and dialogue with
faculty, staff, feeder high schools and the community.
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As with the state community College allocation model, the District resource allocation model
is driven by growth in FTES. This model was designed to be simple, predictable and stable,
to protect the integrity of base funding, accommodate both strong and lean fiscal years, and
be in accordance with the District’s mission and goals. To ensure fiscal stability, the Board of
Trustees has directed staff to set FTES goals that are closely aligned to the state-funded
FTES goals. Revenue assumptions used in the model are in line with the Governor’s proposal
in early January and estimates are updated after the May Revise. Financial projections are
made for three years to provide the sites a tool for forecasting their site allocations and
expenditures. The resource allocation model uses the five-year average of FTES for each
College to stabilize funding, thereby avoiding sharp fluctuations as enrollment rises and falls.
In addition to growth funding, the model has built-in adjustments for cost increases due to
inflation; facilities funding as square footage; compensation and benefit adjustments; and
demonstrated need. The District adjusted the resource allocation model and shifted to the
five-year average FTES from three-year average starting FY 2011-2012 to help further
smooth the allocation changes within the District (III.D.17).
Requests for faculty positions are developed and prioritized by the divisions through
Comprehensive Program Review and Annual Program Plans and then forwarded to the FTEF
Allocation Committee for review and prioritization. The Classified Hiring Priorities requests
are submitted to Cabinet. Independent of these two processes, the CBC reviews budget and
expenditures for the prior year, and the tentative resource allocation and projected
expenditures for the following year. The CBC’s goal is to recommend a balanced budget with
a 3 to 5 percent reserve to allow for fluctuations in state funding. Furthermore, the committee
aims to establish a College reserve that is stable enough to allow for funding positions
despite changes in funding.
Based on available funding, the CBC recommends to the President a tentative budget which
includes the number of new faculty, classified staff and administrator positions that can be
funded during the succeeding year. The committee is cognizant that funding is subject to
state funding fluctuations hence there is provision for revisions to adjust up or down, should
the state budget picture change drastically. Since a very tentative allocation is used for these
projections, CBC is kept abreast of developments in the state and District budget, through
information received from the State Chancellor’s Office and the District Committee on
Budget and Finance, until the Governor’s May Budget Revise. Corrections are made to the
tentative budget assumptions and, at times, the recommendation to the President, should the
tentative projections differ significantly from the adopted budget (III.D.18).
As a basic aid District, the District attempts to be slightly above the FTES level that the state
will fund so as to maximize revenue. The District is no longer dependent on state
apportionment and as such, it does not expect to be affected by the Governor’s May Budget
Revise. District estimates of revenues from property taxes which include one-time and
ongoing funds from redevelopment agencies are more critical. Nevertheless, both the District
and College budget very conservatively to ensure that resources are adequate for permanent
commitments to the College general fund. There is always the risk that the legislature will
take away basic aid funds. Due to timing differences between the adoption of the final budget
and the CBC budget recommendation, the committee attempts to err on the side of under-

Skyline College Accreditation Self Evaluation 2013 Volume II

Page | 89

Standard III | Financial Resources

budgeting and provide a higher reserve, rather than budget expenditures that might exceed
the final site allocation. Positions are permanent commitments, and salaries as well as
benefits are considered when determining the cost of new positions.
Resources and expenditures are carefully assessed each year through a combined College
and District process. The audited financial statements for FY 2010-2011 show Skyline
College expended $26,880,909 from its general restricted fund and generated 8,253 FTES.
$21,797,099 or 82 percent went towards the cost of instruction and instructional services.
$2,919,213 or 10 percent was spent on student services and the remaining 8 percent or
$2,164,597 on institutional support. Skyline College continues to operate very efficiently in
the sense that it spent the least amount per FTES in all three expenditure categories among
the three colleges in the District (III.D.19).
With the support of the San Mateo County voters with the passage of Measure G, the College
was able to maintain levels of access to education, technology and equipment. Students
benefitted from the College’s ability to continue to offer strong support programs that
enhance retention and academic success, and increase rates of transfer and graduation.
Skyline College identified grant-seeking as one of its revenue enhancement strategies.
Through exemplary partnerships with a broad range of organizations and funders, the
College succeeded in receiving grant awards from federal, state, local and private funding
sources totaling $31,175,466 during the last five years.
Skyline College Grant Funding 2008-2013
FY 08/09
FY 09/10
FY 10/11
FY 11/12
FY 12/13

$ 6,440,664
$ 4,011,274
$10,097,057
$ 5,501,516
$ 5,124,955

Total

$31,175,466

The College has been successful in tapping external resources and developing partnerships
with various funders. The new Solar and Building Science Learning Center, an innovative
lab that provides students and community partners with hands-on learning experiences in a
model home instruction lab, was made possible through support from the District, generous
donations from industry partners and partly from the $2 million Department of Labor multiyear grant.
The California Employment Development Department awarded Skyline College a $3 million
Green Innovation Challenge multi-year grant enabling the College and two partner campuses
to provide training in hybrid and electric automotive technology and develop career pathways
for both experienced and new automotive technicians. The CCCCO awarded the College a $1
million Career Technical Education-Career Advancement Academy grant which provides
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students with multiple entry and exit points into their Allied Health educational
opportunities, strengthening skills and career advancement (III.D.20).
An exemplary demonstration of institutional effectiveness is the expansive partnership that
comprises the SparkPoint at Skyline College, which extends the capacity of the College.
SparkPoint has become well renowned locally and nationally and has been awarded close to
$2 million through various grants as well as private foundations. In 2012, SparkPoint at
Skyline College was awarded $326,000 for the Benefits Access for College project by the
Center for Law and Social Policy to increase eligible student utilization of public funds
(III.D.21).
Another source of funding is the San Mateo County Community Colleges Foundation
(SMCCCF), a 501(c)(3) non-profit organization, which accepts gifts and grants on behalf of
Skyline College. It provides fundraising and fund stewardship functions, including soliciting
and receiving donations, managing funds and endowments, allocating unrestricted and
restricted funds, disbursing funding, and providing documentation to doors of the tax-exempt
status of gifts. The SMCCCF works with the College President to identify priority College
projects for which the SMCCCF will seek funds. The SMCCCF also disburses donations,
solicits major and planned gifts, and develops selected donor programs such as the
Chancellor’s Circle and Alumni Giving and Legacy Society. The majority of its endowed
funds are dedicated to providing for student scholarships (III.D.22).
Self Evaluation
The College meets this standard. The College has been prudent and achieved its goal to
establish and maintain fiscal stability by keeping a balanced budget with a reserve that
exceeds the 3- percent benchmark as assigned in the Balanced Scorecard. The IPC continues
to use the Balanced Scorecard as a dashboard to guide strategic planning, and measure and
communicate achievement of College wide goals and strategies at the end of each year. The
College has expanded its network connections and continues to actively seek external
funding from grants and private sources.
Actionable Improvement Plans
None.
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III.D.1.c

When making short-range financial plans, the institution considers its
long-range financial priorities to assure financial stability. The institution
clearly identifies plans and allocates for payment of liabilities and future
obligations.

Descriptive Summary
Skyline College identifies and plans for the payment of liabilities and future obligations. All
financial obligations are included in the audit annual financial report. Significant reserves are
maintained by the District in order to meet long-term obligations as well as budget
emergencies. Skyline College’s MVV and goals are embedded in all short-range and longrange institutional and financial plans. The annual College general fund budget provides
adequate resources to support the cost of instruction, student services and institutional
support. Ninety-two percent of the College’s general fund budget is spent on instruction and
instructional services and student services.
The Board of Trustees set as its primary goal to “maintain fiscal stability” for the District. The
District maintains financial reserves in order to meet long-term obligations as well as budget
emergencies. The Board requires the District to budget a 5-percent reserve; however, the
District has maintained a much larger reserve and was at a statewide average of 18 percent as
of June 30, 2012. This larger reserve has enabled the District to have a deficit operating
budget for 2011- 2012 and 2012-2013 thus preventing further cuts to the District sites.
(III.D 22).
During the budget development process, the CBC reviews past and projected expenditures in
comparison to the site allocation and recommends a balanced budget with a provision for
contingency. To further ensure fiscal stability, the CBC voted to incorporate a 3-5 percent
contingency fund in the College’s allocation separate from the District reserves. To that end,
when the committee recommends a balanced annual budget for the College allocation, it
includes recommended expenditures, scenarios for hiring faculty and staff and a line item for
contingency (III.D.24).
The College makes short-range financial plans considering long-range financial stability. The
District negotiates all labor contracts. Labor contract agreements impact the College. In
2012-2013, the District negotiated with its employee bargaining units for a percent increase in
compensation and/or benefits. District staff members projected the impact of labor management
agreements to ensure that funds are available to meet the requirements of the agreement.
When evaluating potential labor agreements, the District takes into account both the cost of
salaries and related benefits in order to ensure that projected financial resources are available
to fund the agreements. The same is done at the College. When considering the addition of
permanent positions, the salary and benefits for each position is calculated to ensure that
commitments for ongoing funds are made only after ascertaining that funds will be available
to meet such commitments.
The District has addressed long-term post-retirement liabilities to cover the medical
insurance costs for retirees. In addition to capping the benefits over 20 years ago, the District
funded a reserve by putting $1.5 million per year into the post- retirement benefits fund,
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which now has assets in excess of $22 million (III.D.25). In 2009, the District established an
irrevocable Other Post-Employment Benefits (OPEB) trust fund and has been transferring
funds from the post- retirement benefits fund into the OPEB trust fund, which currently has
over $28 million invested. The District also started assessing itself a benefit charge to cover
the cost of current employees’ future benefits and transfers that amount into the postretirement fund with every payroll. Between the irrevocable trust and the reserve fund, the
District has over $40 million of the estimated $126 million liability and is on track to fully
fund the liability over time. The most recent (2011) actuarial study was discussed with the
District Committee on Budget and Finance to update committee members on the status of the
District’s liability for post-retirement benefits. The actuarial study was also on the agenda of
the Board of Trustees as an information item (III.D.26).
During the past several years, the District has pursued several capital facilities funding
options. With the passage of Proposition 39 statewide and subsequent passage of two local
bond issues totaling $675 million, the College has taken advantage of facilities funding
options. Of this total, approximately $200,000,000 had been expended for Skyline College
capital projects that include construction of new facilities, renovation and modernization of
buildings and other infrastructure (III.D.27). Capital improvement bonds approved by the
local voters have adequate tax revenues available to pay off the bonds, and revenues are
restricted for this purpose. A separate audit is prepared for capital outlay bond funds
(III.D.28). In addition, the District resource allocation model allocates a portion of the
funding to Facilities based on square footage, ensuring that there is adequate maintenance
funding for the new buildings.
The District Facilities and Operations general fund site allocation was increased to ensure
continuous and ongoing systems maintenance on new technologies installed in the newly
constructed buildings such as ACAMS, video, BMS and fire alarms. Likewise, the Facilities
and Operations budget was augmented to fund the total cost of ownership of facilities built
and modernized under the bond-funded Capital Improvement Program. This augmentation
will be used to accommodate additional staffing and operational costs associated with the
modernization of facilities as well as the maintenance and upkeep of added square footage.
A District wide Long Range Instructional and Institutional Equipment Planning Team was
formed in 2011 to assess the condition of existing equipment and technology at the
campuses. This team is composed of the College Vice Presidents and Business Officers, the
Vice Chancellor of Facilities and Operations, the District Chief Technology Officer and the
Executive Vice Chancellor. With the elimination of state funding for instructional equipment,
the District will allocate $400,000 to each College for the next five years to enable the
colleges to purchase and replace equipment used in the classrooms and labs. Similarly,
Facilities and Operations at each of the colleges will be allocated funds to defray the cost of
small projects and emergency building repairs. Finally, ITS will receive an annual allocation
to be used for computer replacements and technology upgrades at each of the colleges
(III.D.29).
Recently, the District refinanced its general obligation bonds. Due to its fiscal stability and
sound financial stewardship, SMCCCD was awarded one of the highest credit ratings among
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California Community Colleges. The refinancing will save local taxpayers over $16.4 million
over the next 15 years.
Self Evaluation
The College meets the standard. Skyline College, in collaboration with the District, identifies
and plans for payment of liabilities and future obligations. Financial obligations are included
in the audited annual financial statement, and funds are reserved for meeting those needs.
The College has achieved its goal of maintaining a balanced budget and reached the 3percent benchmark in the Balanced Scorecard for the reserve in the College’s general
unrestricted fund. A portion of the reserve is set-aside to fund permanent positions created
with Measure G funding which is scheduled to expire after 2013-2014. In the event that
Measure G goes away, these positions will be prioritized with other budget requests and
assumed in the general fund.
Both the College and District consider their short- and long-term financial priorities,
including identifying and preparing for liabilities and future obligations. In doing so, the
College has effectively assured its financial stability.
Actionable Improvement Plans
None.

III.D.1.d

The institution clearly defines and follows its guideline and processes for
financial planning and budget development, with all constituencies
having appropriate opportunities to participate in the development of the
institutional plans and budgets.

Descriptive Summary
Skyline College clearly defines and follows its guideline and process for financial and budget
development and provides all constituent groups with the opportunity to participate in
developing institutional plans and budgets through the participatory governance process. The
IPC, the CBC, and College Governance Council are broad-based committees with members
who have been appointed by the various campus constituencies including faculty, staff,
administrators and students. In addition to committee public websites, the various committee
members report back to their constituency group and the members of the various
constituencies have an opportunity to give input to be brought back to the committees.
The CBC provides a venue for critical dialogue about resource allocation in order to support
the accomplishment of the College MVV. It is comprised of members representing the
various constituencies and divisions in the College. The President, Dean of PRIE, and a
representative from the faculty bargaining unit serve as ex-officio members. Three members
of the CBC and a Skyline College student represent the College at the District Committee on
Budget and Finance. This allows for information to be communicated between the College
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and District committees. Similarly, several members represent the CBC on IPC to ensure
information exchange between the planning and budget committees at the College. As well,
committee members use SharePoint for all meeting materials (III.D.30).
College Governance Council and IPC hold monthly meetings during the academic year,
while the College Budge Committee meets twice a month. All three groups publish meeting
notes in the Governance section of Skyline Shines, which is emailed to all Skyline College
and District Office employees. Agendas, minutes and informational handouts are shared with
the campus community via the participatory governance website (III.D.31).
The District Committee on Budget and Finance is a participatory governance District wide
committee with representation from all constituencies at the three colleges, including faculty,
classified staff, administrators, students, and collective bargaining units. It has the
responsibility to review the District general fund budget, revenue projections and the
resource allocation for the District’s tentative and adopted budgets. The committee reviews
and updates the District’s annual budget and planning calendar consistent with the
requirements of the California Education Code. The committee meets regularly during the
fall and spring semesters, at least once a month and twice a month if needed. To increase
participation District wide, District Committee on Budget and Finance rotates its meetings
between the board room and the campuses. Meeting minutes and other reports presented to
the committee are posted on the District Committee on Budget and Finance website
(III.D.32).
The Chancellor and the Executive Vice Chancellor regularly communicates budget
highlights and financial developments (state, local and District) to all District employees
through all- District emails. Budget forums were held during 2009-2010 to inform the
College and District employees as well as the community about proposed budget cuts and
request for feedback (III.D.33). In addition, everyone is encouraged to use the e-suggestion
box to submit comments and concerns anonymously that pertain to fiscal and operational
matters.
Self Evaluation
The College meets the standard. Skyline College participatory governance policies ensure
that all major constituencies are represented throughout the budget development and
planning process. The College and District budget processes work together and coordinate
activities. The role of the District Committee on Budget and Finance is to develop the annual
assessment of financial resources. At the District level as on the College level, a participatory
governance process exists. The District Committee on Budget and Finance membership
represents major constituencies of the three colleges, including faculty, staff, and students.
Budget planning incorporates the District strategic plan and the College’s institutional
priorities. Iinformation from the District committee is communicated to the CBC through
reports from the College members on the committee. Similarly, feedback is reported back to
the District Committee on Budget and Finance through the CBC representatives in the
District Committee on Budget and Finance. To encourage broader participation across the
District, the committee meetings are rotated and held at the District office and the colleges.
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Actionable Improvement Plans
None.

III.D.2

To assure the financial integrity of the institution and responsible use of
its resources, the internal control structure has appropriate control
mechanisms and widely disseminated dependable and timely information
for sound financial decision making.

Descriptive Summary
Placing high value on financial integrity and responsible use of resources, Skyline College
and SMCCCD have various internal control tools and process in place. Additionally, the
institution disseminates dependable and timely information for sound financial decision
making. In 2009, the District wide College Internal Audit Group (CIAG) was formed to
review, develop and ensure that internal controls are maintained on all District fiscal
processes. The CIAG regularly reviews all access to Banner information. The College
Business Office must approve all journal entries. The District Finance Office must approve
all inter-fund transfers. The CIAG also performs regular audits of procurement card usage as
well as routine checks on processes that involve cash-handling. For additional assurance, an
external auditor annually audits internal controls to ascertain compliance with generally
accepted accounting principles (III.D.34).
The District utilizes the dynamic Banner system that integrates data from the Student, Human
Resources, Payroll, Financial Aid and Finance modules. Banner Finance is used to record
and update transactions continually and thus provides accurate up-to-date accounting
information. This system is used to record journal entries, accounts payable, accounts
receivable, revenues, human resources, payroll, student fee administration, grants, and purchase
requisitions as well as budget information. Various reports and queries can be run on
demand on the system. District and College Business Services staff conduct regular training
sessions for managers, grant coordinators and staff on functionalities available on Banner,
including financial and budget reports. Managers are responsible for regularly monitoring
their budgets and expenditures to serve as a guide for sound decision-making, with oversight
provided by the College Business Services staff. The District budget office publishes three
budget and expenditure reports annually (the Tentative, Mid-year and Final). These are also
posted in the District downloads website (III.D.35).
The Banner system is regularly updated as new releases become available. To ensure financial
integrity of the institution and responsible use of financial resources, Banner Finance has
built- in internal control mechanisms such as user IDs and passwords that allow system access
at the appropriate security level thus limiting the data only to particular users who have access.
Users are limited in their access to organizations and funds and are granted by the Director of
Business Services upon the request of the appropriate administrator or grant coordinator.
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After College approval, the District finance office reviews and approves the request. Some
users may be granted query access only, so that they can review but not change the data.
Recently, the District added the Argos query system that allows users to retrieve information
stored in the data warehouse. The Banner system provides timely data and tools necessary
for proper budget management and control. All budget managers and end users are able to
query their budgets for current data either on campus or online through WebSMART.
The purchasing and procurement system in place have spending controls that preclude
charges to accounts that have insufficient funds. Equipment purchased is tagged and
inventoried. Physical verification of District owned equipment is done annually at the sites
and reported to the District Purchasing office, which updates the inventory records to reflect
asset additions and deletions. Assets that are put in surplus are sold and proceeds remitted to
the sites (III.D.36).
The College Business Services office now administers procurement cards. Procurement cards
with established dollar limits are issued to appropriate staff only upon approval by
department managers and College Business Services. Procurement card purchases are
reviewed monthly by the division or program administrator to ensure that funds are expended
within District and/or grant guidelines. The District is currently revising procedures
(III.D.37) for scanning all procurement card receipts into WebExtender to facilitate timely
review and approval of all procurement card activity by cardholders, supervisors and District
reviewers and ensure that complete documentation for procurement card purchases are
maintained and posted on Banner. These procedures were implemented in early spring 2013.
Procurement card audits are performed by the Division Office and College Business Services
in coordination with the CIAG. All audits are overseen by the District CIAG staff.
Division deans review and update Position Control during budget development and regularly
during the course of the fiscal year. If there are any changes to permanent positions after the
final budget is loaded, those additions or deletions can only be made upon submission of a
Personnel Action Form by the appropriate administrator. The form is reviewed and approved
by the Vice President, Business Officer and the President before transmission to Human
Resources and District Payroll. Revisions to Human Resources Banner and Payroll are made
at the District upon authorization of the College through the Personnel Action Form process.
Self Evaluation
The College meets this standard. The financial management system has appropriate control
mechanisms and widely disseminated dependable and timely information for sound financial
decision-making. The CIAG ensures that internal controls are maintained on all District fiscal
processes. All budget managers and appropriate staff have access to the financial
management system and are able to run their own reports as needed. Information is placed
into the system regularly so it is always timely and accurate. As needed, the Banner system is
updated with new versions as they are released.
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Actionable Improvement Plans
None.

III.D.2.a

Financial documents, including the budget and independent audit, have a
high degree of credibility and accuracy, and reflect appropriate
allocation and use of financial resources to support student learning
programs and services.

Descriptive Summary
Skyline College’s financial documents have a high degree of credibility and accuracy and the
budget reflects appropriate allocation and use of resources to support student learning
programs and services. Each College department and division office, in conjunction with the
College Business Services Office, monitors budget activity and provides reports to College
staff for planning and decision making. At the end of each month, the District General
Accounting Office performs the closing of the books by the 10th day of the following month.
College Business Services, organization and grant administrators and division assistants are
able to review and print their own month-end reports, which show financial activities for the
month, by fund, with comparisons of actual year-to-date expenditures versus budgets,
encumbrances and remaining budget balances.
The District regularly prepares financial reports throughout the fiscal year, which includes
the tentative budget, a mid-year report and the final adopted budget. These reports are
reviewed by the District Committee on Budget and Finance and presented to the Board of
Trustees. Copies are also distributed to the CBC and are available online at the District
website (III.D.17 and III.D.38).
The allocation of resources to support student learning programs and services is reflected in
the annual planning process—including Comprehensive Program Review and Annual
Program Plan documents—and guided as well by the Education Master Plan 2013-2019 and
the Strategic Plan 2013-2017. The District Final Budget Report for 2010-2011 shows that 82
percent of Skyline College’s general unrestricted fund budget was used to support student
learning through instructional cost and student support. The report includes comparative data
for the past five years that show that the College allocates and spends its financial resources
in a manner that supports the College goals.
As required by the California Education code, an annual audit is performed by an
independent Certified Public Accountants firm on all financial records of the District,
including all District funds, student financial aid, bookstore, auxiliary service, Associated
Students trust funds and reports required by the state. The annual audit report, which includes
audits of post-retirement funds, capital outlay bonds and the Measure G parcel tax, is
presented to the Board of Trustees by the independent auditor and placed on the District
website (III.D.39).
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Self Evaluation
The College meets this standard. The District and Skyline College financial documents have
a high degree of accuracy and reflect appropriate allocation of resources to support student
learning and success. The Education Master Plan 2013-2019, Strategic Plan 2013-2017, and
annual planning documents guide the College in review and assessment of the financial
resources needed to support student learning programs and services in addition to the current
financial resources currently used in this area.
As a result of the various measures taken by the CIAG, audit findings have been very few and
minor and have been appropriately addressed. The District has obtained an unqualified
opinion for many years. This means that the auditors believe that the District’s financial
statements fairly represent the financial position of the District. The District has maintained
its fiscal accountability status which requires that the District take more responsibility
ensuring that adequate internal controls are in place. Fiscal accountability gives the District
the ability to process its own payroll in-house instead of having the County Office of
Education perform this function.
Audit findings are supported by recommendations by the external auditor and require a
response by the impacted department in the form of an action plan. The annual audit report is
presented to the Board of Trustees by the independent auditor. The audited financial report is
placed on the District website and is available to all. Each year’s audit report lists audit
findings which are immediately addressed and corrected. Each audit report also identifies the
corrections made by the District and College in the previous year.
Actionable Improvement Plans
None.

III.D.2.b

Institutional responses to external audit findings are comprehensive,
timely and communicated appropriately.

Descriptive Summary
The SMCCCD and Skyline College response to external audit findings is comprehensive,
timely and communicated appropriately. In compliance with the California Education Code,
an independent CPA firm performs an annual audit on all financial records of the District,
including all District funds, student financial aid, bookstore, Associated Students trust funds,
and report required by the state. Audit findings are supported by recommendations from the
external auditors and require a response by the affected department in the form of an action
plan. The independent auditor presents the annual audit report, including findings and
management’s response, to the Board of Trustees. The District has had very few repeat
findings, showing that the District responds to and corrects any audit findings promptly
(III.D.40). The Executive Vice Chancellor shared audit findings with the President, Vice
Presidents and Director of Business Services who in turn discuss these with their constituents
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for resolution or correction. Corrective measures taken are reported back to the Executive
Vice Chancellor. The annual audit report is available on the District website.
Self Evaluation
The College meets this standard. Over the years, audit findings have been relatively minor
compliance issues and have been appropriately addressed. Each year’s audit report lists audit
findings. Each audit report also identifies the corrections made by the District and College to
the previous year’s findings. The District has obtained an unqualified opinion for many years.
The District has had no financial audit adjustments for more than eight years. Compliance
audit findings at the College have been addressed every year and have not been carried over
to the succeeding year.
Actionable Improvement Plans
None.

III.D.2.c

Appropriate financial information is provided throughout the institution,
in a timely manner.

Descriptive Summary
The District and Skyline College provide appropriate timely financial information. The
institution uses the Banner system to record and monitor functions and activities related to
student, financial aid, finance, position control, payroll, grants and human resources. In
Banner Finance, fund accounting is used to account for revenues and expenditures separately
for each fund. The final budget is loaded into Banner after Board approval. Expenditures are
recorded through the requisition and procurement card processes in which orders go through
approvals beginning with the division administrator and finally the Business Office. Similar
processes are followed for expediting budget transfers, expense reimbursements, independent
contracts and petty cash. Position control is separately maintained with very limited access to
campus staff. After the final position control is loaded upon adoption of the final budget,
revisions can be made only with required administrative approvals.
Skyline College uses the Banner Finance Module to record and review financial transactions
and information online. Each manager has access to all accounts, both restricted and
unrestricted, for which they are responsible. The manager has the option to view Banner
screens or run various reports at any time using either native Banner or through
WebSMART. These records are accurate and reliable. Unposted documents (i.e. documents
awaiting review) are not reflected and only included in the amounts displayed online and on
reports as of the date they are approved and posted.
Efforts to improve user training have been significant. The General Services Department and
the College Business Services offices have provided increased number of training to new and
seasoned users and managers. College staff and managers are trained on how to access and
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interpret financial reports. Additional budget workshops at the College are held as needed to
disseminate budget information. In addition to one-on-one training for new administrators
and staff, College Business Services provides regular training for managers, the most recent
one held in fall 2012. A Skyline College Budget and Finance Handbook is provided to each
participant (III.D.41).
External funds and grants are all restricted. Coordinators are responsible for program
administration and budget monitoring. The College Business Services and the District Grants
Analyst also have oversight responsibilities.
The Skyline College CBC is the primary budget recommendation group for the College,
thereby establishing recommendations to the College administration on budgetary matters.
The Committee is responsible for reviewing the revenues and expenditures of the College.
The CBC posts its meeting minutes, agendas and committee membership online and a
synopsis of each meeting is posted in Skyline Shines (III.D.6). The Director of Business
Services provides new member orientation at the beginning of the academic year to
familiarize new members with state, District and College budget processes and provide
information about the College budget. New members receive the budget handbook as well.
The District Committee on Budget and Finance is made up of all major College
constituencies from the three colleges. Information on budget development, minutes as well
as other financial information is posted on its website. Additional information posted on the
District websites includes year-end and mid-year budget reports, the audited comprehensive
financial statements, Annual Budget and Planning Calendar and information on capital
projects. This information is available to all (III.D.42).
Self Evaluation
The College meets the standard. The Banner financial management system provides robust
timely information on the current budget as well as prior year budgets that may be used to
support institutional and financial planning and financial management. Information is
available for all College funds. Banner has robust reporting tools providing the opportunity
to obtain numerous reports for proper planning and management. Reports are regularly
provided and are accessible to all staff and faculty on the website, at meetings or in campus
publications.
The District has created a SharePoint site for Budget where all of the budgeting materials are
posted, including the budget development calendar, meeting agendas, and minutes of the
District Committee on Budget and Finance, the District’s tentative and annual budgets, and
the District’s external audit reports. Extensive training materials and tutorials are posted on the
website as well (III.D.39).
Actionable Improvement Plans
None.
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III.D.2.d

All financial resources, including short- and long-term debt instruments
(such as bonds and Certificates of Participation), auxiliary activities,
fund-raising efforts, and grants are used with integrity in a manner
consistent with the intended purpose of the funding source.

Descriptive Summary
The District and Skyline College use all financial resources, including short- and long-term
debt instruments, auxiliary activities, fundraising, and grants with integrity and in a manner
consistent with the intended purpose of the funding source.
In 2010-2011, the residents of San Mateo County voted to approve Measure G, a parcel tax
for the District of $34 per parcel for four years estimated at $7 million per year. The parcel
tax has enabled the Skyline College to allocate funds to support learning through offering
additional course sections, supporting student services, and providing funding for a limited
number of classified positions. There is a Measure G (Parcel Tax) Oversight Committee, not
required by law, which provides community oversight over expenditure of the parcel tax.
The oversight committee maintains a website that contains the fiscal and community reports
(III.D.43).
The District passed two capital outlay bond measures in 2001 and 2005. After the capital
outlay bond measures were passed, a facilities management company was hired by the
District to assist in overseeing the facilities projects across the District. Projects were
designed and implemented with input from various ad hoc committees from the College
faculty, staff and administrators. The President’s Cabinet and the Educational and Facilities
Master Plan Committee provided input and oversight to assure the College MVV and goals
were met. Similar to the Measure G oversight committee, there is a bond oversight
committee (III.D.44) that reviews the projects that are funded and makes sure that these
projects are in compliance with the rules and regulations for the use of bond funds (III.D.45).
The oversight committee meets at least quarterly to review project expenditures to ensure the
District adheres to the legal restrictions set forth by the voters of San Mateo County.
Auxiliary Services of the SMCCCD is the central coordinating organization with
departments that provide indispensable services to the students, staff and faculty of the three
colleges and District. The purpose of the auxiliary services is to support the missions of the
three colleges and District and provide students access to education. The College auxiliaries
include the bookstore, food services, and the Associated Students of Skyline College. The
bookstore (including the coffee shop and print shop) is managed and operated through the
District Office. Food services and vending are contracted out by the District, and the
Associated Students reports directly to the College (III.D.46).
Although the District manages the bookstore and food services, the College has direct input
in their processes through the College Auxiliary Services Advisory Committee (CASAC) and
the District Auxiliary Services Advisory Committee (DASAC). The Coordinator of Student
Leadership and Development chairs the College Auxiliary Services Advisory Committee
(CASAC) which acts as an advisory group to the Executive Vice Chancellor. CASAC is
made up of representatives from the student body, bookstore, food services contractors,
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faculty, classified staff, and College Business Services. Members of CASAC interface with
DASAC along with the District’s Executive Vice Chancellor and Vice Chancellor of Auxiliary
Services. Both committees make recommendations and provide input into the operations, and
assist in ensuring that the College’s MVV and goals are met. DASAC meets two or three
times a year and its agendas and minutes are posted online (III.D.47).
The bookstore staff works closely with the College to make sure student concerns are
addressed; for example, the bookstore handles the EOPS book grants as well as other grants
and interfaces with the student financial aid system. In 2010-2011, Skyline College allocated
$100,000 as seed money for the textbook rental program at Skyline College that saves
students thousands of dollars when they rent, instead of purchase, textbooks. Measure G
funds were allocated for the bookstore to build a small inventory of clickers that students can
rent instead of purchase. Overall, the bookstore contributes to student textbook scholarships
and generously provides product donations to various campus causes (III.D.48).
Another aspect of the College’s financial resources used in a manner congruent with the
institution’s MVV and goals is fundraising. The mission of the San Mateo County
Community College Foundation (SMCCCF) is to make sure that quality, affordable higher
education is available to every member of the community. Working with the College
President, the SMCCCF seeks funding from the private sector for scholarships and other
projects not funded by Skyline College (III.D.22). For the 20011-2012 academic year,
SMCCCF funded 686 scholarships totaling $413,844 and provided $255,832 in program
support.
Funds raised from individuals, corporations and foundations are received, documented and
administered by the SMCCCF which operates as a separate entity and is governed by a 24member Board of Directors. Twenty-two are community volunteers and two are ex- officio,
the District Chancellor and Executive Vice Chancellor. As a separate entity, the foundation
operates independently and is responsible for its annual independent audit to ensure that the
SMCCCF is handling the assets of donors in accordance with their wishes (III.D.49).
In its fundraising role, the Skyline College MCPR Office is dedicated to developing effective
communications about the accomplishments of the College, its faculty and students, and
maximizing financial contributions to the College.
The Office of the President works in conjunction with the President’s Council, which is
comprised of community leaders who serve as advisors to the President. The primary role of
the President's Council is to strengthen the College’s connection to the community and
provide community input and feedback for the resource development program at Skyline
College. Membership of the council includes representatives from business, industry,
government, nonprofits and other organizations whose commitment to Skyline College
provides a strong base of knowledge and support for the President of the College.
In addition, the President’s Council Advisory Board is a group of community leaders that
agree to support the College, and when called upon, offer advice. The President’s Breakfast,
held annually in the spring, is the major fundraising event of the year. The President’s
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Breakfast Committee of the President’s Council oversees the planning and execution of the
event, during which funds are raised from individuals and businesses for the President’s
Innovation Fund. Funds raised by Skyline College are deposited with the SMCCCF, and the
foundation accountant prepares and distributes the checks for reimbursement for Skyline
College projects and scholarships after receiving the appropriate invoices and paperwork
from College Business Services. The President annually presents funding priorities to the
SMCCCF, all of which are consistent with the College’s MVV and goals. In 2011-2012, the
President’s Council awarded $79,840 to various President’s Innovation Fund projects
(III.D.50).
Skyline College has also been successful in obtaining grant-funding from state, federal, and
local agencies as well as private foundations that provide occupational education and training
programs directed toward career development, consistent with the College’s MVV and goals.
Some of the grants that help students attain their educational goals are the TRiO and EOPS
programs (III.D.51 and III.D.52). Skyline College also has a successful disabled student
program (III.D.53). There have been several career and technical education grants as well as
economic and workforce development grants awarded, such as those that help fund
SparkPoint at Skyline College, which has a variety of services and resources to support
student learning outcomes (III.D.20, III.D.54, and III.D.21).
Skyline College has successfully undergone audits and reviews by grant funding agencies.
Each grant has specific objectives and activities designed to carry out the objectives of the
grant. In most cases, grants specify desired outcomes during the performance period. Skyline
College has designated key administrative staff members who provide oversight for federal
and state categorical programs as well as grants related to economic and workforce
development and SparkPoint at Skyline College. These staff members are responsible for
ensuring that the College completes the deliverables set forth in the grant agreement and that
expenditures are consistent with the intent and requirements of the funding agencies. Upon
acceptance of each grant award by the Board of Trustees, District accounting staff assigns a
unique fund number to the grant to preclude comingling of funds. Funds cannot be
transferred in or out of a grant fund and only the grant and program coordinators and
administrators are granted access to the grant financial data. Federal and local funding
agencies provide their own assessment tools and monitoring guides that spell out
expectations from the grantees. Funding agencies use their respective tools when conducting
onsite review and audit during the grant period (III.D.55, III.D.56). The College submits
periodic reports during the performance period to show accomplishments and year-to- date
expenditures.
All funds, including capital outlay bonds, auxiliaries, fundraising efforts and grants, are
audited annually.
Self Evaluation
The College meets this standard. The College utilizes its financial resources—including
those from bonds and parcel taxes, auxiliary activities, fundraising efforts and grants—in a
way consistent with its MVV and goals. By managing bond funds wisely with significant
oversight, by working with the auxiliaries to ensure that services meet the needs of the
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students and staff in a cost-effective manner, by enlisting community support through the
SMCCCF and campus fundraising efforts, and by assuring that grant applications are
consistent with the College’s MVV and goals, the College ensures that the MVV and goals
will be achieved and assets safeguarded. Annual independent audits of all funds including
auxiliaries, grants, and contracts ensure that the College uses these resources with integrity
and in a manner consistent with the College MVV. The College applies for and uses external
funding consistent with the intended purpose of the funding source. Skyline College has
undergone several audits conducted by funders and has successfully demonstrated the
integrity of the College’s and District’s financial management practices. After their review,
the bond oversight committee prepares an annual report to the community.
Actionable Improvement Plans
None.

III.D.2.e

The institution’s internal control systems are evaluated and assessed for
validity and effectiveness and the results of this assessment are used for
improvement.

Descriptive Summary
In 2009, the District wide College Internal Audit Group (CIAG) (III.D.34) was formed to
review, develop and ensure that internal controls are maintained for all District fiscal
processes. Checks and balances are built into the District processes such as document
approvals at different levels, such as the pre-approval of inter-fund transfers by both the
College business office and District finance staff. The CIAG also performs regular audits of
procurement card usage as well as routine checks on processes that involve cash-handling,
materials fees, inventory control and associated student accounting. The procurement card
process has recently been revised and requires administrator review and approval of all
procurement card transactions. An external auditor annually audits internal controls to
ascertain compliance with generally accepted accounting principles, California Education Code,
California Code of Regulations, Title 5, as well as the State Compliance Requirements set forth
in the recently updated Contracted District Audit Manual. To date, the external auditors have
not found any material weaknesses in the District’s internal controls. However, some minor
audit findings were brought to the District’s attention and corrected prior to the completion of
the final audit. CIAG uses such findings to improve District wide processes. For example,
CIAG recently expanded its scope beyond Finance to cover the review and evaluation of
Student Services processes to ensure compliance with regulations that guide the
administration of state categorical and federal funds.
As needed, additional help from outside audit firms is requested and used. For example, the
ITS purchasing procedures were reviewed by an external audit firm in 2012. Working with
the College business officers, the CIAG developed and implemented new procedures to
strengthen controls over technology-related and other purchases (III.D.57).
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Self Evaluation
The College meets this standard. The College and District assess their internal controls on an
ongoing basis and use the results of those assessments to revise procedures as needed.
Business Services performs an annual review of the budget to actual expenditures to
determine if departments stayed within their budget allocations. Additionally, Business
Services reviews all purchases to ensure funds are spent in accordance with College and
District policies and procedures. A multi-year planning process is used for smooth transitions
from year to year.
Actionable Improvement Plans
None.

III.D.3

The institution has policies and procedures to ensure sound financial
practices and financial stability.

Descriptive Summary
The SMCCCD Board of Trustees has developed 37 Board Policies in Chapter VIII Business
Practices, outlining sound financial practices to be followed by the District and the colleges
(III.D.23). These policies are reviewed and revised on a regular basis. Additionally, the
District and College strictly adhere to the California Education Code and to Title 5
Regulations.
In 2011-2012, the District engaged a consultant who facilitated two extensive “Business
Process Analyses” for the Financial Aid, Cashier, and Admissions and Records Offices
(III.D.58). These yielded a comprehensive report with action steps recommended to improve
the efficiency and effectiveness of these departments. Two District committees were formed
to implement the recommendations made such as “going paperless” and “auto-packaging”
students for financial aid. Two positions were created to perform and streamline the degree
audit. The colleges continue to discuss and consider creating a shared position that will be
responsible for regular reconciliation of financial aid accounts for the three campuses.
Comprehensive Program Reviews are conducted every six years, while Annual Program
Plans are submitted yearly. Each department or unit assesses its accomplishments; reviews
program effectiveness data and student learning outcomes assessments, and develops a plan
for improvement, which includes any needs for additional resources, including staffing.
Annually, divisions submit to the IPC their Administrative Leadership and Unit Review
document which evaluates how the unit has achieved its goals for the year as well as indicate
any resources needed. Student learning outcomes and assessment are incorporated in
planning and review analysis and resource recommendations. These become the components
for the College’s Strategic Plan for the succeeding year. Likewise, the District Office has
recently completed Comprehensive Program Review of its accounting, payroll, general
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services and facilities departments and is using the information to develop action plans
including needed training and improvements in customer service (III.D.9).
As a basic aid District, revenues are more stable since they are derived primarily from local
property taxes. While the state still determines the District’s revenue limit, revenues are
more predictable since it no longer relies on state apportionment. Using the resource
allocation model, District staff projects revenues and expenditures for three years, using
various assumptions, including state-funded FTES goals and potential funding for growth
and COLA. The College uses this allocation model to build scenarios to forecast its
expenditures that will include funding for new positions as well as other commitments, and
at the same time, build a reserve to ensure fiscal stability should unexpected changes occur.
Self Evaluation
The College and District are in full compliance. The institution has policies and procedures
to ensure sound financial practices and financial stability. The District strictly adheres to
District policies regarding business practices. In addition the District and College strictly
adhere to the California Education Code and Title 5 Regulations.
Actionable Improvement Plans
None.

III.D.3.a

The institution has sufficient cash flow and reserves to maintain stability,
strategies for appropriate risk management, and develops contingency
plans to meet financial emergencies and unforeseen occurrences.

Descriptive Summary
SMCCCD and Skyline College have sufficient cash flow and reserves to maintain stability.
The institution has strategies for appropriate risk management and has contingency plans to
meet financial emergencies and unforeseen occurrences. The District has sufficient funds to
meet its needs, even in the case of an emergency. Shown below is the District’s ending
balance for the general unrestricted fund as a percentage of the revenues for the past three
years (III.D.59).
Unrestricted General Fund
Total Revenues
114,342,166
Ending Balance
15,977,878
%

2009/10
$

$

$

$
14%
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118,492,243

2011/12
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18%
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As recommended by the State Chancellor’s Office, the District’s budget provides for an
unrestricted general fund reserve of at least five percent to address financial emergencies.
While the recent economic conditions have put a strain on the budget and cash flows, the
College and District have been generally fiscally conservative in their forecasts to ensure
appropriate cash flow. The advent of basic aid status means that while cash flows are
changing from state determined to locally determined, they will actually become more
predictable, and funds will not be deferred by the state into the next fiscal year. This new
status has improved the District’s overall cash flow. In addition to the unrestricted reserves,
the District has reserves to fund its self-insurance retention and worker’s compensation.
These balances are available in an emergency.
The District conservatively budgets both revenues and expenditures with the expectation of
unforeseen occurrences. Each year, the District issues Tax Revenue Anticipation Notes
(TRANs) to provide the necessary cash flow to fund District operations prior to the receipt of
property tax and state apportionment revenues. The District prepares and annually presents to
the Board of Trustees a cash flow statement prior to assessing the need for issuing Tax
Revenue Anticipation Notes. This cash flow report is updated monthly and as needed. A
separate cash flow is developed for capital project expenditures prior to the issuance of any
bonds.
The District monitors its risks strategies regularly in order to assure that the District has
appropriate coverage. The District maintains various types of insurance such as employee,
property, casualty, and liability insurance in accordance with its responsibility to protect
College assets from losses that would place the College in economic jeopardy. Currently,
there are various levels of self-insured retention, primary, and re-insured coverage based
upon regularly conducted actuaries. The District has property and liability coverage up to
$15 million. This program incorporates a self-insurance component of $150,000, primary
insured coverage up to $5 million, and re-insurance in excess of $5 million to $15 million. In
addition, the District has a state-approved self-insured workers’ compensation program that is
re-insured beyond actuarial defined annual limits. The District maintains a reserve for
worker’s compensation claims that are incurred but not reported and has an actuarial study
prepared every two years to substantiate both the reserve and the rates that the District is
charging itself (III.D.26).
The District recently refinanced its capital outlay bonds, resulting in a savings of over $16
million to San Mateo County taxpayers. The District’s bond ratings from Standard and Poors
and Moody’s Investors are Aaa and Aa+, respectively. The District is now one of the highest
rated community college districts in the state.
Self Evaluation
The College meets the standard. Cash flows are updated monthly to ensure that cash is
available to cover current needs. To date, cash reserves have been adequately managed, and
no problems exist with cash flow, such as not having enough cash on hand to meet current
obligations. A separate cash flow is developed for capital project expenditures prior to the
issuance of any bonds.
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While the District policy is to maintain budgeted reserves of at least five percent of the
unrestricted budget, actual reserves have been higher as is shown on the Fiscal Trend Analysis
(III.D.60).
The District exercises due diligence in protecting its employees and assets, and over time,
has managed to build a healthy reserve that would preserve the institution should financial
emergencies arise. Furthermore, the District protects the interest of the community it serves
by saving residents of San Mateo County millions of dollars in financing costs for its various
bond projects.
Actionable Improvement Plans
None.

III.D.3.b

The institution practices effective oversight of finances, including
management of financial aid, grants, externally funded programs,
contractual relationships, auxiliary organizations or foundations, and
institutional investments and assets.

Descriptive Summary
To ensure oversight of finances including financial aid, grants, externally funded programs,
contractual relationships, foundations, and investments, the institution has an annual external
audit, prepared in accordance with generally accepted accounting principles, that is
comprehensive and thorough (III.D.61). As required by state law, the District retains an
independent auditor that performs separate audits of Proposition 39 bond funds and
investments annually. The SMCCCF is a separate 501(C)3 entity and is not a component
unit of the District and as such has its own audit each year by an independent auditor
(III.D.62).
Institutional investments are managed by the Chief Financial Officer, utilizing the San Mateo
County investment pool as well as other investment options as needed in order to earn
additional revenue, i.e. interest, and are reviewed on a regular basis by the Board.
Investments in the San Mateo County investment pool are audited annually by the investment
pool’s independent auditor. The Board reviewed and revised its investment policy in March
2012.
Accounting records for the ASSC are maintained by College Business Services with
oversight by the District. All externally funded programs, grants and financial aid require
year-end financial and program reports prepared by the College and reviewed by College
Business Services and District staff before submission to the State Chancellor’s Office. All
grant and externally funded program payroll, purchase requisitions and budget and
expenditure transfers are approved by the College Business Services as well as District staff
prior to posting into the Banner system. With the increase in grants awarded to Skyline
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College, a Project Director was recently hired to monitor grant projects from inception to
completion.
The Financial Aid Department works in conjunction with the District Grants Analyst to
ensure that appropriate procedures are in place and are adhered to. The program has recently
undergone a business process analysis that has resulted in a thorough review of internal
controls while also obtaining significant streamlining of processes.
For the two facilities bonds as well as the Measure G parcel tax, there are oversight
committees. These groups meet regularly to review what is being done with each of these
sources of funding. The minutes are posted on the website.
The College Business Services staff regularly conducts training sessions to equip managers
and staff on the use of the District Banner system for budget monitoring; requisition,
procurement card and journal entry review and approval; and running finance reports for
review and tracking expenditures and available balances. In addition, the College Budget
Office prepares financial summary reports for review by the President’s Cabinet, the
Management Council and the CBC (III.D.63).
The District Budget Office likewise publishes three annual budget reports—Tentative, MidYear and Final. These contain timely and useful information on the budget, financial reports
by fund and FTES data. The District Mid-Year Report contains three annual reports by site
that presents Actual Site Expenditures by Major Account Code, and by Budget Activity as
well as Academic Salaries by Account Code. These reports are presented to the District
Committee on Budget and Finance, the Board of Trustees and are available to all in the
District downloads (III.D.64).
Self Evaluation
The College meets this standard. There is sufficient oversight at the College and District level
to ensure proper management of all finances, including financial aid, grants and externally
funded programs and auxiliary services. There is appropriate monitoring of the student loan
defaults as well as the revenue streams and assets. The College regularly assesses its
processes and uses the results of that assessment to revise and improve its processes. Financial
reviews are conducted all year-round at various levels at the College beginning with
programs and divisions up to the President’s Cabinet and the CBC. Audits are performed by
both external auditors and the CIAG. The results of the external audits have been satisfactory
as the District has obtained unqualified audit opinions. The external auditor presents the audit
results to the Board of Trustees each year. Audits have revealed some compliance but not
financial findings. All of them have been promptly addressed with new procedures, often
completed prior to the close of the audit. Copies of the audits and findings are available to
all as they are posted in the District Accounting downloads. Managers, grant coordinators
and staff are trained on how to monitor budgets and run financial reports off of Banner.
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Actionable Improvement Plans
None.

III.D.3.c

The institution plans for and allocates appropriate resources for the
payment of liabilities and future obligations, including Other PostEmployment Benefits (OPEB), compensated absences, and other
employee related obligations.

Descriptive Summary
SMCCCD and Skyline College plans for and allocates appropriate resources for payment of
liabilities and future obligations. One of the things the District has addressed is the long-term
post-retirement liabilities to cover the medical insurance costs for retirees. The District
capped the benefits over 20 years ago and in 1992 established a reserve by putting $1.5
million per year into the post- retirement benefits fund. This fund now has assets in excess of
$22 million (III.D.25). Since 2009, the District has been transferring funds from the postretirement benefits fund into an irrevocable OPEB trust fund, with more than $28 million
invested to date. The District has also assessing itself a benefit charge to cover the cost of
current employees’ future benefits, transferring that amount into the post-retirement fund
with every payroll. Both the irrevocable trust and the reserve fund have helped the District to
fund more than $40 million of the estimated $126 million liability, which the District expects
to completely fund in the future.
A 2.81-percent increase in compensation and/or benefits was negotiated between the District and its
employee bargaining units in 2012-2013. Both the District and the College consider the cost of
salaries and related benefits when negotiating labor agreements in order to ensure that there
are projected financial resources to fund those agreements. Likewise, salary and benefits are
calculated when considering the addition of permanent positions, in order to make certain the
District and College have the ongoing financial resources to meet such commitments.
To address compensated absences, the District has a policy to limit the amount of vacation
and compensation time carryover, so staff does not have extraordinary time off. In general,
vacation and sick leave time is taken without the hiring of a substitute as the time off is of
short duration. Funds are budgeted in the “substitute” account or through long-term disability
(for extended absences).
The District Financial Services Department engages actuarial research on a regular bases.
The most recent study was conducted in 2011 by Total Compensation Services (III.D.65).
Study recommendations are reviewed by Financial Services and are used in District planning.
Self Evaluation
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The College meets the standard. The District maintains reserves to handle the payment of
liabilities and future obligations. Additionally, the District regularly engages in research on
actuarial information to aid in financial planning.
Actionable Improvement Plans
None.

III.D.3.d

The actuarial plan to determine Other Post-Employment Benefits
(OPEB) is prepared, as required by appropriate accounting standards.

Descriptive Summary
In compliance with GASB 45, the District has an actuarial study prepared every two years to
determine the unfunded liability for OPEB (III.D.26). Recommendations from the study
prepared in spring 2013 by Total Compensation Services are reviewed and presented to the
District Committee on Budget and Finance and the Board of Trustees and implemented at the
District (III.D.61).

Self Evaluation
The College meets the standard. The actuarial study is prepared every two years and
reviewed and presented to the District Committee on Budget and Finance, and the Board of
Trustees before being implemented by the District.
Actionable Improvement Plans
None.

III.D.3.e

On an annual basis, the institution assesses and allocates resources for the
repayment of any locally incurred debt instruments that can affect the
financial condition of the institution.

Descriptive Summary
Other than the general obligation bonds which are paid by property taxes assessed by the
county, the District has no debt. All certificates of participation have been defeased.
Self Evaluation
The College meets the standard.
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Actionable Improvement Plans
None

III.D.3.f

Institutions monitor and manage student loan default rates, revenue
streams, and assets to ensure compliance with federal requirements.

Descriptive Summary
The District and College have a number of processes and a standardized policies and
procedures manual to ensure that all funds are monitored and managed according to federal
requirements. Types of processes vary among the various funds received and disbursed by
the College and maintained to ensure compliance guidelines (III.D.66).
Federal regulations and statutes contain many default prevention measures designed to
ensure that students do not default on their Title IV loans. The default provisions
contained in federal regulations and statutes may not specifically state that they are
default prevention measures, but these provisions ensure that the student:
•
•
•
•
•

Knows he/she has a loan obligation and not a grant
Understands the terms of the loan and repayment obligation
Is properly notified as to when the repayment obligation begins
Receives required notices relative to the loan obligation
Begins repayment at the proper time

The Financial Aid Office at the College is responsible for monitoring the student loan default
rate. The staff use the federal National Student Loan Database System and the Department of
Education websites to review student borrowers, identify students entering or in repayment
as well as those in delinquent status, and contact them to provide information on resources to
assist them in maintaining federal Title IV eligibility while successfully managing their loan
repayment obligation. For the last three years, the College’s default rate was under 30 percent
which is within federal guidelines (III.D.67).
In order to assist in keeping the default rate low, students are required to complete entrance
counseling each year and exit counseling at the end of their program to reinforce the different
deferment, forbearance and repayment options. The Financial Aid Office staff counsel
students individually when approaching the median aggregate loan limit for undergraduate
borrowing to assess their future financial need, review their college budgeting and provide
advice regarding the loan amount (i.e. limit excess borrowing) so the likelihood of default is
decreased. In addition, workshops open to the public are held every semester on responsible
borrowing practices to educate students on repayment calculations, repayment options and
communication with Department of Education and institution as default/delinquency
prevention. In fact, the Financial Aid Office worked with the two other colleges in the
District to create the District Default Prevention and Management Plan for Federal Direct
Loans, which is included in the Financial Aid Policies and Procedures Manual (III.D.66).
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In order to monitor revenue streams and assets, the District and College staff at each campus
work closely together. First, the requirements for the particular funding source (including
Pell grants, EOPS and TRiO grants or student loans) are reviewed by the District and College
Business Office staff members to determine the process required to be completed. For some
programs, there can be advances, although only a defined number of days in advance, while
others are cost-reimbursed (actual expenditures) such as the Pell Grant funding which is
authorized by the Department of Education after receipts and acceptance of origination and
disbursement records by the College.
Once the federal process is clearly understood, then the internal process is established. The
next step involves the actual drawdown of funds, which is completed by District Office staff.
After the drawdown is complete, the supervisor reviews the reports to make certain the
amounts are accurate. Any problems with the drawdown are addressed. These funds are
reconciled as required by each state or federal funding source.
Self Evaluation
The College meets this standard. There are effective processes used to monitor and manage
student loans so that the College is in compliance with federal requirements.

Actionable Improvement Plan
None

III.D.3.g

Contractual agreements with external entities are consistent with the
mission and goals of the institution, governed by institutional policies,
and contain appropriate provisions to maintain the integrity of the
institution.

Descriptive Summary
Contracts are required for service work performed by an independent contractor, annual
service, maintenance agreements, professional services, copyright or licensing agreements,
and facility or vehicle rental. These services help the College to meet its MVV and goals.
Contracts for these services need to be submitted to the Office of the Executive Vice
Chancellor for review and approval prior to the services being rendered (III.D.68, III.D.69).
Board approval is required for contracted services in the amount of $81,000 or more. An
exception to this amount is public contract code agreements, which require Board approval if
they exceed $175,000. Board approval is required, regardless of the dollar amount, for
District use of off-campus facilities that require a lease and use of District facilities by
outside organizations requiring a lease.
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The District has procedures for purchasing and contract requirements (III.D.70). Purchases
exceeding $81,000 for materials, supplies or services sold or leased to the District must be
legally advertised, formally bid and awarded by the Board of Trustees to lowest responsive
bidder. There are two exceptions to the $81,000 limit: public contract code work and
professional services. Public works projects require the formal bidding procedure if
expenditures are greater than $175,000. This process must be completed before purchase
orders can be issued. Certain professional services (e.g. lawyers, architects, engineers) are
exempt from formal bid requirements; however, Board approval is needed for a new vendor
or new services valued above the legal bid minimum or for continuing services in excess of
$500,000.
Three written quotations must be obtained and compared for competitive pricing on the
purchase of any services or equipment in excess of $5,000. Purchases exceeding $1,000
require three verbal or simple e-mail quotes. For purchases in excess of $20,000, but less
than the legal bid requirement of $65,100, a Request for Quotations must be prepared.
Contracts are required for service work performed by an independent contractor. An
independent contractor is defined as an individual who performs a service for the District,
rather than a company or individual who provides a tangible product to the District.
Independent contractors are in business for themselves and they are responsible for their own
tax reporting to the IRS. The independent contractor uses a social security number for tax
identification purposes, rather than a federal tax ID number. SB1419 sets specific guidelines
for appropriate use of Independent Contractors. Board approval is required for independent
contracts in excess of the legal bid limit of $81,000.
Additional contracts include, but are not limited to:
•
•
•
•
•

Performance agreements
Clinical agreements for placement of students in clinical settings
Grant and sub-recipient contractual agreements
Facilities usage agreements
Vendor agreements held by the District Office that produce revenue for the College
and ASSC
• Bookstore agreements held by the District Office

Policies and procedures regarding contracts are developed and implemented in compliance
with the Education Code, Public Contracts Code, and Civil Code. This high-level oversight
protects the integrity of the institution. Only the Chancellor and Executive Vice Chancellor
are authorized to sign contracts for the District. A contract without these signatures is not a
valid contract. All contracts contain standardized language that protect the District and allow
it to change or terminate contracts that do not meet its required standards of quality. In
addition, contracts that involve federal funds are reviewed by the District Grants Analyst
prior to being signed to ensure that the contracts are allowable under the terms of the grant.
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Self Evaluation
The College meets this standard. The College has sufficient controls in place to assure that
contracts and agreements are consistent with the College’s MVV and goals with appropriate
controls in place to ensure the integrity of the process.
Actionable Improvement Plans
None.

III.D.3.h

The institution regularly evaluates its financial management processes,
and the results of the evaluation are used to improve internal control
structures.

Descriptive Summary
The District Committee on Budget and Finance, a subcommittee of the District Shared
Governance Council, reviews the budgeting process and financial information at the District
and College level and regularly evaluates financial management processes and results to
improve internal control structures. Representatives from CBC sit on the District committee,
which includes the business officers from the three colleges and staff from the District
business office, along with the Chief Financial Officer, District budget officer, and
representatives from faculty, classified, facilities and students from each college. This
facilitates the sharing of information between the District and the College. Meeting monthly,
the District Committee on Budget and Finance shares information about the state and District
budget, and reviews and discusses budget assumptions and the tentative and mid-year budget
reports. The committee evaluates the effectiveness of the resource allocation model and
makes recommendations to improve it. Minutes from these meetings can be found on the
District Committee on Budget and Finance SharePoint page (III.D.42).
The Business and Finance Officers Group comprised of the business officers and business
staff from the three colleges and District meet monthly to discuss, evaluate and make
recommendations on financial processes such as internal controls and software
enhancements. Minutes of the meetings are available on the District SharePoint (III.D.67).
Banner financial reports are available online for all division and units to review and track all
expenditures. Divisions and units can also request financial reports from the business
services department. Divisions and units can also request in-person meetings with the
business services finance department employees for more in-depth knowledge or guidance
about financial analysis of their division budgets or completion of any required year-end
reports.
With the assistance from the CIAG, the District performs Comprehensive Program Reviews
of the accounting, general services, payroll, and facilities functions and uses the results to
improve processes. In fall 2012, CIAG expanded its scope and created CIAG Student
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Services to review the procedures and compliance with state regulations that govern the
administration of categorical programs such as EOPS, DSPS and Financial Aid. Plans to
form CIAG Instruction are underway.
The District performs Comprehensive Program Reviews of the accounting, general services,
payroll, and facilities functions and uses the results to improve processes. In October 2011 as
part of its program review process, the District surveyed all full- and part-time employees
about their experiences with District accounting, general services, payroll and facilities
functions (III.D.71). The survey was designed to assess customer satisfaction with services in
the District Office and to determine employee knowledge about the availability of important
information online. The survey was sent to 2,005 employees and 215 responded. Of the
respondents, 36.7 percent were faculty, 18.6 percent were administration, and 44.6 percent
were staff. Employees rated their level of satisfaction on a scale of 1 to 5 with 1 being the
lowest level of satisfaction and 5 being the highest level. The survey also included openended questions to give respondents the opportunity to discuss areas of concern. Overall, the
College and District employees had a generally favorable response to District services with
the majority of ratings being at or above 4.0. However, survey results also identified areas
that need improvement:
•
•
•

Level of satisfaction with custodial service
Knowledge of availability of District information online training related to purchasing
policies and procedures
Increased information regarding accounting procedures and timelines

Action has been taken to resolve the levels of dissatisfaction identified in the surveys. For
example, all facilities employees received training in customer services and unannounced
inspections of random building and grounds locations have been increased. Regarding online
purchasing and procedures the General Services Department offers District wide training.
The accounting department has taken steps to increase information for end users by
developing a website that includes key contacts and important dates. In addition, three online
calendars have been developed: the accounting and reporting tasks calendar, the grants and
external fund calendar, and the budget timeline calendar.
During the preliminary audits conducted by external auditors, internal control processes are
evaluated. They identify areas and make recommendations on where improvements can be
made in the processes.
Self Evaluation
The College meets this standard. Financial management processes are regularly evaluated by
the District Committee on Budget and Finance, the Business and Finance Officers Group,
and CIAG. From these evaluations processes and procedures are revised to improve the
financial management systems to assure adequate internal controls. Some recent changes that
have resulted from these evaluations include implementing a bad-debt collection procedure,
recording allowance for bad debts in the College financials, expanding efforts to collect
mandated costs, increasing charges for bad checks, reviewing internal controls, changing
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timelines for monthly/annual closing, reviewing internal and external audit issues,
streamlining procedures, and working to make improvements in the Banner system as it is
periodically upgraded.
Actionable Improvement Plans
None.

III.D.4

Financial resource planning is integrated with institutional planning. The
institution systematically assesses the effective use of financial resources
and uses the results of the evaluation as the basis for improvement.

Descriptive Summary
The effective use of the institution’s financial resources is assessed by the Skyline College
Balanced Scorecard and integrated into the College’s institutional planning. Instruction,
student services, and administrative units have Annual Program Plans, and instruction and
student services also have Comprehensive Program Reviews. These planning processes
incorporate student learning outcomes assessment, review of program data, and dialogue and
analysis to develop plans for improvement which include the need, if any, for resources. The
IPC reviews all Comprehensive Program Reviews and Annual Program Plans and integrates
resources needs with the CBC. The District Office also performs Comprehensive Program
Reviews and incorporates the results into planning and procedures.
The Skyline College Balanced Scorecard by the IPC as a way to enhance the existing
College wide planning process makes use of a set of core indicators that define and measure
institutional effectiveness as it pertains to the MVV. This effectiveness is viewed from four
perspectives, each with a balance of financial and non-financial indicators and measures:
Internal Stakeholders, External Stakeholders, Financial and Operational Performance, and
Growth and Innovation. The Balanced Scorecard incorporates a balance of lead indicators
which identify what the College puts into the system to drive performance, and lag indicators
which identify outputs or explanations of institutional performance. These outcomes,
reported through the scorecard, tells how well the College is performing, including the
effective use of financial resources. Benchmarks provide the means for assessing goals and
adjusting strategies for meeting these goals. Financial and Operational Performance is
measured using the following benchmarks: Productivity, FTES, WSCH, Efficiency, Budget
Efficiency, and Facilities Planning (III.D.72).
Budget Efficiency benchmarks from the Financial and Business Operations perspective
include indicators such as (1) ratio of actual expenditures to total budget; (2) productivity; (3)
load efficiency; and (4) fill rates. From the innovation and growth perspective, the indicators
established include grant procurement. Over the course of the calendar year, division deans
and program coordinators regularly run financial reports to ensure that they are on track.
Similarly, Cabinet reviews monthly and semi-annual reports for the College’s unrestricted
general fund, grants and other restricted funds to ensure that resources are adequately
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provided. Corrections to the budget are made as needs are identified throughout the year and
as additional resources are received.
Self Evaluation
The College meets this standard. The institution has implemented an ongoing, systematic
process that includes assessment of the effective use of financial resources and uses the
results of the evaluation as the basis for improvement.
Actionable Improvement Plans
None.
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Standard III.D. Evidence
III.D.1

District 2012-2013 Final Budget Report ( Download Document )

III.D.2

SMCCCD Board of Trustees Goals ( Web Page )

III.D.3

Skyline College MVV Statement ( Web Page )

III.D.4

SMCCCD Measure G Parcel Tax ( Web Page )

III.D.5

Redevelopment Agency Payments to the District discussion in CBC
( Download Document )

III.D.6

CBC Overview Website ( Web Page )

III.D.7

Skyline College New Grants - FUND 3 - FY 12/13 ( Download Document )

III.D.8

IPC Committee Charge ( Download Document )

III.D.9

Integrated Planning and Participatory Governance for Student Success handbook
( Download Document )

III.D.10

Administrative Leadership and Unit Review ( Download Document )

III.D.11

Full-Time Equivalent Faculty and Classified Request Forms ( Web Page )

III.D.12

Cabinet Agenda Discussion about Grants ( Web Page )

III.D.13

Skyline College Balanced Scorecard ( Web Page )

III.D.14

SMCCCD Annual Budget and Planning Calendar ( Download Document )

III.D.15

Skyline College Resource Request Rubric ( Download Document )

III.D.16

Skyline College Annual Budget and Planning Calendar ( Download Document )

III.D.17

District Allocation Model; 2013 Annual Report pages 106-109
( Download Document )

III.D.18

College Budget Committee Budget Recommendation to President
( Download Document )

III.D.19

Mid-year 2011-2012 Budget Book ( Download Document )

III.D.20

Career Advancement Academies ( Web Page )
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III.D.21

SparkPoint at Skyline College ( Web Page )

III.D.22

San Mateo County Community College Foundation ( Web Page )

III.D.23

Board Policies and Procedures, Chapter VIII ( Download Document )

III.D.24

College Budget Committee Minutes for Approving 3%-4% Contingency
( Download Document )

III.D.25

2012 SMCCCD Retirement Futuris Public Entity Investment Trust
( Download Document )

III.D.26

Actuarial Study of Retiree Health Liabilities, April 2011 ( Download Document )

III.D.27

Skyline College Capital Improvement Projects ( Web Page )

III.D.28

District Bond Oversight Committee ( Web Page )

III.D.29

Long Range Funding for Equipment ( Download Document )

III.D.30

Membership of the College Budget Committee ( Web Page )

III.D.31

Participatory Governance Agendas and Minutes available Online by Committee
( Web Page )

III.D.32

District Committee on Budget and Finance ( Web Page )

III.D.33

Budget Forum December 11, 2009 ( Download Document )

III.D.34

College Internal Audit Group (CIAG) ( Web Page )

III.D.35

District Finance Page for Mid-Year and Annual Report ( Web Page )

III.D.36

Equipment Inventory and Tagging in Purchasing Procedures ( Web Page )

III.D.37

Procurement card Scanning ( Download Document )

III.D.38

District Budget Report 2012-2013 ( Download Document )

III.D.39

Contracted District Audit 2013 ( Download Document )

III.D.40

SMCCCD Audit Reports ( Web Page )

III.D.41

Skyline College Budget and Finance Handbook ( Download Document )

III.D.42

District Finance and Budget SharePoint Site ( Web Page )
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III.D.43

Measure G Oversight Committee ( Web Page )

III.D.44

Bond Oversight Committee ( Web Page )

III.D.45

Bond Oversight Committee Rules and Regulations ( Download Document )

III.D.46

Auxiliary Services Home Page ( Web Page )

III.D.47

District Auxiliary Services Advisory Committee (DASAC) ( Web Page )

III.D.48

Textbook Rental Program ( Web Page )

III.D.49

San Mateo County Community College Foundation Annual Report
( Download Document )

III.D.50

President’s Innovation Fund Fundraising Success ( Download Document )

III.D.51

TRiO Program ( Web Page )

III.D.52

EOPS Program ( Web Page )

III.D.53

Disability Resource Center ( Web Page )

III.D.54

Center for International Trade Development (CITD) ( Web Page )

III.D.55

WIA Fiscal Monitory Tool HSA ( Download Document )

III.D.56

U.S. DOL ETA Core Monitoring Review Guide ( Download Document )

III.D.57

Revised Purchasing Guidelines ( Download Document )

III.D.58

Business Process Analysis: Financial Aid Award ( Download Document )
and Scholarship Process ( Download Document )

III.D.59

District Ending Balance 2009-2012 ( Download Document )

III.D.60

Fiscal Trend Analysis ( Download Document )

III.D.61

District Annual Financial Report June 30, 2010-2011 ( Download Document )

III.D.62

SMCCCF Audit ( Download Document )

III.D.63

College Budget Office financial summary reports ( Download Document )

III.D.64

District Annual Financial Mid-Year Reports ( Download Document )
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III.D.65

Total Compensation Systems ( Download Document )

III.D.66

SMCCCD Financial Aid Handbook ( Download Document )

III.D67

Email regarding Title IV Defaults ( Download Document )

III.D.68

Standard Service Contract and Performer Contract ( Web Page )

III.D.69

SMCCCD Independent Contract Information ( Web Page )

III.D.70

Purchasing Procedures and Contract Requirements ( Download Document )

III.D.71

District Comprehensive Program Review ( Download Document )

III.D.72

Skyline College Balanced Scorecard ( Web Page )
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Standard IV: Leadership and Governance
The institution recognizes and utilizes the contributions of leadership throughout the
organization for continuous improvement of the institution. Governance roles are
designed to facilitate decisions that support student learning programs and services and
improve institutional effectiveness, while acknowledging the designated responsibilities
of the governing board and the chief administrator.
IV.A. Decision-Making Roles And Processes
IV.A.
DecisionMaking
Roles And
Processes
IV.A.1

The institution recognizes that ethical and effective leadership
throughout the organization enables the institution to identify
institutional values, set and achieve goals, learn, and improve.

Institutional leaders create an environment for empowerment,
innovation, and institutional excellence. They encourage staff, faculty,
administrators, and students, no matter what their official titles, to take
initiative in improving the practices, programs, and services in which
they are involved. When ideas for improvement have policy or significant
institution-wide implications, systematic participative processes are used
to assure effective discussion, planning, and implementation.

Descriptive Summary
Skyline College has institutional leaders and leadership structures at both the College and
District levels that create an environment for empowerment, innovation and institutional
excellence. While Skyline College has autonomous decision-making processes, ultimately
decision-making authority presides with the San Mateo County Community College District
(SMCCCD) Board of Trustees. Elected by the voters of San Mateo County, the Board of
Trustees is charged with maintaining fiscal stability for the District. The Board of Trustees
gives top priority to providing quality basic skills, transfer, and career and technical
education in an open-access environment. That the Board of Trustees places a high value on
creating an optimal learning environment across the District is reflected in their June 2012
Reaffirmation of Core Values and Principles statement. In that statement, the Board of
Trustees reaffirmed their commitment to the following core values and principles of the
District: student-centered mission, support for innovation, employment philosophy,
participatory governance, and the Board of Trustees final decision-making authority
(IV.A.1).
Skyline College’s leadership is committed to creating an environment that encourages and
supports institutional excellence through the empowerment and innovation of its constituents.
The College recognizes and utilizes the contributions of all constituents, in working toward
the objectives outlined in the College’s Mission-Vision-Values (MVV) statement, the
College Goals, the Philosophy of Participatory Governance, and the organizational structure
of the College as presented in the Integrated Planning and Participatory Governance for
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Student Success handbook and detailed in the Compendium of Committees (IV.A.2, IV.A.3,
I.A.4, and IV.A.5). Leaders from each of the constituent groups work together on the College
Governance Council to foster an environment that encourages participation by all staff,
faculty, administrators, and students in the planning, evaluation, and improvement processes
that help achieve institutional excellence (IV.A.6 and IV.A.7). The College utilizes an
ongoing, systematic planning process for continuous improvement that capitalizes on the
innovation of administrators, faculty, staff and students. Through the integrated planning
process, ideas are brought before decision-making bodies such as the Institutional Planning
Committee (IPC) and the College Budget Committee (CBC) and through Comprehensive
Program Review and annual planning documents including the Administrative Leadership
and Unit Review and the Annual Program Plans. This structure is detailed further in IV.A.2.
The College assures institutional integrity and ethical leadership through various ethics
policies, including Board Policy 2.21 on Professional Ethics, the Academic Senate Statement
on Ethics, and the District Student Council Statement of Student Ethics. All are posted on the
District website (IV.A.8, IV.A.9, and IV.A.10).
Institutional leadership, guided by the College MVV, is described within the goals of the
College. For example, one goal is to “enhance institutional effectiveness in planning and
decision-making processes through cooperative leadership, effective communication, and
participatory governance.” Another goal is to “provide human, physical, technological and
financial resources to assure excellent educational programs and student services in order to
support students in attaining their educational goals and improve institutional effectiveness.”
Additionally, the College’s commitment to student success and educational excellence is
expressed in the Vision part of the MVV Statement: “Skyline College inspires a global and
diverse community of learners to achieve intellectual, cultural, social, economic and personal
fulfillment” (IV.A.2).
The College MVV Statement and goals are consistently communicated by institutional
leaders to administrators, students, faculty, and staff through various channels including the
Skyline College website, the Comprehensive Program Review and Annual Program Plan
documents, and as part of status reports by campus organizations. Examples of these reports
include the Skyline College Annual Report, the Student Services Executive Summary
Report, and the Balanced Scorecard which translates the College MVV into meaningful,
measurable indicators (IV.A.2, IV.A.11, IV.A.12, and IV.A.13). These reports serve to keep
administration, students, faculty, and staff updated about institutional performance in College
procedures, programs and services.
All of these reports are reviewed by constituent groups and updated regularly, and are used in
institutional dialogue and decision making among all constituents. The President’s weekly
newsletter, Skyline Shines—emailed and accessible on the College website—serves as
another outlet for communicating information about the institution’s MVV and goals, as well
as institutional performance (IV.A.14). The MVV Statement is also posted in every office on
campus (IV.A.15).
Administration, faculty, staff, and students contribute to the improvement of the College’s
practices, programs and services through the participatory governance processes. All
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constituents are encouraged to contribute to institutional effectiveness through the
participatory governance organizations detailed in in the Compendium of Committees and
further described in IV.A.2 (IV.A.5). These bodies include the Academic Senate, the
Classified Council, the Management Council, and Associated Students of Skyline College
(ASSC); as well as campus leadership and planning multi-constituency groups such as the
CBC, the College Governance Council, the IPC, and the Student Learning Outcomes
Assessment Cycle (SLOAC) Steering Committee.
Multiple opportunities exist for administration, faculty, staff and students— regardless of
official titles—to bring forward proposals for institutional improvement and the enhancement
of student learning. All College employees are included in the annual planning process.
Proposals may be forwarded through the Comprehensive Program Review and Annual
Program Plans or through committees or task force work. Individuals might also work with
the division representative for a particular committee about a proposed idea.
Administration, faculty and staff also are encouraged to take initiative in the improvement of
the College’s programs and services by proposing projects and programs for innovation
funding through the Professional Development Fund (IV.A.16) and the Program
Improvement Fund (IV.A.17). Focusing on initiatives that go beyond the duties and
responsibilities outlined in the San Mateo Community College Federation of Teachers
contract, the Program Improvement Fund proposals are prioritized by the Professional
Personnel Committee and submitted to the Vice President of Instruction. The President’s
Innovation Fund (IV.A.18), an initiative designed to support creativity and innovation at
Skyline College, is provided largely by the President’s Council. Faculty, staff and
administrators are encouraged to “Dream Out Loud” and propose ideas that will support the
College’s MVV and goals. Recent programs supported by this fund have included:
•
•
•
•
•

the Skyline College Lecture Series, “A Call to Consciousness,”
the Students Step Up program aimed at engaging students in civil learning and
democratic leadership,
the Asian Studies Center,
the Center for Hip Hop Art, Scholarship, and Education, and
the Sustainable Campus Initiative (IV.A.19).

These uses of the President’s Innovation Fund showcase the initiative of faculty, staff and
students to enhance the practices, programs and services of the College.
Additional means for the community to provide input and thereby take initiative towards
institutional improvement include the electronic Feedback and Suggestion Box on the
Skyline College website and the award-winning student newspaper, The Skyline View,
which is available online and in paper form, and provides a venue for the campus community
to openly voice concerns, share ideas, and distribute information (IV.A.20, IV.A.21). The
College provides further means to encourage input from the campus community and the
public through forums held by group leaders for the discussion of various topics, including
Participatory Governance, Accreditation, and Budget (IV.A.22, IV.A.23, and IV.A.24).
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To evaluate and communicate the institution’s improvement plans and performance, the
campus also uses surveys to measure various aspects of institutional effectiveness and give
respondents input. Recent surveys include the Employee Voice Survey 2012, Participatory
Governance Evaluation 2012, the Community College Survey of Student Engagement
(CCSSE) and 2010 Student Campus Climate Survey, the results of which are posted on the
Planning, Research, and Institutional Effectiveness (PRIE) website (IV.A.25).
Conclusions from the Employee Voice Survey 2012 indicate there is a strong sentiment
among survey respondents that the environment at Skyline College is collegial and promotes
collaboration. The following is a sample of how respondents responded to the recent survey
(IV.A.26):
•
•
•
•
•
•
•

72 percent agreed they were encouraged to be creative and innovative.
69 percent agreed that the College encourages participation in planning processes.
64 percent agreed the participatory governance process works well overall and
promotes inclusivity.
50 percent agree that staff has adequate opportunities to participate in the
development of financial plans and budgets, an increase of 10 percent from the 2006
assessment cited in the 2007 accreditation documents.
79 percent agree they are provided with adequate opportunities to participate on
important College councils and committees.
58 percent agree that all constituency groups work collaboratively towards
achievement of College goals.
69 percent agreed they were satisfied with the amount of opportunity they have to
participate in College wide planning.

Similarly, the Skyline College Participatory Governance Evaluation 2012 indicated that
respondents feel included in institutional decision-making. When asked whether the
governance at the College (referred to as “participatory governance” since fall 2012 to better
reflect the existing governance process) provides adequate opportunities to provide input in
the decision-making process at Skyline College, 72 percent agreed. 65 percent of respondents
agreed that the participatory governance process operates effectively (IV.A.22).
The CCSSE, used to measure institutional effectiveness and levels of engagement for Skyline
College students, asked questions about such things as how they spend their time; what they
feel they have gained from their classes; how they assess their relationships and interactions
with faculty, counselors, and peers; what kinds of work they are challenged to do; and how
the College supports their learning. Findings are categorized into five benchmark areas:
active and collaborative learning; student effort; academic challenge; student-faculty
interaction; and support for learners (IV.A.27). The survey finds that Skyline College
promotes active and collaborative learning at a benchmark score of 46.6 percent as compared
to the benchmark score of 50 percent for the cohort of all schools surveyed. In regards to
support for learners, the survey puts Skyline College at 52.1 percent as compared to the
cohort score of 50 percent. One specific way the College is addressing its desire to raise the
benchmark score for active and collaborative learning is through the establishment of the
Center for Transformative Teaching and Learning (CTTL). Co-coordinated by faculty, the
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CTTL promotes and supports faculty teaching and learning excellence, scholarship,
discussions, and workshops focusing on teaching and learning (IV.A.28).
Self Evaluation
The College meets this standard. Institutional leadership effectively creates an environment
that empowers administration, faculty, staff and students to participate in the planning,
evaluation, and improvement of the College’s practices, programs and services to help
achieve student success and educational excellence.
The participatory governance committees, open forums and fund acquisition encourage
innovation, dialogue and collaboration at the College. Information regarding institutional
performance and improvement is easily accessible through comprehensive reports on the
College website. Additionally, the President’s weekly newsletter, Skyline Shines, has been
very effective in keeping the campus informed of institutional goals, initiatives and activities.
Survey results and institutional data are available publically on the PRIE website. Surveys of
students and employees are used to further engage the campus in dialogue with results
generally indicating students feel supported and faculty feel encouraged to innovate.
Actionable Improvement Plans
None.

IV.A.2

The institution establishes and implements a written policy providing for
faculty, staff, administrator, and student participation in decision-making
processes. The policy specifies the manner in which individuals bring
forward ideas from their constituencies and work together on appropriate
policy, planning, and special-purpose bodies.

IV.A.2.a

Faculty and administrators have a substantive and clearly defined role in
institutional governance and exercise a substantial voice in institutional
policies, planning, and budget that relate to their areas of responsibility
and expertise. Students and staff also have established mechanisms or
organizations for providing input into institutional decisions.

Descriptive Summary
Both the District and Skyline College have established written policies that provide for
administrator, faculty, staff and student participation in decision-making processes including
school policy, planning, and special-purpose bodies. The policies describe the manner in
which individuals are able to bring forward ideas from their constituent groups and
participate in dialogue that directs the future of the institution. The District and the Board of
Trustees recognize the importance of participatory governance. This is evidenced by the
policy that the Board has written to ensure participation of all constituent groups in the
decision-making process and to establish the roles of those groups in that process. Board
Policy 2.08, District Participatory Governance Process, states that “the Board of Trustees is
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committed to a participatory governance system which ensures faculty, staff, and students the
right to participate effectively in District and College governance and the opportunity to
express their opinions at the campus and District levels and to ensure that these opinions are
given every reasonable consideration” (IV.A.29). Further, Board Policy 2.18, Student
Participation in District and College Governance, begins with, “The Board of Trustees values
and recognizes the importance of effective student participation in College and District
governance processes and, to that end, students will be represented in fair numbers.”
Additionally, the policy states, “Students will be provided an opportunity to participate in
formulation and development of District and College policies and procedures that have or
will have a significant effect on students. This right includes the opportunity to participate in
processes for jointly developing recommendations to the Board of Trustees regarding such
policies and procedures” (IV.A.30)
Skyline College also recognizes the importance of participatory governance and has
established policies and procedures for the purpose of continuous improvement and
assessment of the institution. The Integrated Planning and Participatory Governance for
Student Success handbook describes the integration of governance and planning at Skyline
College. Guided by the MVV, student success is at the center of the College’s integration of
planning and budgeting (IV.A.2, IV.A.4).
Skyline College’s Philosophy of Participatory Governance states, “Participatory governance
is a method of college management in which decision makers, whether with primary or
delegated authority, are committed to involving affected constituencies in decisions as much
as possible. Participatory governance is based upon individuals having a voice in decisions
that affect them.” It continues, “Participatory governance is carefully planned, instituted and
evaluated. It is designed to lead to effective participation in decision-making that unites
constituencies, produces an improved College environment, and draws upon the strength of
diversity. Participatory governance includes the structures and processes for decision making
that engage students, staff, faculty and administrators in reaching and implementing
decisions that further the primary mission of the College–to educate students” (IV.A.3).
Skyline College has an organized structure of governance committees, councils, and task
forces to ensure that all campus committees work together and allow all constituent groups to
participate effectively. The full list of participatory governance groups and current
membership is published yearly on the Skyline College Participatory Governance website in
the Compendium of Committees, which outlines the participation of all constituents—
administrators, faculty, staff, and students—in the decision-making committee process
(IV.A.3, and IV.A.5).
At the center of this structure is the College Governance Council, described by its Charter
and Bylaws as “the primary planning and policy formulation group for the College, thereby
establishing the charges to other units and committees in accomplishing specific tasks
including but not limited to, the following areas: budget, programs, student equity,
accreditation and program review. The College Governance Council is responsible for
reviewing the progress and accomplishments of the units and committees. The Council
serves as the umbrella participatory governance committee for the College and is a major
participant in decision making for the College” (IV.A.7). College Governance Council
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membership includes the College President and Vice Presidents of Instruction and Student
Services, representing administration, along with the elected leaders of the constituent
groups: the President and Vice President of the Academic Senate, representing the faculty;
the Classified Council, representing the staff; and the ASSC, representing the students
(IV.A.5). The College Governance Council has a defined process in its bylaws on how
decisions are made: “The Skyline College Governance Council will use consensus building as
its principal method for decision making. However, in cases where consensus cannot be
reached, a vote will be taken following parliamentary procedure” (IV.A.7).
The IPC, created by the College Governance Council in September 2003 and bound by its
Charter and Bylaws, is the primary body responsible to coordinate, communicate, and
integrate College wide planning at Skyline College. In addition, it is the primary body
responsible for the development and implementation of the College wide performance
measurement system and the assessment of this system (IV.A.31). Membership includes the
President and Vice Presidents of the College, the Dean of PRIE, and representatives
appointed by the constituency groups of Management, Academic Senate, Classified Council
and ASSC (IV.A.5).
The CBC is the primary budget recommendation group for the College, which submits
recommendations to the College administration on College budgetary matters. The
committee is responsible for reviewing the revenues and expenditures of the College.
Members include the Vice Presidents of the College, one dean from instruction and one dean
from student services, the Academic Senate President, two faculty members from each
division, including student services, appointed by the Academic Senate, three classified staff
appointed by the Classified Council, and two students appointed by the ASSC. Either the
Vice President of Instruction or the Vice President of Student Services (on an alternating
basis) and the Academic Senate President serve as co-chairs. The College President, Director
of Business Services, and the Dean of PRIE serve as resource persons to the committee
(IV.A.32).
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In addition to having representation on the College Governance Council, IPC and CBC, each
constituent group has its own representative body in the participatory governance structure.
The Academic Senate is the primary participatory governance body for the faculty.
SMCCCD Board Policy 2.06 states that “Sections 2.05 and 2.08 assign the responsibility to
the Academic Senate to advise the Board on 11 different areas of ‘academic and
professional’ matters” where the Academic Senate has primacy (IV.A.33). The Board of
Trustees ensures the right of the Academic Senate to assume primary responsibility with
respect to academic and professional matters, including the authority to appoint faculty to
committees or groups dealing with academic and professional matters as specified in Title 5,
Section 53203(f), and full participation in collegial consultation processes (IV.A.34).
As detailed in the following section IV.A.2.b, the Academic Senate membership includes all
faculty and has a governing council that has officers elected by the faculty, including
representation from all divisions. The Academic Senate also has standing committees of
Curriculum, Educational Policy, Professional Personnel, and Research who have elected
representation from all divisions and whose chairs are voting members of the Academic
Senate (IV.A.35). Representatives from the other constituent groups including a student
representative from ASSC, a union representative from the San Mateo Community College
Skyline College Accreditation Self Evaluation 2013 Volume II

Page | 131

Standard IV | Leadership and Governance

Federation of Teachers, and members from the classified staff and administration, attend
meetings to ensure communication is working between the groups (IV.A.36, IVA.37).
The Classified Council represents the needs, concerns and viewpoints of the classified staff
with respect to the District Participatory Governance Agreement, excluding all matters
related to collective bargaining (IV.B.38). Members include all classified employees at
Skyline College: California Schools Employee Association (CSEA), American Federation of
State, County and Municipal Employees (AFSCME), and non-represented classified
employees including classified supervisors and management positions. The officers are
elected from the Classified Council membership. Board Policy 2.08 also provides for staff
union representation in participatory governance, stating “the Board recognizes CSEA as the
official body representing classified staff and considers classified staff to be full participants
in participatory governance on all items pertaining to their interests (Education Code
§70901.2). The selection of classified representatives to serve on District and/or College
committees, task forces, and other governance groups shall be made by CSEA with the
expectation that all classified staff will be considered in the process of selecting
representatives” (IV.A.29).
The ASSC, the student government organization of Skyline College, ensures that the needs
and concerns of the student body are addressed and heard in the campus and District
decision-making process. Board Policy 2.08, District Participatory Governance Process, and
2.18, Student Participation in District and College Governance, recognize the importance of
and give standing to the ASSC representation and participation in College and District
governance (IV.A.29, IV.A.30). The ASSC provides and supports a wide range of
educational, cultural and social programs at Skyline College (IV.A.39). The membership
includes all students, with elected officers. Student representatives are members of most
standing committees including Curriculum, Educational Policy, IPC, CBC, and College
Governance Council. A subcommittee of the ASSC is the Student Organization and Club
Council. The group meets to share information about the events and programs on campus,
volunteer projects, and student outreach. Membership includes a representative from each
club on campus.
The President additionally has several advisory councils including the Management Council,
President’s Cabinet, and President’s Council. The Management Council is an appointed
advisory group to the President, which primarily meets to facilitate communication among
Managers regarding College operations. Membership includes the President, Vice Presidents,
Deans, Academic Supervisors, Directors, and Classified Supervisors. The President’s Cabinet
is an appointed advisory body to the College President. The President’s Cabinet provides
institutional oversight of operations. Membership includes the President; Vice Presidents;
College Business Officer; Dean of PRIE; and the Director of Marketing, Communications,
and Public Relations (MCPR). The President’s Council is made up a group of community
leaders whose purpose is to provide community input, feedback and support for the resource
development program at Skyline College (IV.A.40).
In additional to these councils, there are committees with special topic focuses, including the
SLOAC Steering Committee; Health and Safety Committee; the Full-Time Equivalent
Faculty Allocation Committee; the Professional Development Committee; Professional
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Enrichment and Development Advisory Committee; Stewardship for Equity, Equal
Employment and Diversity (SEEED) Committee; and Technology Advisory Committee. The
memberships on these committees are diverse and include representation from different
constituency groups that have a stake in the issues.
There are also task forces—short-term, non-governance groups—to address specific, finite
issues. One such example was the annual program planning task force during summer and
fall 2012, which developed the Annual Program Plan document with the goal of integrating it
with the six-year Comprehensive Program Review. Another example is the sustainability
campus task force that convened during 2011-2012 before growing into the Sustainable
Campus Initiative. Another example is the smoking policy implementation task force
convened during 2009, which led, ultimately, to Skyline College having designated smoking
areas (IV.A.41).
The relationships between the different councils, committees, and task forces are illustrated
in the Skyline College Integrated Planning and Participatory Governance for Student Success
handbook (IV.A.4). A council is an elected or appointed advisory group. A committee is a
body of persons delegated to consider, investigate, take action on, or report on some matter.
A task force is a short-term non-governance group. The main representative bodies of each
constituent group—the Academic Senate, Classified Council, ASSC, and Management
Council—report to and back from the more central planning bodies including the College
Governance Council, IPC, and CBC, which have representation from all constituency groups.
The communication and transparency among all of the groups is also fostered through the
posted minutes and agendas on the various committee websites (IV.A.42).
Skyline College regularly evaluates its participatory governance structures and policies to
ensure that they are effective. During the 2006 accreditation process, the College established
planning agenda items related to participatory governance. The Accreditation Report
recommended that the College develop and implement a process for evaluating governance,
and in response the College Governance Council changed its bylaws to include a plan to
regularly evaluate participatory governance (IV.A.7). Another planning agenda item was to
evaluate the committee structure. In response, a participatory governance review was
completed in 2008, which included an open forum. The goals of the review process were to
develop recommendations for ways to modify the governance structure and develop a policy
for regular review of the College’s governance and decision-making structures (IV.A.43). As
a result of the review, committees were streamlined by combining some committees, as well
as making greater distinctions between the committees, councils, task forces, and operational
committees within the Compendium of Committees. The Participatory Governance
Evaluation process was then started in January 2012 when the College Governance Council
developed a forum for the participatory governance leaders in all constituent groups to
participate in a Strengths, Weaknesses, Opportunities, Threats and Trends Analysis. Four
areas of participatory governance were considered: communication, planning and budget,
overall governance, and committee structure. Recommendations to improve the participatory
governance process were made in each area. In addition to this analysis, all Skyline College
employees were asked to participate in a governance survey and provided input for
improvement (IV.A.22).
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Self Evaluation
The College meets this standard. Board policy ensures the participation of administrators,
faculty, staff, and students in decision making for the institution. Skyline College has a
strong participatory governance philosophy and management practice that is organized and
allows all groups to have an active and significant role in integrated planning and budgeting
for improvement of the College’s ability to serve students. Dialogue between the groups
promotes collaboration in achieving the MVV of the College.
Actionable Improvement Plans
None.

IV.A.2.b

The institution relies on faculty, its academic senate or other appropriate
faculty structures, the curriculum committee, and academic
administrators for recommendations about student learning programs and
services.

Descriptive Summary
Skyline College relies on faculty, the Academic Senate and its standing committees, and
administrators and representatives from the Academic Divisions for recommendations about
student learning programs and services, matters affecting curriculum, student learning
programs and services, and other academic considerations in accordance with the College
MVV (IV.A.2).
Board Policy 2.05 defines and empowers the Academic Senate, stating “the College
Academic Senates shall represent the faculty and make recommendations to their College
administration and to the Board concerning academic and professional matters of importance
at a single college in the District” (IV.A.44). Board Policy 2.08 recognizes “the right of
Academic Senates to assume primary responsibility for making recommendations in the areas
of curriculum and academic standards” (IV.A.29).
Board Policy 2.05 states specific areas of academic and professional matters in which the
Academic Senate has primacy. They are:
1.
2.
3.
4.
5.
6.
7.
8.

curriculum, including establishing prerequisites and placing courses within
disciplines;
degree and certificate requirements;
grading policies;
educational program development;
standards or policies regarding student preparation and success;
District and College governance structures, as related to faculty roles;
faculty roles and involvement in accreditation processes, including self study and
annual reports;
policies for faculty professional development activities;
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9.
10.
11.

processes for program review;
processes for institutional planning and budget development; and
other academic and professional matters as are mutually agreed upon between the
governing board and the Academic Senate.

All faculty members are members of the Academic Senate. The Skyline College Academic
Senate is governed by the Bylaws and a constitution. As stated in the Academic Senate
Constitution, “membership shall include any employee of Skyline College who is employed
in academic positions that are not designated supervisory or management” (IV.A.45 and
IV.A.34).
Standing committees within the Academic Senate created to consider issues related to student
learning programs and services include the Curriculum Committee, Educational Policy
Committee, Professional Personnel Committee, and Research Committee. As defined in the
Academic Senate Bylaws each standing committee shall be composed of one faculty member
from each division with the following exceptions (IV.A.45):
A. Divisions which include six or fewer full-time faculty may join another by mutual
choice for purposes of representation.
B. Faculty members that are not members of a clearly defined division may join a
division by mutual choice for purposes of representation.
The Academic Senate Bylaws also give faculty the power to select representatives to
standing committees, stating, “all voting members of standing committees shall be elected by
the Senate members of the divisions represented.” They further state, “standing committees
shall also include Administrators who shall be ex-officio members, appointed by the College
President and students who shall be ex-officio, appointed by the Associated Students.” This
ensures that academic administrators and students have voice in shaping policies that affect
students.
The Curriculum Committee is responsible for reviewing the entire College academic
curriculum through the Comprehensive Program Review process, making recommendations
on administrative policies concerning curriculum, considering recommendations for the
academic approval of new courses or programs including prerequisites and degree
requirements, and considering recommendations for all deletions, classifications, and
changes in courses and programs (IV.A.46). Committee membership is composed of faculty
from each academic division, as well as academic administrators who serve as ex-officio
members, including the Vice President of Instruction, the Dean of Counseling, and the Dean
of Enrollment Services. Representatives from the Classified Council and ASSC are also exofficio members, providing dialogue across all constituent groups on matters of curriculum
(IV.A.47). Curriculum development is initiated at the departmental level usually by faculty
and includes review by department or division faculty in cooperation with the division dean.
The Curriculum Committee Handbook designates advisory responsibilities for academic
administrators and Curriculum Committee members to aid faculty in the building and
shaping of new curricula (IV.A.48).
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In 2011, the three District colleges approved the use of a District wide program,
CurricUNET, an Internet-based curriculum management software application designed to
automate and enhance the development and approval of curricula (IV.A.49). This replaced
the paper forms previously used. CurricUNET allows faculty to build or modify new courses
and post the curriculum directly to be reviewed by their division deans and technical review
committee before the reviewed version goes to Curriculum Committee for approval.
CurricUNET further ensures institutional integrity and transparency by making active
curricula accessible to faculty, students, and the community through the CurricUNET portal
(IV.A.50).
The Educational Policy Committee (IV.A.51) considers for recommendation all matters of
educational policy including academic standards, probation, disqualification, re-admissions
policies, grading procedures, matriculation, student behavior, and student grievances, as well
as matters of administrative policy concerning educational policy, including policies of the
Office of Instruction and the Office of Student Services. Along with faculty representation
from each division, the Educational Policy Committee has representatives from the classified
staff, ASSC, and academic administrators including the Dean of Enrollment Services and the
Dean of Counseling, to ensure input from staff, students, and academic administrators
(IV.A.52).
The Professional Personnel Committee promotes staff development and professional growth,
considers questions of professional ethics, and reviews and makes recommendations
concerning Program Improvement Funds and other faculty proposals as necessary (IV.A.53).
Membership includes one faculty representative from each academic division, along one
academic administrator who is an ex-officio member, currently the Dean of Social Science
and Creative Arts.
The Research Committee aids faculty doing institutional research and is a resource to the
Academic Senate and College in matters of institutional research (IV.A.45). Membership
includes one faculty representative from each academic division, along with the Dean of
PRIE (IV.A.54).
The Academic Senate also has a Governing Council, elected by the faculty and established
by the Academic Senate Constitution: “The Governing Council shall be the president, vicepresident, secretary, treasurer, past-president, Chair of the Curriculum Committee, Chair of
the Educational Policy Committee, Chair of the Professional Personnel Committee, and
Chair of the Research Committee elected from the entire membership. In addition, each
division of the College may elect from its members a division representative” (IV.A.34). In
addition to these voting members of the Skyline College Academic Senate Governing
Council, ex-officio members include representatives from the San Mateo Community
College Federation of Teachers, ASSC, and the Classified Council. These representatives
bring forward information from their constituent groups and report out on Senate activities to
their own bodies. The bylaws also define that “appointments to ad hoc committees shall be
made by the Governing Council.” This ensures that the Senate approves all faculty
appointments to committees, including hiring committees, tasks forces, and any other
committee that includes faculty representation. They further define the flow of dialogue
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between the standing committees, ad hoc committees, and Governing Council: “The channel
of communication for all actions of the committees shall be through the Governing Council to
the President of the College (with copy to the responding administrator), and District Senate,
via the President of the Academic Senate” (IV.A.55).
The membership structure of the Academic Senate and its standing committees establishes an
organized means of providing faculty with intentional time and place for input into shaping,
reviewing, and evaluating topics of academic and professional matters which affect them.
Prior to each meeting, the Academic Senate President emails the entire faculty with the
agenda for their own information and to encourage attendance. The Secretary takes detailed
minutes of the meetings, including officer’s reports, committee reports, and representative
reports. These are posted to the Academic Senate website along with the agendas and other
meeting materials for open access and availability to all. Academic Senate division
representatives also participate in separate meetings within their respective divisions, and
administer feedback and input in dialogue between the divisions and the Academic Senate.
The standing committees report to the Academic Senate Governing Council at the senate
meetings, ensuring a network that allows all faculty to be informed and give input. In
addition, the President of the Academic Senate serves as co-chair to the CBC and is a
member of the College Governance Council, along with the Vice President of the Academic
Senate. Information from these key participatory governance committees are reported back to
the Academic Senate in the President’s report. The President represents the senate, bringing
issues back to the CBC and College Governance Council for further dialogue with
representatives from all constituency groups. The Academic Senate President and Vice
President also serve on the District Academic Senate, representing Skyline College faculty
“in making recommendations to the administration of the District and to the governing board
of the District with respect to the formation of District policy in academic and professional
matters” (IV.A.56).
The SLOAC Steering Committee is an additional participatory governance task force that is a
faculty structure for improving student learning and services. This task force is made up
primarily of instructional faculty with two representatives from each division. The SLOAC
Steering Committee is chaired by a faculty member who reports to the Vice President of
Instruction. The Dean of PRIE is also a member who aids faculty with creating assessment
tools and generating data to shape inform policy. The SLOAC Steering Committee
established a framework for student learning outcomes assessment and professional
development training workshops to aid faculty in creating course-level assessments that link
to program- and institutional-level assessment (IV.A.57).
Self Evaluation
The College meets this standard. The College puts into practice Board Policies 2.05 and 2.08,
with the District Board of Trustees relying primarily on faculty expertise on academic and
professional matters through established Academic Senate processes. The Academic
Senate—through its standing committees of Curriculum, Educational Policy, Professional
Personnel, and Research—is relied upon for recommendations about student learning
programs and services. The Curriculum Committee leads the academic approval process,
Comprehensive Program Review, and the evaluation of standards such as degree
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requirements and prerequisites. The Educational Policy Committee is relied upon for
recommendations in regard to student service policies, appeals and grievances, grading
procedures, and others. The Professional Personnel Committee is charged with reviewing
Program Improvement Fund proposals and making recommendations to the College
President about the granting of funds. The Research Committee is a resource to the senate
and College in matters of institutional research, which can provide valuable data for
improving programs and services to students. The SLOAC Steering Committee has created
the framework for helping faculty and administration assess and make improvements to
student programs and services. The well-organized structure of the Academic Senate and
committees ensures important dialogue between all faculty, academic administrations,
classified staff, and students to achieve effective and high quality programs and services for a
diverse student body.
Actionable Improvement Plans
None.

IV.A.3

Through established governance structures, processes, and practices, the
governing board, administrators, faculty, staff, and students work together
for the good of the institution. These processes facilitate discussion of ideas
and effective communication among the institution’s constituencies.

Descriptive Summary
The District and College have established participatory governance structures, processes, and
practices that ensure effective communication and discussion of ideas among all constituents.
As reflected in the Skyline College Governance Council Bylaws, the participatory
governance process is one that is “designed to lead to effective participation in decision
making that unites constituencies, produces an improved College environment, and draws
upon the strength of diversity” (IV.A.7). All members of the College community have unique
voices that are collectively essential to student success and the success of the institution.
Governance issues originate from individual and group sources, including unit or division
meetings, service areas, District discussions, Board direction, administration areas and
various representative bodies.
Members are appointed to councils and committees are made by respective constituency
governing councils or designees. The Academic Senate appoints faculty members (IV.A.45).
Classified staff are appointed by the collective bargaining unit in consultation with the
Classified Council (IV.A.58). The ASSC appoints student members (IV.A.59). The College
President appoints administrators to committees. Faculty, staff and administrators may
request appointments by contacting their respective appointing entities. Some committees
involve the participation of alumni and/or community members, solicited by the President or
designee. These structures and processes are described in the Integrated Planning and
Participatory Governance for Student Success Handbook (IV.A.4).
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The institution’s primary planning and policy formulation group is the College Governance
Council, with two main committees—the CBC and the IPC—reporting to it (IV.A.6,
IV.A.31, and IV.A.32). Several other committees, as listed in the Compendium of
Committees, make recommendations either to one of these two main committees or directly
to the College Governance Council (IV.A.4).
The primary council for developing District wide recommendations is the District
Participatory Governance Council, which ensures "faculty, staff and students the right to
participate effectively in District and College governance and the opportunity to express their
opinions at the [District] level and to ensure that these opinions are given every reasonable
consideration, and the right of academic senates to assume primary responsibility for making
recommendations in areas of curriculum and academic standards" (IV.A.60). This
representative council consists of members from the San Mateo Community College
Federation of Teachers, Academic Senate, ASSC, Classified Council, CSEA, AFSCME, and
Management. The District Participatory Governance Council makes its recommendations on
a consensus-building basis. The council is defined and empowered by the Board Policy 2.08
(IV.A.29). Chaired by the District Academic Senate President and the Vice Chancellor for
Educational Services and Planning, the council’s primary focus is to make recommendations
to the Chancellor, executive management, and the Board of Trustees that enhance District
and College effectiveness and further the educational goals and success of students. The
council also reviews District policies and procedures changes before they go to the Board of
Trustees.
The College Governance Council plans and drafts policy for the College, establishing the
responsibilities and charges of other units and committees to accomplish specific tasks
including, but not limited to, the following areas: budget, programs, student equity and
diversity, accreditation and program review (IV.A.6). In addition to reviewing the progress
and accomplishments of the units and committees, the Council also serves as the umbrella
participatory governance committee for the College and participates in major deliberations
and decision making. The College Governance Council membership consists of the President
of the College, the Vice Presidents, and the Presidents and Vice Presidents of the Academic
Senate, Classified Council, and ASSC.
Several surveys and studies have taken place to evaluate the College governance process,
address prior accreditation recommendations, and provide clear direction towards planning
for the future. These include the Employee Voice Survey 2012 and the Participatory
Governance Evaluation 2012 (IV.A.61, IV.A.22).
The Employee Voice Survey 2012 invited opinions regarding the governance process at
Skyline College. When asked if “the shared governance process provided one with adequate
opportunity to provide input in the decision-making process at the College,” 72 percent of the
respondents indicated that they either “Strongly Agree” or “Agree.” Respondents expressed
their appreciation for opportunities to voice their perspective and be heard. They felt that
there is adequate representation in the participatory governance system. Survey results also
indicated that respondents felt the governance structure is well defined with constituency
roles.
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Communication, especially through Skyline Shines, is particularly effective. At the same
time, the survey also revealed that the remaining respondents questioned the degree to which
their voices were heard in the governance process. They were also concerned about the
impact of committee work on their schedules, as many respondents sit on multiple
committees. Respondents also provided suggestions for improvement, which have been
incorporated into strategies for growth, improvement and planning as listed below (IV.A.26).
The Participatory Governance Evaluation 2012 also took a critical look at the current
governance process, focusing on four areas in particular: Communication, Planning and
Budget, Overall Governance, and Committee Structure. Each topic was evaluated based on
strengths, weaknesses, opportunities, threats/trends and recommendations. As with the
Employee Voice Survey, similar themes emerged providing opportunity for growth,
improvement and planning (IV.A.22). The following improvements have progressed through
the governance process and have been implemented:
•
Communication has been enhanced by providing public, detailed information
related to participatory governance through the College website and related links, and
through workshops and presentations. The College Governance Council summary notes
have been incorporated in the weekly newsletter, Skyline Shines (IV.A.14).
•
Committees have been combined and streamlined to align with the College’s MVV
and goals, and to support representation from all groups by taking into consideration the
schedules of students, staff, faculty and administration. The Compendium of Committees,
a detailed list of College committees, is maintained and accessible through the College
website (IV.A.5). Administrators and managers have taken an active role in supporting
their staff to participate in committee assignments to promote equity and ensure that the
ideas and opinions of all constituency groups are heard and given importance.
•
Annual Participatory Governance Evaluation: The College Governance Council
bylaws have been amended to include a plan to undertake a review of the College’s
governance and decision-making structures as part of the accreditation self evaluation
process (IV.A.7).
•
A handbook, Integrated Planning and Participatory Governance for Student Success,
has been created “to facilitate the transparency and communication so valued at Skyline
College.” It is designed to engage participation and to serve as an essential orientation
tool in the hiring process (IV.A.4).
Self Evaluation
The College meets this standard. The established governance processes work effectively for
the good of the institution and student success. College surveys confirm an overall sense of
institutional pride and distinction while presenting the College with several opportunities for
improvement. Communication among the College’s constituencies is carried out through a
variety of avenues including dialogue in open forums, posted minutes and committee
information on the College website, the weekly Skyline Shines, and the student newspaper,
The Skyline View. Research, handbooks and data are posted on the PRIE website.
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Actionable Improvement Plans
None.

IV.A.4

The institution advocates and demonstrates honesty and integrity in its
relations with external agencies. It agrees to comply with Accrediting
Commission standards, policies, and guidelines, and Commission
requirements for public disclosure, self evaluation and other reports, team
visits, and prior approval of substantive changes. The institution moves
expeditiously to respond to recommendations made by the Commission.

Descriptive Summary
Skyline College advocates and demonstrates honesty and integrity in its relations with
external agencies. The College complies with Accrediting Commission standards, policies
and guidelines and commission requirements. The College publishes its accreditation status
in the College Catalog and on the College accreditation website. Self evaluation documents,
accreditation recommendations, midterm and progress reports are available on the website
and in the office of the Accreditation Liaison Officer. During the last accreditation visit,
eight recommendations were made by the Accrediting Commission. All previous
accreditation recommendations have been addressed as top College priorities. Mid-term,
progress and status reports have been completed on time, representing honesty and integrity
in their reporting (IV.A.61, IV.A.62). Substantive change reports have been submitted in a
timely fashion, the most recent of which is the Substantive Change Report: Distance
Education in spring 2013 (IV.A.63).
Skyline College is compliant with US Department of Education regulations. The College’s
full response to the “Evaluation Responsibilities for Compliance with U.S. Department of
Education Regulations HEOA 2008 including 2010 and 2011 regulations interpreted through
August 2012” as written in the spring 2013 memo from ACCJC, can be found in Appendix C
of this document.
To meet the requirement of public disclosure in this standard, the College posts updates and
information on the progress of the Accreditation Self Evaluation on the College’s
Accreditation website (IV.A.64). The PRIE office also posts extensive information and data
about the College on its website available for public review (IV.A.65). Reports on PRIE’s
website include the Balanced Scorecard, Comprehensive Program Review reports, Annual
Program Plans, student learning outcomes and assessment reports, planning documents, and
productivity reports.
Additionally, Skyline College has formed an Accreditation Oversight Committee as part of
the College committee structure (IV.A.66). The role of the Accreditation Oversight
Committee is:
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1. To review ongoing changes and requirements for accreditation at the federal, state
and regional levels to facilitate keeping in compliance with state and federal laws and
regulations, and the Commission policies and Skyline College’s MVV
2. To coordinate Skyline College’s ongoing activities related to its accreditation,
including developing and maintaining a systematic approach to tracking evidence,
3. To periodically review alignment of College process with Accreditation Standards,
4. To maintain the College’s accreditation website, and
5. To provide open communication between the Accreditation Oversight Committee and
the College community.
The College is affiliated with many external agencies ranging from federal and state
agencies, to licensure organizations, to private foundations, most of which require that the
College meets their guidelines, standards, and statutes, including requirements for the
submission of various reports and assessments. For example, Skyline College manages, with
the District Office, a number of local, state and federal grants meeting standards of
compliance with the State of California and the US Department of Education regulations.
Examples of grants include a TRiO grant, Industry Driven Regional Collaborative funding, a
Center for International Trade Development grant, and funding for the Career Advancement
Academies (through the State Chancellor’s office). To manage these grants and acquire new
ones, Skyline College maintains reporting ties and a working relationship with these external
agencies.
Skyline College also maintains a number of external partnerships with Regional
Occupational Programs (ROP), high schools, and four-year institutions. Examples of these
partnerships include Career Technical Education (CTE) course articulation agreements with
the San Mateo County Office of Education ROP, high schools, and industry training
programs such as PG&E and Goodwill Industries; a high school Jump Start program and a
bridge class for life science majors with San Francisco State University. Industry
partnerships are also present in a number of career and technical programs including
Automotive Technology, Cosmetology, Early Childhood Education, Respiratory Therapy,
and Surgical Technology (IV.A.67, IV.A.68).
Several programs, such as Allied Health, Automotive and Business, also undergo external
accreditation or certification processes which may include self study reports, on-site
accreditation, and the submission of periodic reports of student access, success and job
placement (IV.A.68, IV.A.69). External accrediting agencies include the National
Automotive Technicians Foundation, Committee on Accreditation for Respiratory Care, and
the Accreditation Council of Business Schools and Programs (IV.A.61).
Also, advisory committees for career and technical programs provide consultation on
curriculum, facilities, workforce needs and job opportunities. Programs with advisory
committees include Automotive, Administrative of Justice, Paralegal, Business Computer
Systems and Management, Business, Cosmetology and Early Childhood Education
(IV.A.70).
Last, the International Student Program at Skyline College is also certified as a Student and
Exchange Visitor Information System school. All records and compliances issues with
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regards to the issuance of the I-20 Certificate of Eligibility have been met. Guidelines
regarding federal regulations regarding the F-1 visa are being followed, monitored and
enforced (IV.A.71).
Self Evaluation
The College meets this standard. The College complies with Accrediting Commission
Standards, policies and guidelines for public disclosure. The College demonstrates similar
integrity in its dealing with other agencies. The College complies with these requirements
and works efficiently to provide information that is both timely and accurate.
The College maintains an honest relationship with integrity with all outside agencies.
Actionable Improvement Plans
None.

IV.A.5

The role of leadership and the institution’s governance and decisionmaking structures and processes are regularly evaluated to assure their
integrity and effectiveness. The institution widely communicates the results
of these evaluations and uses them as the basis for improvement.

Descriptive Summary
Skyline College is committed to regular evaluation of the governance and decision-making
structures and processes. The College widely communicates the results of these evaluations
and uses them for improving institutional effectiveness. Skyline College uses several
methods to assess and evaluate the institution’s governance and decision-making structures
and processes to assure their integrity and effectiveness. In spring 2008, in response to a
2007 accreditation recommendation, the College revised and simplified its governance
structure and developed plans for regular review of the College’s decision-making
organization (IV.A. 4). As a result, the College Governance Council has the following
stipulation in Section VII of the Bylaws: The College Governance Council will undertake a
review of the College’s governance and decision- making structures at least once every six
years, as part of the accreditation self evaluation process (IV.A.7, Section VII).
Additionally, the Bylaws clearly address expectations on how information from the College
Governance Council is to be communicated to the College community. The Bylaws state:
1. Notification: A clearly labeled agenda will be distributed to Council members two
weeks prior to each meeting. The agenda will show the time and location of the
meeting with an invitation for all interested parties to attend. A clearly labeled
meeting summary or minutes will be distributed to Council members. Council
members are responsible for posting agendas and meeting summaries in prominent
areas where their constituents have access to the agendas and summaries. In addition,
a website will be constructed where meeting agendas and minutes will be posted.
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2. Reporting to Constituents: Members will be responsible for keeping their respective
groups informed regarding activities of the Skyline College Governance Council by
reporting back to those bodies and eliciting input regarding items under consideration.
3. Annual Report: An annual report summarizing the work of the Skyline College
Governance Council will be distributed to the College community
Building on the 2008 Participatory Governance review which allowed for the improvements
in the leadership and governance structure, in January 2012 the College Governance Council
developed a formal tool evaluating participatory governance. Participatory governance
leaders, including administrators, faculty, staff and students, met in March 2012 to specify
four areas for governance evaluation: Communication, Planning and Budget, Overall
Governance and Committee Structure. From this process developed a short, campus wide
survey about the structure and purposes of campus committees and how the information is
disseminated to the College community. The Skyline College Participatory Governance
Evaluation Survey was completed by 84 participants in spring 2012 (IV.A.22). The results of
the survey were discussed by the College Governance Council, the IPC, the Academic
Senate, and the President’s Cabinet and were made available on the PRIE website for the
College community.
Sixty percent of the respondents had been a member of a participatory governance committee
within the last five years and a 54 percent were current members of a participatory
governance committee. Nearly two-thirds (65 percent) agreed or strongly agreed that the
participatory governance process operates effectively. A similar percentage (67 percent)
agreed or strongly agreed that through their participation in governance process, they are
adequately informed about decisions made at Skyline College. Further, nearly three-quarters
(72 percent) agreed or strongly agreed that the participatory governance process provided
them with adequate opportunities to provide input in the decision-making process at the
College.
Finally, open-ended questions at the end of the survey allowed respondents to provide
specifics about the participatory governance process. Some respondents felt they had the
opportunity to be heard, the administration supported the participatory governance process,
the structure is well defined with constituency roles, and communication and exchange of
ideas are effective. Other respondents felt that the participatory governance process could be
made better by increasing communication (posting minutes and updating website) and
administration engagement; respecting committee recommendations by the administration;
increasing the opportunity for classified staff participation; and reducing the number of
committees. Additional suggestions by respondents included encouraging more participation
and more time for serving on the participatory governance committees.
The Participatory Governance Evaluation Survey 2012 survey resulted in several changes
including: improvement of the website for participatory governance committees making
easier access to committee information including minutes and bylaws. The Compendium of
Committees is updated and posted on the Web at the beginning of each academic year. The
Skyline College handbook, Integrated Planning and Participatory Governance for Student
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Success, is posted on the Web. The College Governance Council Classified Council
representative thanked the President and the managers for their support for classified
employees to attend committee meetings (IV.A.72).
The College also evaluates the integrity and effectiveness of the governance and decisionmaking structures and processes through the Employee Voice Survey conducted by the PRIE
office. The Employee Voice Survey 2012 results were communicated to the campus
community through the President’s September 28 Skyline Shines newsletter and are available
on the PRIE website (IV.A.73). This survey assessed attitudes and opinions regarding
discussions with direct supervisors, awareness of campus diversity and the administration’s
communication of the College goals. The survey also incorporated several questions on
consultative planning and participation, participatory governance, support for campus
constituents, encouragement in decision-making processes, and clear definitions of campus
and District policies.
The 2012 survey indicated an overall improvement in most categories compared with the
Employee Voice Survey conducted in 2006 (IV.A.26). Moreover, among the employees who
responded, the more direct experience and knowledge they had of their supervisors and
policies, the higher the rankings. Respondents did express some ambivalence about the
District and Board involvement in the College’s operations. A sizable majority (69 percent)
of respondents felt that their ideas for improving their unit are taken seriously, but indicated
some ambivalence about the overall evaluation, planning and improvement process.
Nearly 90 percent recommended Skyline College as a good place to work.
Self Evaluation
The College meets this standard. The assessments described above provide detailed data and
information on the integrity of the College decision-making structures and participatory
governance. These assessments are communicated to the campus community through the
PRIE website, as well as through the Skyline Shines newsletter.
Actionable Improvement Plans
None.
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Standard IV.A. Evidence
IV.A.1

SMCCCD Board of Trustees, Reaffirmation of Core Values and Principles, June
2012 ( Web Page )

IV.A.2

Skyline College, Mission-Vision-Values (MVV) Website ( Web Page )

IV.A.3

Skyline College Philosophy of Participatory Governance Website ( Web Page )

IV.A.4

Integrated Planning and Participatory Governance for Student Success handbook
( Download Document )

IV.A.5

Skyline College Compendium of Committees, Fall 2012 ( Download Document )

IV.A.6

Skyline College, College Governance Council, (CGC) Council Website
( Web Page )

IV.A.7

Skyline College, CGC Charter and Bylaws ( Web Page )

IV.A.8

SMCCCD Board Policy 2.21 Policy on Professional Ethics
( Download Document )

IV.A.9

SMCCCD Academic Senate Statement on Professional Ethics ( Web Page )

IV.A.10

SMCCCD Student Code of Ethics ( Web Page )

IV.A.11

Skyline College Annual Report 2011-2012 ( Web Page )

IV.A.12

Skyline College Student Services Executive Summary Report, Spring/Summer
2012 ( Download Document )

IV.A.13

Skyline College Balanced Scorecard Website ( Web Page )

IV.A.14

Skyline Shines Weekly Newsletter Website ( Web Page )

IV.A.15

Example MVV Office Sign Distributed to Offices across the Campus
( Download Document )

IV.A.16

Skyline College Professional Development Funds ( Web Page )

IV.A.17

Skyline College Program Improvement Fund Website ( Web Page )

IV.A.18

President’s Innovation Fund Website ( Web Page )

IV.A.19

Skyline College Sustainable Campus Initiative Website ( Web Page )
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IV.A.20

Skyline College Feedback and Suggestion Box Website ( Web Page )

IV.A.21

The Skyline View Student News Website ( Web Page )

IV.A.22

Skyline College Participatory Governance Evaluation, Spring 2012
( Download Document )

IV.A.23

Skyline College Accreditation Open Forum Meeting Minutes
October 4, 2012 ( Download Document ),
January 29, 2013 ( Download Document )

IV.A.24

Skyline Shines, Open Forum on the Budget, December 11, 2009
( Download Document )

IV.A.25

Skyline College Office of Planning, Research and Institutional Effectiveness
(PRIE) Feedback/Survey Website ( Web Page )

IV.A.26

Skyline College Employee Voice Survey, Executive Summary, Spring 2012
( Download Document )

IV.A.27

Skyline College Community College Survey of Student Engagement, 2012 Key
Findings ( Download Document )

IV.A.28

Center for Transformative Teaching and Learning (CTTL) Professional
Development Page ( Web Page ) and Handbook ( Download Document )

IV.A.29

SMCCCD Board Policy 2.08, District Participatory Governance Process
( Download Document )

IV.A.30

SMCCCD Board Policy 2.18, Student Participation in District and College
Governance ( Download Document )

IV.A.31

Skyline College Institutional Planning Committee (IPC) Website ( Web Page )

IV.A.32

Skyline College Budget Committee (CBC) Website ( Web Page )

IV.A.33

SMCCCD Board Policy No. 2.06, Board Policy and Administrative Procedures
( Download Document )

IV.A.34

Skyline College, Constitution of the Skyline College Academic Senate
( Web Page )

IV.A.35

Skyline College Academic Senate Members Website ( Web Page )

IV.A.36

Skyline College Academic Senate Agendas and Minutes, 2012 to 2013
( Web Page )
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IV.A.37

Skyline College Academic Senate Agendas and Minutes 2007 to 2011
( Web Page )

IV.A.38

Skyline College Classified Council Members Website ( Web Page )

IV.A.39

Associated Students of Skyline College (ASSC) Website ( Web Page )

IV.A.40

President’s Council ( Web Page )

IV.A.41

Skyline College Governance Council Meeting Minutes, Smoking Policy
Implementation Task Force, March 25, 2009 ( Download Document )

IV.A.42

Skyline College Participatory Governance Website ( Web Page )

IV.A.43

Skyline Participatory Governance Review, Spring 2008 ( Download Document )

IV.A.44

SMCCCD Board Policy 2.05, Academic Senate ( Download Document )

IV.A.45

Skyline College Academic Senate Bylaws and Constitution ( Web Page )

IV.A.46

Skyline College Curriculum Committee Website ( Web Page )

IV.A.47

Skyline College Curriculum Committee Members Website ( Web Page )

IV.A.48

Skyline College Curriculum Committee Handbook, ( Web Page )

IV.A.49

CurricUNET Website ( Web Page )

IV.A.50

Skyline College CurricUNET Curriculum Approval Processes
( Download Document )

IV.A.51

Skyline College Educational Policy Committee Website ( Web Page )

IV.A.52

Skyline College Educational Policy Members Website ( Web Page )

IV.A.53

Professional Personnel Committee Letter to Faculty September 2011
( Download Document )

IV.A.54

Skyline College Academic Senate Resolution, Research Committee, October 14,
2011 ( Download Document )

IV.A.55

Skyline College Academic Senate Governing Council Members Website
( Web Page )

IV.A.56

District-wide Academic Senate Website ( Web Page )
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IV.A.57

SLOAC Website ( Web Page )

IV.A.58

Skyline College Classified Council Members Website ( Web Page )

IV.A.59

Associated Students of Skyline College Constitution ( Download Document )

IV.A.60

District Participatory Governance Council (DSGC) Website ( Web Page )

IV.A.61

Skyline College Accreditation Website ( Web Page )

IV.A.62

Skyline College Accreditation Report Archives ( Web Page )

IV.A.63

Skyline College Substantive Change Report Distance Education, submitted
February 19, 2013 ( Download Document )

IV.A.64

2013 Accreditation Self Evaluation Website ( Web Page )

IV.A.65

Office of Planning, Research and Institutional Effectiveness (PRIE) Website
( Web Page )

IV.A.66

Skyline College Accreditation Oversight Committee ( Web Page )

IV.A.67

Skyline College, Chart of Career Technical Education (CTE) Transitions
Articulation Agreements ( Download Documents )

IV.A.68

Surgical Technology Program Accreditation Report 2011 ( Web Page )

IV.A.69

Automotive NATIF Certification Self Study 2011 ( Download Document )

IV.A.70

Career Technical Education (CTE) Advisory Committee Website ( Web Page )

IV.A.71

International Students Website ( Web Page )

IV.A.72

College Governance Council Meeting Minutes, May 22, 2013
( Download Document )

IV.A.73

Office of Planning, Research and Institutional Effectiveness Survey Results and
Feedback Website ( Web Page )
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IV.B Board and Administrative Organization
IV.B
Board and
Administrative
Organization

IV.B.1

In addition to the leadership of individuals and constituencies,
institutions recognize the designated responsibilities of the governing
board for setting policies and of the chief administrator for the effective
operation of the institution. Multi-College Districts/systems clearly
define the organizational roles of the District/system and the College.
The institution has a governing board that is responsible for
establishing policies to assure the quality, integrity, and effectiveness of
the student learning programs and services and the financial stability of
the institution. The governing board adheres to a clearly defined policy
for selecting and evaluating the chief administrator for the College or
the District/system.

Descriptive Summary
The governing body of the three colleges of the SMCCCD is the six-member Board of
Trustees with five voting members elected at large for terms of four years and one student
member elected for a one-year term by student representatives of the three colleges. Terms of
office for the publicly elected members are staggered with biennial elections in accordance
with the California Education Code.
The essential responsibilities of the Board of Trustees in the public interest and trust are to
provide the best possible learning experience for students of the three colleges; to assure that
the District and its colleges are effectively and efficiently managed; to maintain enlightened,
fair, and equitable policies for employees and students of the District and its colleges; to
represent the general interests of the entire College District; to act only on the basis of what is
in the best interests of the College District and the community; to be knowledgeable of and
support the mission and philosophy of community colleges; and to support the work of the
colleges in the community as outlined in the District Mission Statement and the Board
Policies and Procedures that pertain to the responsibilities of the Board of Trustees (IV.B.1,
IV.B.2).
The Board of Trustees has clearly defined Policies and Procedures including policies for
educational programs and curriculum development, program review, and program viability
(IV.B.3, IV.B.4, and IV.B.5). In response to the dramatic loss of funding the District
experienced beginning in 2009, the District Board publicly adopted a Core Values and
Principles Statement that, among other things, clearly states that the District’s core mission is
transfer education, career/technical education and remedial education that helps students
prepare for college-level work. This Core Values and Principles Statement was subsequently
reviewed and revised in June 2012 to reaffirm the District’s commitment to a studentcentered mission, support for innovation, employment equity, participatory governance, and
its own final decision-making authority (IV.B.6). It was shared with all faculty and staff and
is used by faculty and staff in making academic and student services program decisions.
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Board Goals for 2012-2013 include goals on accreditation, student success, staff
development and international education (IV.B.7). The goals also addressed the need to
reduce operational costs and increase revenue opportunities in a variety of ways in order to
better support the educational program and to provide educational opportunities for as many
students as possible. The Board conducts regular study sessions open to the public to
carefully examine key District wide initiatives and provide overall guidance. In addition, on
each regular Board agenda throughout the academic year, there is a standing item titled
“Innovations in Teaching, Learning and Support Services” in which faculty, staff, and
administrators present information on program offerings within the District. Recently
presentations have been made on these topics: “Creating Active Learning Environments:
Teaching with Classroom Response Systems,” presented by College of San Mateo; “Career
Advancement Academies,” presented by Skyline College; and “Beating the Odds Peer
Mentorship Program,” presented by Cañada College (IV.B.8, IV.B.9, and IV.B.10).
To assure District wide coordination of educational services and planning, the position of
Vice Chancellor of Educational Services and Planning was established in 2006. The
Educational Services and Planning Department provides overall coordination in the planning,
development, and implementation of the instructional and student support programs of the
District, including the areas of research, accreditation, strategic planning, workforce and
economic development, and educational technology. District wide committees have been
established to coordinate work across the District on these matters, including the District
Strategic Planning Committee, District Research Council, District Information Technology
Committee, District Accreditation Coordinating Council, District Joint Vice President
Council, the Distance Education Advisory Committee, Enrollment Services Committee and
the International Education Task Force (IV.B.11).
The Board of Trustees assures that the District is financially sound through careful budget
planning and ongoing budget reporting from staff (IV.B.12, IV.B.13, and IV.B.14). To
provide visibility into the District’s financial status, the Board has instructed the Chancellor to
provide quarterly, semi-annual, and annual financial statements in addition to statemandated budget reporting (IV.B.15).
In accordance with state regulations, the Board established a bond oversight committee to
directly oversee construction planning and management related to two facilities bond
measures passed in 2001 and 2005 (IV.B.16). In addition, although not mandated by law, the
Board established an oversight committee to oversee expenditures related to the Measure G
parcel tax measure passed by the voters of San Mateo County in June 2010 (IV.B.17).
The Board of Trustees has a written procedure on selection of the Chancellor (IV.B.18). The
current Chancellor has been in office since 2001, so this procedure has not been used
recently. Whenever there is a vacancy in the position of Chancellor, the Board will review
the selection procedures before the selection of a new chancellor begins. The Board also has
a policy on the evaluation of the Chancellor (IV.B.19) and an instrument that is used for that
purpose (IV.B.20).
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Self Evaluation
The College meets this standard. With an established philosophy and a clear purpose, the
Board of Trustees has established policies that assure the quality, integrity, and effectiveness
of the student learning programs and services. The selection and evaluation of the Chancellor
is carried out by a clearly defined Board policy.
Actionable Improvement Plans
None.

IV.B.1.a

The governing board is an independent policy-making body that reflects
the public interest in board activities and decisions. Once the board
reaches a decision, it acts as a whole. It advocates for and defends the
institution and protects it from undue influence or pressure.

Descriptive Summary
Board of Trustee members have authority only when acting as a Board legally in session and
when all decisions are made by a majority vote. The Board is not bound by any statement or
action of any individual Board member or employee, except when such statement or action is
pursuant to specific instructions by the Board in accordance with Board Policies and
Procedures. Board conduct in this regard is articulated in Board Policies and Procedures
(IV.B.21, IV.B.22).
Board of Trustee members are elected by San Mateo County voters for four-year terms of
office and represent the public’s interest. The Student Trustee is elected by students at all
three colleges and normally serves a one-year term of office. The Board of Trustees actively
seeks the advice and opinion of the community it serves by holding open-session Board
meetings twice monthly. In accordance with the Brown Act, members of the public are
encouraged to address the Board (IV.B.23, IV.B.24, and IV.B.25). The Board has an adopted
policy on community relationships, which recognizes the public’s right to obtain information
regarding the Board’s actions and encourages public input into Board decision making
(IV.B.26, IV.B.27). Board members are actively involved in a variety of community
organizations which helps them better understand community needs and trends that can
shape District policy and program offerings.
On an annual basis, each Board member declares his/her financial interests to ensure his/her
independence in the decision-making process and to assure the public that there are no
conflicts of interest. Information about Board members and their community and business
affiliations is published on the District’s website (IV.B.28).
Self Evaluation
The College meets this standard. Board of Trustee members have authority only when acting
as a Board legally in session. Once the Board reaches a decision, it acts as a whole. Board
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members annually file statements of economic interest. Also, because the District is a public
entity, the Board of Trustees is ultimately responsible to the citizens of San Mateo County.
Actionable Improvement Plans
None.

IV.B.1.b

The governing board establishes policies consistent with the mission
statement to ensure the quality, integrity, and improvement of student
learning programs and services and the resources necessary to support
them.

Descriptive Summary
The policies of the governing board of SMCCCD are consistent with the District Mission
Statement and ensure the quality, integrity and improvement of student learning programs
and services and the resources necessary to support them (IV.B.1). Policies related to
academic programs and student services, established and reviewed by the Board of Trustees,
are consistent with the District’s mission, philosophy and purpose (IV.B.3, Chapter VI and
Chapter VII, and IV.B.4). The Board clearly understands its responsibilities for academic
program and service quality and integrity, demonstrating this understanding in the
development and review of the District Mission Statement itself, which was reviewed in
March 2009, and its development and review of the Reaffirmation of Core Values and
Principles, revised in June 2012 (IV.B.1, IV.B.6). Through its goal of developing an
integrated strategic planning mode that incorporates the District’s Strategic Plan, the
Facilities Master Plan, a coordinated institutional research component, a Comprehensive
Program Review process, and an annual budget that is based upon the previous four
elements, the Board demonstrates its commitment to the quality, integrity, and improvement
of student learning programs and services. The District Strategic Planning Committee
developed the 2008-2013 District Strategic Plan with input from all constituencies, and it was
approved by the Board of Trustees in December 2008 (IV.B.29). The full 2008-2013
Strategic Plan can be seen on the District’s website (IV.B.30). The District Strategic Plan is
currently undergoing review for updating.
The Board of Trustees reviews and issues final approval on matters related to student
learning programs and services, including but not limited to curricular changes, college
mission statements, official reports submitted to outside regulatory bodies, personnel actions,
student fees, and audits. The Board accepts reports on student success and retention, student
learning outcomes and their assessments, fall and spring enrollment, and innovations in
teaching, learning, and support services (IV.B.31, IV.B.8, IV.B.9, IV.B.10, and IV.B.32).
The Board regularly conducts study sessions on specific subjects of interest. Recent topics
have included updates on the Course Equivalency Matrix, international education, and the
Facilities Master Plan (IV.B.33, IV.B.34, and IV.B.35). The Board directs the Chancellor to
work closely with the College Presidents to coordinate resource allocation and to identify
near-term and long-term resource needs (IV.B.36).
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The Board of Trustees allocates financial resources to support student learning programs and
services with well-qualified personnel, appropriate facilities, and up-to-date technology. The
District is responsive to fiscal changes, including changes to sources of funding. The most
significant change occurred during the 2011-2012 fiscal year when the District became a
basic aid district. As a basic aid district, general fund expenses come from local property
taxes and student fees, and thus the District receives no state apportionment. The District still
receives categorical funds. In order to secure additional resources to support learning
programs in light of state budget cuts, the Board of Trustees approved placing a parcel tax
measure on the June 2010 ballot (IV.B.37). The voters of San Mateo County approved
Measure G, which required a two-thirds “yes” vote, making the District the first community
college district in the state of California to pass a parcel tax measure.
Self Evaluation
The College meets this standard. The Board acts in a responsive manner based on its
expectations for quality, integrity, and improvement of student learning programs and
services. It reviews its policies pertaining to educational services and offerings on a regular
basis to ensure that these policies are consistent with the District Mission Statement. The
Board has been responsible and innovative in finding and using resources.
Actionable Improvement Plans
None.

IV.B.1.c

The governing board has ultimate responsibility for educational quality,
legal matters, and financial integrity.

Descriptive Summary
The governing board of SMCCCD has ultimate responsibility for educational quality, legal
matters, and financial integrity. The Board regularly monitors learning programs and services
through yearly retreats, study sessions, and specific reports and presentations regarding
educational programs (IV.B.2). The Board is informed through reports at Board meetings
regarding the current educational programs at each College. Recent topics presented to the
Board include “Creating Active Learning Environments: Teaching with Classroom Response
Systems,” presented by College of San Mateo; “Career Advancement Academies,” presented
by Skyline College; and “Beating the Odds Peer Mentorship Program,” presented by Cañada
College (IV.B.8, IV.B.9, and IV.B.10). Annually, the Board approves curricular additions
and deletions to the educational programs at the colleges (IV.B.38).
The Board is responsible for all legal matters that come before the District, including labor
contracts and all potential or pending litigation. The governing Board is an independent
entity; in its decisions, the Board adheres to federal, state, and local policy and guidelines.
Board policies adhere to the California educational code and California Title V regulations,
and the Board reviews policies that are informed by this code for compliance as state
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regulations and laws change. All actions of the Board are final and not subject to the
authority of any other entity except a court of law.
The Board is responsible for the financial integrity of the District (IV.B.12). Through the
chancellor, the District has established the District Committee on Budget and Finance, a
subcommittee of the District Participatory Governance Committee, which meets monthly to
oversee budget and finance (IV.B.39). Board members receive quarterly updates on the
financial health of the District and a mid-year budget report (IV.B.13, IV.B.14). Each year, it
reviews and approves a tentative budget in June, a final budget in September, and a mid-year
report in February. Prior to the review and final approval of the District budget, the District
Committee on Budget and Finance reviews and revises fiscal reports and the resource
allocation model for each College.
The Board also reviews and approves all contracted services and expenditures. There is a bid
process for contracts in excess of $81,000 for regular contracts and $175,000 for contracts
under the Public Contract Code. The Board accepts or rejects bids brought to them through
these processes.
Self Evaluation
The College meets this standard. The governing Board has ultimate responsibility for
educational quality, legal matters, and financial integrity. The financial stability of the
institution is carefully scrutinized through regular detailed reports that drive budget
decisions. Its actions are final and not subject to the authority of any other entity except a
court of law.
Actionable Improvement Plans
None.
IV.B.1.d

The institution or the governing board publishes the board bylaws and
policies specifying the board’s size, duties, responsibilities, structure, and
operating procedures.

Descriptive Summary
The Board Policies and Procedures, posted on the District website, contain policies
specifying the Board’s size, duties, responsibilities, structures, and operating procedures.
Specifically, Board Policies and Procedures Section(s) 1.02, Organization of the Board; 1.10,
Duties and Responsibilities of the Board; 1.15, Officers of the Board; 1.20, Duties of
Officers; 1.40, Meetings of the Board; 1.45, Agendas for Meetings, 1.55, Order of Business
and Procedure and 1.60, Rules of Order for Board Meetings, address these matters (IV.B.2,
IV.B.24, IV.B.25, and IV.B.40-44). The policies are reviewed on a regular schedule and
revised as necessary (IV.B.2). All of the policies referenced in this standard have been
reviewed and updated within the last four years. The revised documents are posted on the
District website (IV.B.3).
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Self Evaluation
The College meets this standard. The Board effectively publishes its bylaws and policies
pertaining to its size, duties, responsibilities, structures, and operating procedures.
Actionable Improvement Plans
None.

IV.B.1.e

The governing board acts in a manner consistent with its policies and
bylaws. The board regularly evaluates its policies and practices and revises
them as necessary.

Descriptive Summary
The Board of Trustees takes actions consistent with its policies on Board member conduct
(IV.B.21). Additionally, Board operations are evaluated annually as part of the Board selfevaluation process, utilizing a comprehensive Board evaluation instrument (IV.B.45).
Appropriate constituencies review and revise, on a six-year cycle, all Board Policies and
Procedures, including those pertaining to Board member conduct, before presenting them to
the Board for approval. Prior to Board approval, the suggested revisions are discussed and
reviewed by the Academic Senate when they involve areas of curriculum and academic
standards, by the ASSC organizations when the policies will have a significant effect on
students, and by the District Participatory Governance Council (IV.B.46 and IV.B.47). When
a policy is reviewed and/or revised, the date of the review is posted on the policy in order to
track the six-year review process.
Self Evaluation
The College meets this standard. The Board of Trustees regularly evaluates its policies and
practices, revises them as necessary and acts in a manner that is consistent with its policies
and bylaws.
Actionable Improvement Plans
None.
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IV.B.1.f

The governing board has a program for board development and new
member orientation. It has a mechanism for providing for continuity of
board membership and staggered terms of office.

Descriptive Summary
When a new Board member is elected, he/she meets individually with District administrators
and College Presidents in order to be oriented to College and District initiatives, strategic
priorities, and culture.
The Board encourages new Board members to participate in the annual California
Community College League’s (CCLC) New Trustee Orientation program, which is held in the
winter of each year, and other conferences as part of continuing Board development. All
current Board members have attended one of the CCLC’s New Trustee Orientation sessions.
Trustees also regularly attend the CCLC Annual Conference and the Annual Trustee
Conference as part of Board development. Board members are also active in the San Mateo
County Trustees organization. Every few years, Board members receive an updated Trustee
Handbook from the CCLC (IV.B.2, IV.B.48).
Information on Accreditation Standards and the accreditation process are presented at all
three CCLC conferences (New Trustee, Annual Trustee, and Annual Conference) which all
trustees have attended. In addition, the Board receives regular reports on accreditation
preparation at the colleges (IV.B.49, IV.B.50, and IV.B.51). In February 2013, all Board
members participated in a trustee training session on accreditation presented by the College
Presidents and Vice Presidents (IV.B.52). At that time they received an updated accreditation
manual.
Board Policies and Procedures articulate policies related to election and terms of office,
which are staggered to assure continuity (IV.B.2, IV.B.48). The Board of Trustees website
lists current members of the Board of Trustees and their terms (IV.B.28).
Self Evaluation
The College meets this standard. The Board of Trustees provides an orientation program for
new Board members. The Board does have a process in place that provides for continuity of
board membership and staggered terms of office.
Actionable Improvement Plans
None.
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IV.B.1.g

The governing board’s self evaluation processes for assessing board
performance are clearly defined, implemented, and published in its
policies or bylaws.

Descriptive Summary
Board Policy 1.35 states that Board members, including the Student Trustee, shall participate
in an annual Board evaluation process, which is conducted each calendar year (IV.B.21). The
Board uses a self evaluation form to annually examine ten areas of its purview, including
institutional mission and educational policy, institutional planning, instructional/student
services programs, facilities, financial resources, Board operations, Board-Chancellor
relations, faculty/student/classified relationships, community relations, and government
relations (IV.B.45). The purpose of this evaluation of the Board as a whole is to identify
those areas of Board functioning that are working well and those that need improvement, and
to improve communication and understanding among Board members.
Each Board member completes the evaluation form individually, the results are tabulated,
and the Board as a whole discusses the results at an open and public Board meeting. During
the discussion of the self evaluation at the Feb. 22, 2012 meeting of the Board, the Board
emphasized the importance of welcoming and listening to input from all constituency groups
and the public before making decisions, and the importance of being transparent in its
decision-making process (IV.B.53). The last Board self evaluation was conducted in March
2013 (IV.B.54).
Ongoing Board evaluation has helped identify areas that need improvement. The Board has
periodically reviewed the self evaluation tool and made the decision to continue using the
current tool.
Self Evaluation
The College meets this standard. The Board’s processes for assessing its performance is
clearly defined, implemented and published its policies and bylaws which are available
publicly on the Board’s website as well as available in hard copy.
Actionable Improvement Plans
None.
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IV.B.1.h

The governing board has a code of ethics that includes a clearly defined
policy for dealing with behavior that violates its code.

Descriptive Summary
Board Policy 1.35, Board Member Conduct, clearly outlines the expectations of Board
members’ behaviors (IV.B.21). It covers a range of topics such as the confidentiality of
information discussed in closed sessions, maintaining decorum at Board meetings, working
through appropriate channels of authority. The policy also states that refusal to adhere to the
code constitutes misconduct of a Board member.
The Board’s Policy on Professional Ethics, added in 2008, is found in Policy 2.21 (IV.B.55).
It clearly states that the Board must act in the best interests of students, the community and
the District’s Mission over competing interests, and contains a clearly defined statement for
dealing with behavior that violates its code, including discussion with legal counsel and/or
the District Attorney to determine a course of action and/or appropriate sanctions. There have
been no violations of the code of ethics and thus no implementation of its provisions.
Self Evaluation
The College meets this standard. The Board of Trustees has a long-standing code of conduct
that has been observed throughout the years since its inception in the mid-1980s. The Board
has maintained its reputation for being collegial, collaborative, and professional.
Actionable Improvement Plans
None.

IV.B.1.i

The governing board is informed about and involved in the accreditation
process.

Descriptive Summary
The Board of Trustees is informed about and involved in the accreditation process. Board
members receive training about the accreditation process both internally and externally.
Internally, Board members hold study sessions on various topics. The sessions range from
issues related to accreditation such as student learning outcomes, District wide planning, and
overall institutional commitment to the District Mission. Additionally, Board members
receive information specifically on the Accreditation process (IV.B.47, IV.B.48, and
IV.B.49). This includes information about the Standards and the ways for the Board to
engage in the process. Board members received and reviewed a copy of the ACCJC
PowerPoint presentation on “Accreditation and Trustee Roles and Responsibilities” (dated
May 5, 2012) and the updated “Guide to Accreditation for Board Members” manual (dated
November 2012). Additionally, the Board discussed the Accreditation process, ACCJC
guidelines for Accreditation, and the Board’s role in Accreditation at their Feb. 17, 2013

Skyline College Accreditation Self Evaluation 2013 Volume II

Page | 159

Standard IV | Board and Administration Organization

Board retreat (IV.B.52). Externally, the Board has attended professional conferences for
trustees where sessions regarding the Accreditation Standards and process were offered.
These conferences include the CCLC Trustee Conference and the CCLC Annual Conference.
Board members use their understanding of the Accreditation Standards and process to assess
their performance as a Board. Specifically, the Board’s self evaluation instrument includes
questions and evaluations in the following areas: Institutional Mission and Education Policy,
Institutional Planning, Instructional/Student Services Programs, Facilities, Financial
Resources, Board Operations, Board/Chancellor Relations, Faculty/Student/Classified
Relations and Community Relations (IV.B.45).
The District Accreditation Coordinating Council coordinates the overall efforts in areas of
information sharing and briefing to the Board of Trustees (IV.B.56). The Council is chaired
by the Vice Chancellor of Educational Services and Planning, and is comprised of four
Accreditation Liaison Officers—one from each of the three colleges and one from the
District office—along with the College steering committee co-chairs and District personnel.
The Council presented its most recent report to the Board in March 2013 (IV.B.57).
Additionally, the Council maintains a District Accreditation Information site for District
information pertaining to the colleges (IV.B.58).
Each college forms a steering committee and writing teams/committees for each of the four
Standards, according to the ACCJC guidelines. Faculty, staff, students and District
employees are represented on these committees and writing teams. Personnel in the District
Office are assigned to each of the four Standards based on their areas of responsibilities for
the purpose of providing information and input.
The Board of Trustees, college governing bodies and the college communities are informed
of the progress of the work on the self studies through formal presentations and periodic
updates and are invited to participate at various junctures throughout the process. Through
the presentations and through the education efforts the Board has undertaken regarding
accreditation, the Board has become very familiar with Accreditation Standards, including
those that apply to the Board. Final drafts of the self studies are first reviewed and
subsequently approved by various college governing bodies and then presented to the Board
of Trustees for review and approval. The three colleges have established timelines that
include the Board of Trustees review of the first and second drafts of the self studies and
ultimate approval of the self evaluation reports (IV.B.49). The Board reviews the
Accreditation Commission’s recommendations to the College, and reviews and approves all
other reports to ACCJC including progress reports, midterm reports, and substantive change
reports (IV.B.57, IV.B.59, IV.B.60, and IV.B.61).
Board actions reflect a commitment to supporting and improving student learning outcomes.
The Board established a Board Core Values and Principles Statement to guide the
interpretation of all policy implementation and planning at the three colleges (IV.B.6). The
discussions of the Board reflect a direct connection of the actions taken to the impact on
students as reflected in Board minutes. Additionally, the Board has a regular agenda item
called “Board Series Presentations— Innovations in Teaching, Learning and Support
Services.” These presentations include specific information on programs and services and the
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impact they have on student persistence, retention, success, completion and/or transfer
(IV.B.8, IV.B.9, and IV.B.10).
Self Evaluation
The College meets this standard. The Board of Trustees is well informed about and
appropriately involved in the Accreditation process.
Actionable Improvement Plans
None.

IV.B.1.j

The governing board has the responsibility for selecting and evaluating
the District/system chief administrator (most often known as the
chancellor) in a multi-College District/system or the College chief
administrator (most often known as the president) in the case of a single
College. The governing board delegates full responsibility and authority
to him/her to implement and administer board policies without board
interference and holds him/her accountable for the operation of the
District/system or College, respectively.
In multi-College Districts/systems, the governing board establishes a
clearly defined policy for selecting and evaluating the presidents of the
Colleges.

Descriptive Summary
The Board of Trustees has the responsibility for selecting, hiring and evaluating the
Chancellor and has a clearly defined procedure for doing so (IV.B.19). The current
Chancellor has served since 2001.
The Chancellor regularly shares with the Board reports regarding institutional effectiveness,
progress on completion of Board-adopted goals, and the status of the budget. The Board
evaluates the Chancellor annually using a management performance evaluation form in
addition to evaluating how well the Chancellor has accomplished Board Goals (IV.B.46,
IV.B.62, and IV.B.63). The Chancellor proposes and the Board approves goals and
objectives for the District each year, and the Board measures the Chancellor’s performance
on the successful accomplishment of these goals.
In a well-defined policy, the Board has delegated full responsibility to the Chancellor to
implement its policies without Board interference (IV.B.19, IV.B.2).
The District also has a clearly defined policy for selecting the presidents of the colleges
(IV.B.64). This procedure was used to select the Skyline College President in 2011 and the
Cañada College President in 2012. The established selection procedure begins with the
formation of a screening committee comprised of all constituencies from the College and
District office. Following the identification of three finalists for the position, the colleges
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each hosted open forums for each candidate for faculty, staff, and students as well as
community members and the Board of Trustees. Final interviews were conducted with the
Chancellor and, ultimately, the Board of Trustees. The candidate selection process was also
informed by compiling written candidate evaluation forms submitted by those who attended
the open forums. At the conclusion of this process, the Chancellor and the Board selected the
new presidents.
The Chancellor, in conjunction with the Board of Trustees, conducts annual evaluations of
each president in a closed-session meeting. This evaluation is based upon the college goals
that are developed by the presidents each year and approved by the Chancellor (IV.B.65).
Self Evaluation
The College meets this standard. Procedures are in place for the selection and evaluation of
the Chancellor and the College Presidents, and the Board and the Chancellor adhere to these
procedures, respectively. Board members understand that their role is policy making, and this
commitment is clearly stated in Board Policies and Procedures 1.10 (IV.B.2).
Actionable Improvement Plans
None.

IV.B.2

The president has primary responsibility for the quality of the institution
he/she leads. He/she provides effective leadership in planning, organizing,
budgeting, selecting and developing personnel, and assessing institutional
effectiveness.

Descriptive Summary
Each college president in the District is the chief executive officer, responsible for the
implementation of the Board Policies and Procedures at their respective campuses. The
Skyline College President has executive responsibility and ultimate authority for the College
budget. The President is also responsible for recommending to the Chancellor the
management, operational, and staffing structures required to administer the College and
facilitate student learning (IV.B.61).
Self Evaluation
The College meets this standard. The President effectively leads the College in its planning
and budgeting processes, and has primary responsibility for ensuring the quality of Skyline
College.
Actionable Improvement Plans
None.
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IV.B.2.a

The president plans, oversees, and evaluates an administrative structure
organized and staffed to reflect the institution's purposes, size, and
complexity. He/she delegates authority to administrators and others
consistent with their responsibilities, as appropriate.

Descriptive Summary
The SMCCCD Board of Trustees appointed the current president of Skyline College in
January 2011. The President provides overall organizational leadership that supports the
MVV of Skyline College and the Mission of the District (IV.B.66). To fulfill its purposes,
the College is organized into three areas: (1) Student Services, (2) Instruction, and (3)
Administrative Services. Student Services and Instruction are each led by a vice president.
Administrative Services is headed by a director. In addition, two other primary functions are
carried out by the PRIE office, headed by a dean, and the Office of MCPR, headed by a
director. All five of these administrators report directly to the President, who delegates dayto-day operations in their respected areas (IV.B.67).
The Vice President of Student Services supervises two student services deans: a Dean of
Counseling and a Dean of Enrollment Services. In addition the Chief of Public Safety reports
to her. The Vice President of Instruction supervises five instructional deans: the Deans of
Business, Kinesiology, Language Arts, Science/Math/Technology, and Social
Science/Creative Arts. Supervision of the library, The Learning Center, and the Center for
Advanced Learning and Technology are included in the duties of the instructional deans. The
Director of Administrative Services supervises general business and administrative
operations including budget, payroll, and rental of campus facilities. The Dean of PRIE is
responsible for College research and planning. The Director of MCPR is responsible for
College publications and outreach materials.
The structure of responsibility for administrative areas is found in the organizational chart
(IV.B.67). Skyline College has a total of 23 administrators. In addition, responsibility is
given to participatory governance committees as appropriate. Skyline College serves more
than 10,000 students of diverse abilities, social, cultural, economic, religious and linguistic
backgrounds with more than 700 full- and part-time faculty and staff. It is the joint
responsibility of the College’s 23 administrators, under the guidance of the College President,
to assure access to and the quality of a comprehensive array of instructional programs,
student services programs, and student support programs.
The President evaluates the administrative structure by considering the extent to which the
College achieves its goals using its current structure, and the adequacy of the structure to
accommodate the College’s significant growth. Skyline College measures its success in
fulfilling the MVV and goals through the use of the Balanced Scorecard (IV.B.68). The
Balanced Scorecard provides a criteria-based goal- and strategy-integrated dashboard
assessment of the College’s performance as it is aligned with each department’s goals as
documented in the Annual Program Plans, Comprehensive Program Reviews, and
Administrative Leadership and Unit Reviews.
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Within the last two years the College has appointed eight new administrators: the President,
two Vice Presidents, and five Deans. The President appoint occurred first. The President then
oversaw the hiring processes for all filled positions, including both administrative and faculty
positions. She meets with all screening committees at the training and orientation component
of their process. The President reviews the Accreditation Standard related to the hiring
process with each committee. The President reviews her own institutional, educational and
leadership philosophy in order for the committee to understand the lens through which she
will be looking to make effective and valuable hires for the College. The President takes
primary responsibility for the final selection of College personnel.
The changes in personnel provided an opportunity for the President to facilitate an intentional
systematic evaluation of the organizational structure considering the specific occupants of
each position in order to ensure that these leaders have the right talents and qualifications to
move the College toward its MVV and positively affect student success.
The President works with her cabinet and participatory governance structures to determine
appropriate and effective leadership staffing and administrative structure (IV.B.69). Talents
of individuals are aligned with their interests and the needs of the institution. As a result,
changes in reporting structures have occurred in instructional and student service divisions as
well as the Office of the President. The organizational changes include the following:
•
•

•
•
•
•
•
•

Developing a grants infrastructure by hiring a Grants Project Director
Realigning the SparkPoint at Skyline College under Student Services by changing the
line of reporting for the Director of the SparkPoint at Skyline College from the Vice
President of Instruction to the Vice President of Student Services in order to better
integrate the services
Realigning the Workforce Development Office into the Center for Workforce
Development including the Career Advancement Academies and Green Challenge
Initiative
Adding an office assistant to serve as a receptionist for the three administrative units
Assuring the continuity of the research and planning office by appointing an Interim
Dean of PRIE and an interim Research Analyst
Developing the public relations and marketing infrastructure by creating the Web
Programmer, Visual Communications Coordinator, and Web Content Coordinator
positions
Realigning the Project Director for the International Student Program under Student
Services
Re-instituting the Disability Resource Center Coordinator position

Serving on the IPC and working with the Dean of PRIE, the President has led the
coordination of the planning processes from across the spectrum. She worked with the Dean
of PRIE to focus the IPC on updating the MVV Statement, clarifying the Values Statement
and refreshing the goals of the College. She has led the College in establishing strategic
priorities given that the College has undergone a change in its status as a basic aid College.
The President also provided key leadership in engaging the College on a year-long equity
audit project by the SEEED Committee. The resulting visions and strategies are being woven
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into the strategic priorities under the President’s leadership. Additionally, the President leads
the College in establishing the District Strategic Plan, Board Goals, College MVV and Goals,
and the Strategic Plan 2013-2017 in order to achieve the College’s purposes.
Self Evaluation
The College meets this standard. The President effectively plans, oversees, and evaluates the
College’s organizational structure, planning and governance processes based on relevant and
sufficient data to enable her to make decisions regarding the direction and course of action
for the College. The President has ultimate responsibility for decisions on planning,
budgeting, selecting and developing personnel and assessing institutional effectiveness to
fulfill the College and District’s missions to its constituents. The President appropriately
delegates responsibility to her administrative team.
Actionable Improvement Plans
None.

IV.B.2.b

The president guides institutional improvement of the teaching and
learning environment by the following:
•
•
•
•

establishing a collegial process that sets values, goals, and priorities;
ensuring that evaluation and planning rely on high quality research
and analysis on external and internal conditions;
ensuring that educational planning is integrated with resource
planning and distribution to achieve student learning outcomes; and
establishing procedures to evaluate overall institutional planning and
implementation efforts.

Descriptive Summary
The President has guided the process of refining the College MVV and goals; education and
facilities master planning; the SLOAC process; and the College’s planning, research and
institutional effectiveness work.
The College MVV was reviewed and modified in spring 2012. The process involved the
entire campus originating in the IPC, vetted by College constituency groups through College
Governance Council, and approved by the District Board in June 2012. The MVV is widely
distributed and available on the College website (IV.B.70).
Working with the Dean of PRIE, the President led the IPC through a process to review the
MVV and goals statements. The President of the Academic Senate was invited to facilitate
the brainstorming process. Additional constituent leaders, including students, were invited to
participate in the session. The process involved all participatory governance constituency
groups to ensure inclusive dialogue. The IPC worked in groups to recommend changes. Once
there was general consensus on the draft statements, the committee agreed to invite College
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wide comments on the work before recommending the changes. The draft statements were
published in Skyline Shines, and input was solicited College wide. The Coordinator of
Student Activities was also asked to get broader student feedback. Once the feedback was
collected, full draft statements were developed for committee vote. The President took the
drafts to the College Governance Council, and these recommendations were approved. The
President then accepted the recommendations and forwarded them to the Board for adoption.
The revised statements were adopted by the Board of Trustees in spring 2012.
The President works with the College Governance Council on all College wide policy
decisions, ensuring that all constituency groups have an opportunity to discuss the options
being considered and bring their input back to the council before a decision is rendered. The
President works with the College Governance Council in the interest of College participatory
governance. Although the council makes recommendations to the President, the council and
the President work collaboratively to reach consensus. Examples illustrating this approach
can be found in the College Governance Council minutes and their Annual Report such as
oversight of the participatory governance evaluation process and the Education and Facilities
Master Planning Project (IV.B.71).
The President supports and strengthens the participatory governance processes by ensuring
that the work of the College Governance Council (the central recommending body in the
process) is accessible with monthly council agendas and minutes posted to the website
(IV.B.72). The President also publishes the council agendas and meeting actions in Skyline
Shines, her weekly email address to the campus (IV.B.73). All other participatory
governance meeting agendas and minutes are posted online in a timely fashion with the
support and encouragement of the President.
The PRIE office provides leadership and support which allows the College to effectively
strengthen institutional research efforts to support the planning and decision making
processes at the College. The PRIE office analyzes data on both external and internal
conditions that affect the College and the needs of the student population, both now and in
the future. Internal data is collected on student demographics such as gender, ethnicity, goals,
course enrollment patterns; student success and retention; and program productivity. External
data is collected on demographics of the community the College serves and the labor market.
This information is communicated regularly with the President, the President’s Cabinet,
Management Council and College wide committees, and is posted on the PRIE website
(IV.B.74).
The College conducted two surveys in 2012 to measure institutional performance. The
CCSSE was administered in spring 2012. The assessment provided information on students’
perceptions on Skyline College’s programs, services and learning environment, which the
College uses in planning and improvement efforts, including the education and facilities
master plans. The Employee Voice Survey, which was administered in spring 2012,
measured employee satisfaction including how well the participatory governance model is
working. The results of both surveys are posted on the PRIE website (IV.B.75).
The College has established effective links between its budget, planning and evaluation
processes. The College has continued to improve the integration of planning and resources
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allocation. For several years, the College completed a Three-Year Work Plan as part of an
Integrated Planning Schedule, which incorporated linkages among the program reviews, the
full- time equivalent faculty and classified allocation processes, budget requests and work
plans and reports. During fiscally challenging times, the plans began to take on less
significance because there were no resources to carry out the plans. In an effort to keep the
planning meaningful even in times of fiscal austerity, the College piloted an Administrative
Leadership and Unit Review. After one cycle of the Administrative Leadership and Unit
Review, the College recognized that it needed to create a more extensive process with
service level outcomes that are connected to the resource allocation process (IV.B.76).
Currently, Skyline College has developed a fully integrated annual planning process across
the institution. The administrative units annually submit Administrative Leadership and Unit
Reviews to the President. Programs across the College submit Annual Program Plans every
year that lead up to a six-year Comprehensive Program Review. These plans include specific
information on program needs that come from assessment of program data and student
learning outcomes. The planning documents include specific requests for personnel,
equipment, facilities, professional development needs, research and data needs. All three
planning processes are based on student learning outcomes, program data and assessment
(IV.B.77). The Annual Program Plan process was implemented during spring 2013 in all
divisions and programs at Skyline College (IV.B.78). The Integrated Planning and
Participatory Governance for Student Success handbook describes the process (IV.B.79).
An overview of the linkages with student learning outcomes is provided in the SLOAC
Framework, a faculty-led process (IV.B.80). The President and the administrative team on
the President’s Cabinet continue to commit technological, financial and human resource
support to SLOAC. A full-evaluation cycle of student learning outcomes and assessment
results has been implemented into the planning processes of the College and is fully
supported by the President and College leadership.
In terms of overall evaluation of institution effectiveness, the College utilizes a Balanced
Scorecard, which sets benchmarks for specific goals and strategies that are directly linked to
the College MVV (IV.B.81). The Balanced Scorecard allows for collaborative decision
making by measuring, tracking and communicating the performance of these goals and
strategies. The Balanced Scorecard’s indicators have direct links to goals and resource
requests in the Administrative Leadership and Unit Reviews, Annual Program Plans and
Comprehensive Program Reviews. Another method by which the College allows for dialogue
on institutional effectiveness is through the Employee Voice Survey which, in spring 2012,
showed success with the participatory governance model along with giving the College
leadership feedback for strengthening it.
The President maintains her familiarity with the institutional performance through review of
Balanced Scorecard information at the President Cabinet meetings through discussion and
analysis of institutional data at the College Governance Council meetings, through work of
the SLOAC Steering Committee, through the College Budget Planning committee, and
various other participatory governance work. Data and analysis are used frequently and
inform programming across the College.
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In addition to communicating the importance of the College’s culture of evidence, the
President communicates a strong focus on student learning aligned with the College MVV,
as evidenced in the 2011-2012 program, “A Call to Consciousness,” through which she
encouraged the campus to “engage in innovative and provocative teaching.” She addressed
this theme in her opening day message to the College, as well as through various editions of
her weekly newsletter, Skyline Shines (IV.B.82).
Self Evaluation
The College meets this standard. Through appropriate planning and evaluation, the President
guides institutional improvement of the teaching and learning environment. At Skyline
College, the President and constituency groups share a commitment to effective dialogue
working together collaboratively to set values, goals, and priorities (IV.B.71, IV.B.72). The
campus constituencies groups appoint representatives to the CBC and IPC and other campus
wide committees to work together to make recommendations.
The President ensures that high-quality research, under the direction of the PRIE office,
continues to link educational and resource planning, and this planning is integrated with
SLOAC and Comprehensive Program Review. The President has also effectively established
or supported procedures by which to evaluate these efforts.
Actionable Improvement Plans
None.

IV. B.2.c

The president assures the implementation of statutes, regulations, and
governing board policies and assures that institutional practices are
consistent with institutional mission and policies.

Descriptive Summary
The President assures the implementation of statutes, regulations, and governing board
policies and assures that institutional practices are consistent with institutional mission and
policies through various methods. The President meets weekly with the President’s Cabinet to
discuss these matters and issues of consistency and effectiveness of implementation. She
meets monthly with the College’s Management Council, which includes all members of the
President’s Cabinet and the deans and directors of each division. Those meetings include
discussion of statutes, regulations and board policies, as well as the College MVV and
policies (IV.B.83). She meets monthly with the College Governance Council, which includes
the Vice President of Instruction, the Vice President of Student Services and the presidents
and vice presidents of the Academic Senate, Classified Council and ASSC (IV.B.72). The
council’s agenda includes matters of statute, regulation and board policy when appropriate
and the College mission and policies. She also participates on the IPC, which integrates
College wide planning and ensures inclusion of these matters as appropriate (IV.B.84).
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The President verifies compliance of the laws, regulations and policies through the
Management Council discussions (discussion of regulations and implications for the
College), personnel processes (ensuring the appropriate application of the collective
bargaining contract), Capital Improvement Project processes, and assuring compliance with
bond requirements. The President serves on both the Measure G and Bond oversight
committees to assure the appropriate application of the regulations and restrictions related to
the use of these funding streams. In addition, the President reviews and analyzes institutional
policies and practices through the Management Council and other appropriate participatory
governance processes to receive feedback for any proposed changes (IV.B.85).
The governing board has defined a set of core principles and values and sets yearly goals
(IV.B.6, IV.B.7). The President uses these as guides and integrates them into College wide
processes. She connects at a District level by regularly attending board meetings. She also
meets weekly with the Chancellor’s Cabinet—the presidents of the three colleges, the
Chancellor, the Executive Vice Chancellor, and the Vice Chancellor of Educational Services
and Planning. The President meets monthly with the expanded Chancellor’s Council, which
includes the Chancellor’s Cabinet, the Vice Chancellor of Facilities Planning, Maintenance,
and Operations, the Vice Chancellor of Human Resources, the Vice Chancellor of
Institutional Technology and the Director of Government Relations. These connections
ensure consistency of statues, regulations, Board policies between the District and the
College MVV and policies.
Self Evaluation
The College meets this standard. The President assures the implementation of statutes,
regulations and governing board policies and assures that institutional practices are consistent
with institutional MVV and policies. She ensures inclusive, informed and intentional
dialogue by discussing the MVV and goals of the College with participatory governance
groups frequently enhancing the institution’s integrity with all stakeholders.
Actionable Improvement Plans
None.

IV.B.2.d

The president effectively controls budget and expenditures.

Descriptive Summary
The Skyline College president effectively controls budget and expenditures. The college
regularly monitors its expenditures to ensure that the expenditures do not exceed the site
allocation as evidenced mid-year and annual District budget reports (IV.B.86 and IV.B.87).
The President works within the College’s participatory governance process to set the
College’s budget priorities through the work of the IPC and the CBC. During the 2011-2012
year, the College, through the President’s Cabinet and IPC, reviewed overarching goals and
augmented them with specific strategies. In spring 2012, through IPC, Management Council,
and external advisors, an Administrative Leadership and Unit Review plan integrating these
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goals and strategies was developed and implemented (IV.B.79). The Education Master Plan
2013-2019, revised in fall 2011, provides direction for educational planning (IV.B.77).
Multiple funding streams and the concomitant planning processes make up the budget of
Skyline College. The CBC makes a recommendation for a balanced budget to the President.
Multiple planning processes inform the development of the budget recommendation by the
CBC.
a. FTEF Allocation Process: The CBC is informed of the completion of the FTEF
allocation process. The committee proposes budget scenarios that include increased
and decreased FTEF allocation. The actual faculty positions are not considered when
the committee is making a recommendation on the number of positions that will be
included in the scenarios.
b. Classified Priorities Process: The CBC is informed of the completion of the classified
priorities process. Budgets for increased classified positions may be included in the
scenarios.
c. Measure G Allocation: The results of the College wide Measure G plan development
are considered by CBC. The committee recommends the Measure G plan to the
President.
d. Comprehensive Program Review results are provided to the committee for
consideration in developing the recommended budget.
e. Enrollment Management: The goal FTES and College load are considered by the
CBC, as resources are recommended for the adjunct faculty salary component of the
budget. The trend for planned efficiency has been a load of approximately 600. The
recommended budget is then based on the goal load. The committee calculated that
for every one point by which the College exceeds the budgeted load, the College
saves $15,000. The committee has been deliberate in considering the College’s
productivity in order to make good recommendations regarding funding full-time
positions.
f. Capital Improvement Plans: The CBC does not recommend the capital improvement
dollars, but they do recommend that other funding sources be used to accommodate
resource allocation requests.
g. Technology Plan: The CBC developed an ongoing technology budget line item that is
used to address the needs identified in the technology plan.
h. Instructional Equipment: Funding for instructional equipment is guided by the CBC.
The Vice President of Instruction works with the deans and Vice President of Student
Services to identify equipment needs through working with the annual planning
process. The equipment needs are matched with available resources for effective use
of funds in acquiring needed instructional equipment
The College is currently receiving additional funds through a Measure G Parcel Tax which
began in fall 2010, and the President facilitates implementation this important funding
opportunity. The funding is available yearly for four years. Over the course of five meetings
in September, October and November 2010, the Measure G ballot language was reviewed,
guiding principles were established, and the proposal process mirrored the College’s current
budget process. Proposals are developed in the divisions based upon the College’s Strategic
Plan 2013-2017, Education Master Plan 2013-2019, Annual Program Plans, Comprehensive
Program Reviews and the intended uses of Measure G specified in the ballot language. The
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proposals are then submitted to the Vice Presidents. They review and discuss them with the
President, and then compile a combined College wide proposal which is sent to the CBC.
The proposal is discussed in detail by the committee, revised in response to their feedback
and then the proposal is recommended to the President (IV.B.89).
The President encourages the College to consistently use its Comprehensive Program Review
findings to inform budget priorities. Human resource, facility, and equipment needs are
compiled and are provided during all decision-making processes (IV.B.90). Decisions about
full-time faculty hires are made based on the College’s full-time equivalent faculty allocation
process, which incorporates information from the education and facilities master plans and
Comprehensive Program Reviews. A joint faculty-administration group, the Full-Time
Equivalent Faculty Allocation Committee prioritizes the position requests and their
recommendation is considered by the Academic Senate and the Instructional Leadership
Team, and then by the Vice President of Instruction and the Vice President of Student
Services. They make a recommendation to the President, who then makes the final decision
about priorities. To date, the President has concurred with the recommendations. In spring
2009, a similar allocation process was developed and implemented for the hiring of classified
staff. Administrators are asked to submit staffing needs proposals including the input of
faculty and staff in their units. The proposals are prioritized by cabinet and allocated based
on the recommended budget scenarios included in the recommended budget (IV.B.31). The
CBC recommends a budget that includes faculty and staffing hiring scenarios to the President
(IV.B.91). The CBC focuses on goals and strategies in setting budget priorities and final
recommendations. The President works through the governance processes to receive a
recommendation for a balanced budget. Once the recommendation is accepted, the President
works with the Vice Presidents of Instruction and Student Services to ensure the coordination
of the expenditures within the multiple funding streams.
The President meets with the College Business Officer on a weekly basis. During the
meetings, various aspects of the budget are reviewed, clarified and acted upon. The President
is informed of the expenditure projections, ending balance projects, and anticipated revenues.
The President’s Cabinet reviews the budget status, allocations, expenditures and projections at
the weekly cabinet meeting.
The College budget condition is healthy, with a comfortable reserve and carryover amount to
address normal fluctuations.
Self Evaluation
The College meets this standard. The President successfully controls the integrated budget
and planning processes through appropriate dialogue with various constituents. These
processes assure ongoing institutional evaluation and improvement and a balanced College
budget that meets the identified needs of students and the College.
Actionable Improvement Plans
None.
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IV.B.2.e

The president works and communicates effectively with the communities
served by the institution.

Descriptive Summary
The President works and communicates effectively with communities and external partners.
The College primarily serves students from San Mateo and San Francisco counties, but the
most proximate seven communities are Pacifica, Brisbane, Colma, Daly City, San Bruno,
South San Francisco and Millbrae. The President works with and communicates with these
communities in a variety of ways:
•

American Association of University Women (AAUW): The President works with the
North Peninsula and Pacifica Branches of AAUW to ensure student access to
organizational resources and scholarships. The North Peninsula and Pacifica Branches
of AAUW donated a College membership to Skyline College for the 2012-2013 year.
The membership connects the College to AAUW, informs the community about
programs and services for student and of particular interest to women students. The
President meets with the leadership of AAUW and in doing so has provided
information about the College Democracy Project and the Women in Transition
Program.

•

Business and Industry in the Community: The President holds a longstanding
successful relationship with the leadership of the San Bruno Chamber of Commerce.
The President of the San Bruno Chamber of Commerce is currently serving as the Chair
of the President’s Council. The College hosted a mixer for the chamber where a host of
business professionals and owners got a chance to visit the College, hear about the
programs and services, tour the facilities, learn about the availability of facilities rentals
to the community and share their perspectives on how the College can meet their
workforce development needs. It is typical for chamber mixers to give out a drawing
prize that has been donated. This year, the bookstore donated a netbook. Attendees
completed a small survey that the College developed to gather data on local business
and industry workforce needs. The completed survey receipts served as the drawing
ticket. The data from the survey was forwarded to the planning committee to be
incorporated into the Education Master Plan revision (IV.B.92).

•

The California Collaborative on District Reform: The President has served as a
resource to the California Collaborative on District Reform, an initiative of the
American Institutes for Research that works to improve student outcomes by
connecting researchers, practitioners, policymakers, and funders for ongoing dialogue
and collective problem solving.

•

The Career Ladders Project (CLP): The President is a member of the CLP Board of
Advisors. CLP is a non-profit organization that fosters educational and career
advancement for Californians through policy initiatives, research and direct assistance
to California Community Colleges and their partners. Skyline College’s connection and
communication with CLP has resulted in the College receiving over $4.5 million in
grants for the Career Advancement Academy and the Green Challenge Initiative on
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Sustainability. A new department has evolved out to the work, the Environmental
Science Department.
•

The California Education, Diversity and Growth in the Economy (EDGE) Campaign:
The President is a member of the extended Advisory Team for the California EDGE
Campaign. The California EDGE Campaign is a non-partisan coalition—including
business, labor, community colleges, workforce boards and social justice
organizations—focused on policy change and systems alignment to improve the state’s
workforce development system (IV.B.93).

•

Post-Secondary Education Connections: The President participates in post-secondary
leadership meetings with the leadership representatives from San Francisco State
University and California State University East Bay. This work supports the extensive
transfer initiative launched at Skyline College.

•

San Francisco State University: The President recently engaged in collaboration with
San Francisco State University Educational Leadership Doctoral Program to identify
areas of research needed to address practices at the College. The College is
encouraging SFSU doctoral students to research areas of significance to Skyline
College and has invited them to intern with the campus research office should they
select a topic of interest to the College. This resulted in the collaborative offering of a
Leadership Research Conference where students presented real-world based case
studies to an audience of practitioners, colleagues, fellow students and faculty (IV.B.94
and IV.B.95).

•

President’s Advisory Board: The President also communicates with an Advisory Board.
This board grew out of the President’s Council for individuals that wanted to be
connected to and supportive of the College but who were not able to make a time
commitment to meet. This board is convened once a year in the form of a reception so
the Council can meet them, and so they can make a concrete connection to the College.
Then throughout the year, they are called on an individual basis depending upon the
matter on which advice is needed. This year, members were called upon to provide
advice on the development of the 2013 Success Summit (a hybrid of a Progress
Seminar and a Leadership Seminar) (IV.B.96).

•

President’s Council: The President convenes a group of community leaders called the
President’s Council. Skyline College is fortunate to have a dedicated group of
community leaders serving on our President's Council. Since the fall of 2000, the
President's Council has been actively supporting the College. The members raise
financial support for the President's Innovation Fund by hosting the President's
Breakfast every spring (IV.B.97).
The President’s Council includes representatives from business, industry, government,
nonprofits and other organizations whose interest in a connection with Skyline College
provides a strong base of knowledge and support for the President of the College. The
purpose of the President's Council is to provide community input, feedback and support
for the resource development program at Skyline College.
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•

Communication with the Council is regular and frequent. The Executive Committee of
the Council meets four times each year. Breakfast Committee of the Council meets
eight times each year. The full council meets four times a year. Each of the meetings
includes a presentation of programs and services at the Colleges, as well as a College
Fact Sheet (IV.B.98).
San Mateo County Economic Development Association (SAMCEDA): To connect the
community with the “Skyline Saves” Sustainability Initiative, the President became a
member of SAMCEDA. Its website describes its work:
“SAMCEDA is an economic development and advocacy organization representing the
interests of member businesses and public institutions on important economic,
political and social issues. SAMCEDA utilizes open dialogues, educational
campaigns and direct advocacy strategies to engage national, state, regional and local
officials on policy issues which have the potential to impact the economic,
environmental and social well-being of SAMCEDA members, businesses and
communities in San Mateo County.”
SAMCEDA promotes development of business in the county. The Bay Area
Conservation Committee is working on issues that are directly connected to the mission
and work of the College (IV.B.99).

•

San Mateo County Measure G Oversight Committee: The President meets regularly
with the Measure G Parcel Tax Oversight Committee. Reports of the Measure G Plans
and expenditures by the College are provided.

•

San Mateo County Community College Foundation Board: The President meets
regularly with the District’s foundation Board of Directors and attends numerous donorrelated events for both the District foundation and the College (IV.B.100).

•

Secondary Education Connections: The President host a series of meetings with local
high school superintendents and principals to explore ways the K-12 schools and
Skyline College might expand its collaborative efforts. That has led to enhanced
outreach efforts at the high schools, increased concurrent enrollment offerings on site at
local high schools and plans to implement a middle college at Skyline College.

•

Skyline Shines: The President publishes a weekly communication that goes out to
subscribing community members, all College employees, subscribing District members,
and the SMCCCD Board of Trustees. Regular information about programs and
services, faculty and staff engagement, student activities and the life of the College is
included in Skyline Shines.

•

SMCCCD Board Reports: The President provides monthly Board Reports about Skyline
College activities to the Board of Trustees. The reports are subsequently posted on the
Skyline College website and summarized in the Board minutes for public accessibility.
The full reports and summaries can be found online (IV.B.101, IV.B.102).
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•

United Way Bay Area: The President is a member of the United Way of the Bay Area
Board of Directors. As indicated on the website, the United Way of the Bay area is “a
nonprofit organization whose mission is to be the catalyst that enables people to
strengthen our communities by investing in one another.” Skyline College is a partner in
one of the highest profile initiatives aimed at reducing poverty in the Bay Area by 50
percent by the year 2020 through SparkPoint at Skyline College (IV.B.103).
The President also serves on the Community Investment Committee, a subcommittee of
the United Way of the Bay Area that focuses on recommending the allocation of
Community Investment funds.
The President is a member of the Women’s Leadership Council of the United Way of
the Bay Area. According to the website, the council is “a powerful, passionate network
of Bay Area women who strengthen our community through focused investment of our
time, talent and resources.” This group is helping United Way achieve its goal of cutting
Bay Area poverty in half by 2020 (IV.B.104).

•

National, Western Regional, and Northern Californian Councils on Black American
Affairs (WRCBAA): The President is a board member of the WRCBAA. WRCBAA is
part of a national organization that comes from the American Association of Higher
Education that whose mission is to promote the academic success of African
American/Black students and the development and advancement of faculty, staff and
administrators, thereby ensuring that a quality higher education is available to everyone
(IV.B.105).
The President is also a member of both the National Council and the Northern
Californian Council on Black American Affairs, aimed at the same mission as
WRCBAA on both a national and local level.

Self Evaluation
The College meets this standard. The President works very successfully with the community
and is in regular communication with the College’s constituents demonstrating a solid
commitment to institutional integrity. Through the President’s leadership and obligation to
seek inclusive, informed and intentional dialogue, support from the local community of
residents, businesses, organizations and locally elected officials has continued to increase.
Actionable Improvement Plans
None.
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IV.B.3

In multi-College Districts or systems, the District/system provides primary
leadership in setting and communicating expectations of educational
excellence and integrity throughout the District/system and assures
support for the effective operation of the Colleges. It establishes clearly
defined roles of authority and responsibility between the Colleges and the
District/system and acts as the liaison between the Colleges and the
governing board.

Descriptive Summary
The District Mission Statement articulates the District’s expectations regarding educational
excellence and integrity throughout the District. This statement was broadly distributed to
faculty and staff and formally reviewed through the District participatory governance process
in 2009 and 2012 (IV.B.106). In addition, given the very difficult budget realities faced by
higher education, the Board of Trustees has adopted a Core Values and Principles Statement
that reaffirms the Board’s and the District’s commitment to (1) a student-centered mission,
(2) support for innovation, (3) enlightened human resources management, (4) participatory
governance, and (5) decision making that is in the best interests of the District as a whole.
This statement was originally adopted in December 2009 and was reviewed and revised in
2012 (IV.B.6). Finally, Board Goals are adopted annually, and they reflect near- and longterm needs, aspirations and projects the District is undertaking in fulfillment of its mission
(IV.B.7).
Following the 2007 Accreditation site visit, one of the recommendations from ACCJC was
that the District and colleges should develop a process to evaluate the delineation of
functions on a regular basis and that the findings should be distributed widely. In 2007, the
District developed a function map, which illustrates how the colleges and the District manage
the distribution of responsibility by function as it pertains to the WASC/ACCJC
Accreditation Standards. By Accreditation Standard and substandard, the function is
delineated as a College function, District function or shared function. The Functions Map
was developed and reviewed by the District Shared Governance Council and was approved
by the Chancellor’s Council. A Delineation of Functions Review Committee was formed to
guide the evaluation activities. As planned, in spring 2010, through their respective
participatory governance processes the colleges reviewed the Functions Map to examine
whether any changes were needed. The Delineation of Functions Map was revised and
posted in 2010. The findings have been communicated to all levels on the campuses and at
the District (IV.B.107).
Self Evaluation
The College meets this standard. The District Mission, Core Values and Principles
Statement, and Board Goals clearly set expectations of educational excellence and integrity
throughout the District. These documents are widely distributed within the District and are
featured prominently on the District’s website. They are also reviewed for relevance and
comprehensiveness on a two- year cycle.
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The District Functions Map clearly defines the roles of authority between the colleges and
the District (IV.B.7).
Actionable Improvement Plans
None.

IV.B.3.a

The District/system clearly delineates and communicates the operational
responsibilities and functions of the District/system from those of the
Colleges and consistently adheres to this delineation in practice.

Descriptive Summary
The written delineation of the operational responsibilities and functions of the District and
the colleges is contained in the Functions Map described in the section above as well as in
various sections of District Policies and Procedures. District Policies and Procedures are
currently made available to institutional and system staff as well as to the general public
through the District’s portal page (IV.B.3). Procedures implementing the policies are posted
next to the appropriate policy. In addition, the District’s Office of Human Resources
maintains District Office organizational charts posted on the SMCCCD website (IV.B.108).
The Chancellor participated in the development of the delineation of functions document and
consistently adheres to the findings. The delineation of functions document is reviewed every
three years. It was last reviewed in 2010 and is scheduled to be reviewed again in spring
2013 (IV.B.109). The Chancellor gives responsibility to the College Presidents to carry out
operations at their respective sites. The College Presidents, through the Chancellor’s Council
and the Chancellor’s Cabinet, collaborate with the District on the budget, educational
planning, facilities planning, public safety, emergency preparedness, technology planning
and other matters affecting the colleges and the District. The Presidents are given wide
latitude in managing their institution’s budget and in decision-making regarding expenditures
on instructional programs and student services that support their missions and student
success.
Self Evaluation
The College meets this standard.
Actionable Improvement Plans
None.
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IV.B.3.b

The District/system provides effective services that support the Colleges
in their missions and functions

Descriptive Summary
The District Office has primary responsibility for centralized support for the colleges in the
areas of Business Services; Facilities Planning, Maintenance, and Operations (includes
Public Safety); Human Resources and Employee Relations; Educational Services and
Planning; Information Technology Services; Auxiliary Services and Enterprise Operations;
and Community and Government Relations.

Financial Services: District Business Services, administered by the Executive Vice
Chancellor, oversees all centralized support in the areas of budgeting, accounting, internal
audit, payroll, purchasing, grants, and finance. The Executive Vice Chancellor, in
conjunction with the President of College San Mateo, also oversees the Community
Education Department for the colleges, which offers non-credit classes for more than 7,000
participants annually (IV.B.110).
Working under the Executive Vice Chancellor, a Chief Financial Officer (CFO) coordinates
the budgeting process throughout the District, working closely with the College budget
officers. The CFO also directs the internal audit function, which consists of a College
Internal Audit Group (CIAG) that is composed of the College business officers as well as
line staff throughout the District. The CFO also directs the grants processes, including
applications, periodic reports, cash drawdowns and financial reporting. The CFO is
responsible for the District’s finances and accounting functions, including investments,
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accounts payable and receivable, and payroll. The CFO also works with Human Resources
and ITS to improve payroll functions.
Also working under the Executive Vice Chancellor, the Director of General Services
oversees all purchases for the District including managing all informal and formal bids in
compliance with all legal requirements. The Director is also responsible for developing,
negotiating and executing all contracts for the three colleges and the District Office. The
Director assists in designing and implementing business procedures to streamline operations
and improve efficiency through best practices.
In October 2011 as part of its program review process, the District surveyed all full- and parttime employees about their experiences with District accounting, general services, payroll
and facilities functions (IV.B.111). The survey was sent to 2,005 employees and 215
employees responded.
The survey revealed that the District downloads page, the primary online repository for
policy and procedure information about the District’s accounting, general services, payroll
and facilities functions, is not completely utilized (IV.B.112). Only 35 percent of those
responding indicated that they knew about the downloads page and use it, while 26.5 percent
said they did not know what the downloads page is or how to find it. As a result, the District
reminded all employees, via a District wide email, about the availability of the information.
Conversely, employees District wide are well versed on the availability of online payroll
services and information on WebSMART (IV.B.113). Ninety-four percent of respondents
said they use the direct deposit feature for their payroll checks and nearly 86 percent have
agreed to have their W2 form delivered electronically. More than 80 percent of respondents
use WebSMART to view information including earnings, deductions, sick leave, vacation
and comp time balances and history (IV.B.14).
The survey results also indicate that more training is needed in purchasing policies and
procedures. District wide, the average satisfaction level in this area is 3.49 on a scale of 1-5
where 1 represents the lowest level of satisfaction and 5 represents the highest. At College of
San Mateo, the average satisfaction rating on this item is 3.76. At Skyline College the rating
was 2.95 and at Cañada College the rating was 3.05. A level of dissatisfaction with training is
also mentioned several times in the open-ended responses. The General Services Department
is in the process of developing training videos that will be available on demand on the
downloads page to address some of the identified training needs (IV.B.115).
Facilities Planning, Maintenance, and Operations: District Facilities Planning, Maintenance,
and Operations, administered by a Vice Chancellor, provides centralized support in the areas
of engineering, custodial, grounds, facilities planning, construction management, public
safety and emergency preparedness services. Managers responsible for facilities at each
College direct the maintenance and operations functions and report to the Vice Chancellor of
Facilities Planning, Maintenance and Operations. The Skyline College Facilities Manager
reports to the College President in order to facilitate communication between the College and
the District. The Skyline College Chief of Public Safety is supervised by the District Director
of Public Safety. He also reports to the Vice President of Student Services on the College
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campus in order to assure that his department is responsive to the College’s needs (IV.B.116,
IV.B.117).
The facilities group was divided into two distinct functions in 2005: Facilities Planning and
Construction, and Facilities Maintenance and Operations. Upon completion of the second
phase of the District’s Capital Improvement Program in 2012, the Facilities Planning and
Construction group was disbanded and remaining functions of that department were
redistributed within the Facilities Planning, Maintenance and Operations Department
(IV.B.116).
The Facilities Planning, Maintenance, and Operations Department has undergone many
changes since the last Accreditation cycle. The department maintains a Facilities
Maintenance Center at each campus, with the normal operations being performed by the
campus engineering, custodial and grounds staff under the direction of the campus Facilities
Manager. The department worked very hard to improve maintenance, landscaping and
engineering services—all services that were not highly rated in the last Accreditation cycle.
Each Facility Manager reports directly to the Vice Chancellor with a dotted line relationship
to the College Presidents.
A Construction Planning Office was formed in 2005 to have dedicated staff overseeing the
bond- related construction projects made possible by the passage of Measure A. Almost all
of that work is completed now, and the department was eliminated in 2011-2012.
Facilities related responses to the most recent survey of faculty, staff and administrators
(conducted in 2011) were significantly better than past surveys (IV.B.118). On a scale of 1 to
5, the average response to the statement “The facilities planning and operations department
meets my overall expectations” was 4.11. Average ratings of custodial, grounds and
engineering services range from 3.87 to 4.23 on the 5-point scale. A question about overall
satisfaction with the appearance of the exterior grounds on the campuses garnered a 4.34
response. Satisfaction with custodial functions averaged 3.99—significantly better than the
35 percent satisfaction found in 2005. Finally, satisfaction with maintenance services was at
4.05, again significantly higher than the 2005 response of 29 percent satisfaction.
Regarding campus maintenance operations, 4.27 was the average response to the statement
“When I call the facilities maintenance office, the staff responds in a professional, courteous
and helpful manner.” This question was not addressed in the 2005 survey.
To address any deficiencies noted in the survey, the Vice Chancellor of Facilities Planning
Maintenance, and Operations met several times with the three facilities managers, three
custodial supervisors, and administration staff to discuss survey results and to identify where
improvements could be made in District services. Remedial action was accomplished by
providing classes on customer service to all employees, as well as increased unannounced
inspections of building spaces and campus grounds locations (lawns, parking lots, storm
drains, pathways).
In March 2011, the District engaged an independent consulting firm specializing in facilities
operations, Management Partners Incorporated, to perform a comprehensive evaluation of
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Facilities Planning, Maintenance, and Operations at all three of the District’s campuses
(IV.B.119). Key components of the study included an assessment of the current organization
of the facilities unit, including current facilities staffing levels, preventative maintenance
scheduling and management, staff training and development, benchmarking and peer
comparisons.
A primary objective of this study was to ensure facilities service levels are sufficient to meet
the current needs of the institution; it should be noted that significant additional square
footage was added to the District’s space inventory from 2010–2013. The additions at
Skyline College included Building 7A (the Science Annex) and Building 4 (the Multicultural
Center, Cosmetology, and Administration Building). The study was used to help constituents
understand the importance of augmenting the facilities budget to provide adequate staffing to
maintain facilities at acceptable levels. Presentation of study findings, along with Leadership
in Educational Facilities maintenance levels and guidelines, resulted in allocation of an
additional $1.5 million to the Facilities operating budget District wide. This budget increase
supported an additional 12 full-time facilities staff members, which will ensure that facilities
needs continue to be met in the future.
In an attempt to provide better coverage of public safety staff, Public Safety services were
consolidated and assigned to the Facilities Planning, Maintenance, and Operations
Department in 2010 (IV.B.120). A District Director of the Public Safety Department reports
to the Vice Chancellor of Facilities. By centralizing the department three years ago, the
District is able to provide better coverage 24/7 on the three college campuses. Beginning four
years ago, the District began installing video surveillance equipment at key locations on each
campus, and this technology is utilized to assure the safety of the three campuses. The
District Public Safety Department maintains a Campus Public Safety Department at each
campus, with the normal and routine operations being performed by the campus public safety
personnel under the direction of a campus chief. The Public Safety Department is directly
responsible for parking enforcement, emergency preparedness, community policing, and
overall campus safety. The Skyline Chief of Public Safety reports to and is under the
direction and supervision of the District Director of Public Safety, with a while also
remaining in communication with the Vice President of Student Services.
Human Resources and Employee Relations: District Human Resources and Employee
Relations, administered by a Vice Chancellor, provides centralized support in a wide variety
of activities, including recruitment, employment matters, employee relations, collective
bargaining, employee compensation and benefits, workers’ compensation, unemployment
benefits, employee assistance program, leaves of absence and retired employee services for
the colleges and the District Office. The Vice Chancellor also serves as the principal
administrator for resolution of employee grievances as well as employee and student
discrimination and sexual harassment complaints. The position develops and implements
effective human resources policies, procedures and systems to support the needs of the
colleges and District Office (IV.B.121).
Human Resources and Employee Relations staff assists in the formation of screening
committees, training them on the selection and hiring process which includes confidentiality,
equal employment opportunity, and inclusivity of diverse applicant pools. In addition, the
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staff coordinates all employment advertising, committee meetings, and candidate selections.
The staff assists managers in administering employee discipline and employment
termination. The Vice Chancellor works directly with collective bargaining units on contract
negotiations, disciplinary matters and employment termination.
The Vice Chancellor of Human Resources and Employee Relations sponsors regular forums
for College and District managers and supervisors. The forums provide an opportunity for
managers and supervisors throughout the District to discuss current human resources
processes, policies, and procedures, labor issues and a variety of other subjects. Recent
meetings have covered such items as varied as ergonomics training, sexual harassment
training, interview and selection training, collective bargaining agreement guidance,
performance evaluation completion, and other employee relations issues. External speakers
and experts are regularly invited to present relevant topics at this management forum. The
forum has also been used to discuss and introduce websites related to District services,
including the District Supported Goods and Services page, a resource providing a convenient
means for faculty, staff, and administration to purchase a variety of products ranging from
office supplies to duplicating services to furniture; and the District Downloads page, which
contains a variety of documents and forms used District wide.
Educational Services and Planning: District Educational Services and Planning, administered
by a Vice Chancellor, provides centralized support regarding the coordination of instruction
and student services. He provides overall coordination in the planning, development, and
implementation of the instructional and student support programs of the District, including
the areas of research, accreditation, strategic planning, workforce and economic
development, educational technology, distance education and international education
(IV.B.122).
The Vice Chancellor works closely with the College Presidents and Vice Presidents of
Instruction and Student Services and participatory governance groups to build community
partnerships that support the work of the Colleges and the District. He also assures
compliance with federal and state statutes and regulations and the rules and policies of the
Board of Trustees. In addition, the Vice Chancellor carries out the administrative directives
of the Chancellor as these affect educational programs, student services, budget and facilities
planning. Additional responsibilities include overseeing District CTE transitions and Perkins
IV, Title Part C; serving as a board member of the San Mateo County Workforce Investment
Board; acting as the District liaison for the accreditation needs of the three colleges;
recommending to the Chancellor and others changes in organization and operating policies
and procedures; developing and managing the budget for the office. Working with the
colleges, the Vice Chancellor also makes making regular reports to the Board of Trustees on
innovations and changes in educational programs and student services (IV.B.32).
Information Technology Services (ITS): The District ITS department, administered by a
Director, is dedicated to providing information technology leadership, support staff, training,
policies and procedures related to technology, strategies for the effective deployment and
utilization of information technology, and assisting the colleges with local technology
initiatives, projects, and planning. The ITS Director is responsible for managing information
technology for the District and advises the Chancellor on District wide technology decisions.
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The Director serves as technology liaison for each of the District’s three colleges and assists
them, as needed, with the planning, deployment and support of information technology
initiatives. Additionally, the Director provides the District connection with the Peninsula
Library System (PLS), which includes the three college libraries, by serving on the PLS
Management Council and hosting the system wide PLS online catalog (IV.V.123).
A survey of faculty and staff was conducted in April 2012 (IV.B.124) to evaluate their level
of satisfaction with the services and systems provided by the ITS department. Using a scale
of 1 to 5, with 5 being highest level of satisfaction, ITS was rated from 4.10 for technology
purchases to 4.69 for reliability of the services provided. Overall, the average rating across
12 categories was 4.33. One area for improvement was the need for more training related to
the use of Banner, the document imaging system, and DegreeWorks (score 3.75). Training in
all of these areas has been provided. The following services were the highest rated:
WebSMART, telephones, employee email, ITS Help Center, the wireless network, cell
phone reception, Web-based schedule of classes and emergency text messaging.
A detailed list of projects completed by ITS is described in the Strategic Plan for Information
Technology 2012-2016 (IV.B.125). Some of the major initiatives completed recently are as
follows:
•
•
•
•

•
•

Equipment replacement strategy: The District Office and the colleges have
developed a plan and process for replacement of IT equipment and have allocated
more than $1,000,000 for each of the next five years.
Virtualization of instructional labs: With the development of virtual instructional
labs, costs associated with instructional hardware and technical support required
have been reduced.
Bond Construction Projects: ITS has provided extensive support for the deployment
of network infrastructure and technology for construction projects at each College
eTranscript California: This statewide electronic transcript exchange supports
electronic transcript requests and delivery across all of California's postsecondary
systems. SMCCCD has sent over 35,000 electronic transcripts to various colleges
and universities on behalf of District students.
DegreeWorks: This new tool lets students and counselors develop educational plans,
measure academic progress, and perform accurate degree audits, helping students
achieve their academic goals.
Emergency Text Messaging System: The text alert system notifies students, faculty
and staff in the event of an emergency.

Auxiliary Services and Enterprise Operations: The District Auxiliary Services and Enterprise
Operations, administered by a Vice Chancellor, unifies all of the District’s enterprise services
into one organization. The Vice Chancellor oversees the operations of the three college
bookstores, dining halls, campus vending and dining, facility rental and event planning at the
Skyline College, College of San Mateo and Cañada College. Additionally, he supervises the
operation of the San Mateo Athletic Club and Aquatic Center located at College of San
Mateo (IV.B.126).
All of the District enterprises are self-sustaining. Income generated covers the total salaries
and all operational expenses generated by these operations. Financial surpluses are reinvested
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in the enterprises to continue enhancing the services offered and maintaining the facilities
themselves.
Additionally, Auxiliary Services helps to offset other expenses in the District through salary
and service support and supports scholarships, student life and other campus enhancements
with more than $100,000 in direct financial and in-kind support. In March 2013, Auxiliary
Services donated $25,000 to the Skyline College President’s Innovation Fund.
The three college bookstores have all undergone major renovations since 2005. In 2007, the
bookstores won the National Association of College Stores 2007 Innovation Achievement
Award for the development and innovative funding model of its textbook rental program
(IV.B.127). The program, started in 2001 with just 35 titles, has grown to include more than
1,600 different titles and has saved students more than $4 million in textbook costs since
2005. Additionally, the bookstores have all added coffee concessions supplementing
bookstore revenues with an estimated $1.3 million in sales in 2011-2012, helping to offset
losses in textbook sales.
The three dining halls have also seen major changes since 2005. Skyline College’s Sky Café,
which was relocated in the new Student and Community Center in 2007, was renovated in
2012 to upgrade furniture, flooring and other cosmetic and sustainably green upgrades.
College of San Mateo’s Terrace Grill moved into College Center and opened in April 2011 in
a space with stunning views of the Bay Area. Cañada College’s Farm Hill Grill was operated
from a mobile unit since 2009 while significant renovations to its home were underway. The
new location opened in August 2012. Auxiliary Services has marketed these facilities for
community and private use with great success. Revenue from these events supplements the
maintenance and ongoing enhancements to the facilities.
Campus vending includes the snack and vending machines located on each of the campuses
and the District Office. All of the commission revenue from these machines is allocated by
the District Auxiliary Services Advisory Committee for use by each of the three Associated
Students groups.
Community and Government Relations: District Community and Government Relations is
administered by a Director, who serves as liaison for the District and colleges to state and
local legislators on legislative and governmental matters. The Director of Community and
Government relations has built strong relationships in the county with elected officials, city
and county staff, and prominent members of the community and actively engages them in the
work of the colleges. She also serves as liaison to local cities on tax-sharing issues and to
community members on issues of interest to the community. The Director is the District’s
primary spokesperson to the media on District wide issues such as budget, collective
bargaining, board policies, as well as other issues.
The Director of Community and Government Relations is the chief spokesperson for the
District and coordinates marketing and public relations for the District. She is responsible for
land-use issues involving the colleges and the cities in which they are located, handling such
matters as lease and sale of land, re-zoning issues and neighborhood issues. The Director also
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was responsible for entitling and building both College Vista and Cañada Vista—the two
apartment projects that house faculty and staff at rents 50 percent below market rate in this
high-cost county—and continues to work with the property management company in
managing the complexes (IV.B.128). The Director is responsible for monitoring the passthrough payments that the District receives from former redevelopment agencies and is
actively involved in the Oversight Board work in dissolving the 13 redevelopment agencies
in the county. As a result of this work, the District receives an additional $5 million annually
in operational revenue.
Assessment of Effectiveness: District staff actively engages the colleges in dialogue
regarding District services. The Chancellor, the Executive Vice Chancellor, Vice Chancellor
of Human Resources, and Vice Chancellor of Educational Services and Planning meet twice
monthly with the College Presidents in the Chancellor’s Cabinet meetings to discuss a wide
range of issues and coordinate actions (IV.B.129). This same group, plus the Director of
Community and Government Relations, the Director of ITS, and the Vice Chancellor of
Facilities Planning, Maintenance, and Operations also meet twice monthly in Chancellor’s
Council meetings (IV.B.130). These face-to-face meetings between executives, presidents,
and directors provide ample opportunity for dialogue regarding District services to the
colleges. These meetings help the District and colleges fulfill their mission and contribute to
student success.
District staff members are active in a variety of institutional and administrative committees
and forums. For example, the Executive Vice Chancellor and CFO are members of the
District Committee on Budget and Finance as well as the District Auxiliary Services
Advisory Committee. The Director of ITS acts as a liaison to the three colleges’ technology
advisory committees. The Vice Chancellor of Facilities Planning, Maintenance, and
Operations chairs the District Safety Committee and meets twice monthly with the President’s
Council at each college. Campus Facilities Managers and Chiefs of Public Safety meet
monthly with college leadership. The Executive Vice Chancellor and the Director of General
Services are members of the District Strategic Planning Committee. All of these committees
work on issues that directly impact the colleges.
District level services regularly use employee surveys to assess the effectiveness of their
operations and respond to their findings.
Self Evaluation
The College meets this standard. The District provides effective services that support the
colleges in their missions and functions. Each area of District service regularly assesses its
effectiveness and promptly addresses any needed improvements.
Actionable Improvement Plan
None.
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IV.B.3.c

The District/system provides fair distribution of resources that are
adequate to support the effective operations of the Colleges.

Descriptive Summary
In 2006-2007, after two years of assessment and discussion, the District implemented a new
resource allocation model that distributes the resources of the unrestricted general fund
between the colleges and District services.
Components of the new model include a base allocation for each college calculated as a
percentage of current funding and FTES; an allocation for increases in central services such
as benefits, utilities, insurance and other items; allocations to facilities based on increased
square footage and a percentage of college growth allocations; growth allocations for all
colleges based on three-year average FTES; allocations to the District Office as a percentage
of college growth allocations; and an allocation for demonstrated need including agreed-upon
incentives (IV.B.131).
Each year thereafter, the District Committee on Budget and Finance has reviewed the model
and adjusted it as necessary. In 2009-2010, an allocation was added to support the additional
maintenance contracts needed in facilities for new HVAC and security systems added
through the bond. In 2009-2010, the allocations were adjusted to account for the
centralization of public safety. In 2010-2011, Redevelopment Funds were allocated to
support childcare services at the colleges. Over the next two years, the benefit budgets from
central services were transferred to the sites. As the District becomes a “self- supported”
District, the allocation model will take on some different criteria, as yet to be determined in
discussions with the colleges and the Board.
Self Evaluation
The College meets this standard. The allocation model is responsive to the College needs.
Although resources are finite and community needs are great, the resources are allocated to
address those needs as effectively as possible and in a manner that supports student success
and fulfills the mission of the colleges and the District.
Actionable Improvement Plan
None.

Skyline College Accreditation Self Evaluation 2013 Volume II

Page | 186

Standard IV | Board and Administration Organization

IV.B.3.d

The District/system effectively controls its expenditures.

Descriptive Summary
The San Mateo County Community College District effectively controls its expenditures.
Audits for the last several years have produced no adverse financial findings, and the District
has consistently had a positive ending balance (IV.B.132, IV.B.133). The District refinanced
some of its outstanding bonds in June 2012. As part of this refinancing, the District received
an upgrade in its credit rating from Standard and Poor’s and the highest rating possible from
Moody’s Investors Ratings Service. With ratings of AA+ from S&P and Aaa from Moody’s,
the District is now the highest-rated community college district in the State of California. The
District’s ratings on these bonds are based on the rating companies’ evaluation of the
underlying financial condition of the District. Sound bond ratings are important to the District
as they are reflected in lower municipal bond insurance costs and bond pricing that is more
favorable to taxpayers and the District.
The Chancellor has overall responsibility for the management of the District’s budget. The
CFO is responsible for the general management of the total budget, budget controls, and the
accounting programs of the District. The College Presidents are responsible for operating the
College within the parameters of the College budget. College administrative responsibilities
include adherence to guidelines established by District administrative services, compliance
with deadlines, and adherence to generally accepted accounting principles.
As an educational institution, the District uses governmental accounting with emphasis on
the uses of resources to attain the institution’s objectives. With specific fund numbers for
each source of funds, funds are tracked to account for revenue and expenditures. The District
has both systematic controls through Banner, as well as procedural controls on spending.
Banner uses approval queues for purchase orders and journal vouchers, assuring additional
eyes on the transactions. All inventory is tagged as it arrives and is counted annually. In
addition, the District has established CIAG consisting of the College Business Officers and
line staff (IV.B.134). CIAG reviews and revises procedures for all cash handling, purchasing
cards, travel reimbursements, material fees, etc. and completes numerous audits, on an
ongoing basis, to assure that expenditures are legitimate expenses of the District. This
ensures that procedures are constantly being reviewed and revised.
Self Evaluation
The College meets this standard. Systematic and procedural controls at the District and
College levels help produce reasonable and balanced budgets, prevent overspending, and
reinforce accountability from budget managers.
Actionable Improvement Plans
None.
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IV.B.3.e

The chancellor gives full responsibility and authority to the presidents of
the Colleges to implement and administer delegated District/system
policies without his/her interference and holds them accountable for the
operation of the Colleges.

Descriptive Summary
The College Presidents’ responsibilities and authority for implementation and administration
of District policies are prescribed in Board Policies and Procedures (IV.B.19, IV.B.65,
IV.B.130, and IV.B.131). The Chancellor gives the Presidents this authority and once
College budget allocations have been made by the District, the Presidents make the ultimate
decisions regarding, for example, the number of faculty positions the College will fill in a
given year and other budgetary matters. The Chancellor holds the Presidents accountable for
the operation of the Colleges through an annual performance evaluation process. As part of
the evaluation, the Presidents establish goals that are tied to the mission of each college, and
the Chancellor and Presidents annually assess the progress on these goals. As part of the
annual evaluation process, the Chancellor briefs the Board on the Presidents’ progress toward
their goals.
Additionally, the Chancellor, the Executive Vice Chancellor, the Vice Chancellor of
Educational Services and Planning, and the Vice Chancellor of Human Resources and
Employee Relations meet weekly with the Presidents to discuss areas of interest or concerns
related to the individual Colleges, the District Office, or issues that may be of concern
District wide. The Presidents also attend meetings of the Board of Trustees and report on
College initiatives, programs, and various College expenditures in compliance with District
Policies and Procedures.
Self Evaluation
The College meets this standard.
Actionable Improvement Plans
None.
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IV.B.3.f

The District/system acts as the liaison between the Colleges and the
governing board. The District/system and the Colleges use effective
methods of communication, and they exchange information in a timely
manner.

Descriptive Summary
As Chief Executive Officer of the District, the Chancellor is the liaison between the colleges
and the governing board. The Chancellor, on behalf of the colleges, submits to the Board of
Trustees all matters that the Board should consider. When College items are brought to the
Board, appropriate College personnel are in attendance at the meeting to answer any
questions the Board might have. The College Presidents and District Academic Senate
President attend Board meetings and report on College and senate initiatives and programs.
At each Board meeting, College Presidents provide the Board with executive updates
regarding their college’s programs and initiatives (IV.B.135). The Board of Trustees includes
a Student Trustee who voices the concerns and interests of District students in Board
meetings and facilitates a dialogue between student government officials and the Board of
Trustees (IV.B.136).
In accordance with the Brown Act, items to be considered at upcoming Board meetings are
widely distributed electronically via the Board packet to the Board members, College
managers, Academic Senate officers, union leaders, and other interested community
members in advance of a Board meeting (IV.B.137). The Board packet contains Board
reports, which are summaries, prepared by the responsible College or District personnel and
submitted to the Board on their behalf by the Chancellor. Board meeting minutes are posted
on the District Board of Trustee’s website (IV.B.138). Minutes from previous meetings are
archived on the site, searchable by keyword. The agenda for the upcoming meeting is also
posted on the website.
Many College and District administrative committees communicate with each other and,
ultimately, with the Board. The Chancellor’s Cabinet consists of the College Presidents, the
Chancellor, the Executive Vice Chancellor, the Vice Chancellor of Educational Services and
Planning, and the Vice Chancellor of Human Resources. The Chancellor’s Council consists of
the Chancellor’s Cabinet plus the Director of ITS, the Vice Chancellor of Facilities Planning,
Maintenance and Operations, and the Director of Community and Government Relations.
These groups meet on alternate weeks and provide a means by which the colleges and the
District Office can engage in dialogue about a variety of College and District issues
(IV.B.129, IV.B.130). The District Shared Governance Council, a four-constituency
participatory governance committee, reviews all proposed revisions to District policies and
procedures before they are submitted to the Board.
At the beginning of each year, the Chancellor invites all faculty and staff to an opening-day
meeting for a briefing on important issues currently facing the District (IV.B.139).
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Self Evaluation
The College meets this standard. The District has a clearly defined and effective role as a
liaison between the colleges and the governing board. The District and the colleges use
effective methods of communication in a timely manner to relay information and engage in
dialogue with Board members and others about upcoming Board agenda items. The
availability of Web-based information about upcoming Board meeting schedules, agendas,
and searchable minutes from prior meetings is an efficient way to communicate information.
The Web-based information is available to all faculty, staff and the community. Keeping
stakeholders fully informed about Board/College communications is an important part of the
organization’s institutional integrity.
Actionable Improvement Plans
None.

IV.B.3.g

The District/system regularly evaluates District/system role delineation
and governance and decision-making structures and processes to assure
their integrity and effectiveness in assisting the Colleges in meeting
educational goals. The District/system widely communicates the results of
these evaluations and uses them as the basis for improvement.

Descriptive Summary
As stated earlier, the District and colleges developed a District Functions Map in 2007, as
part of a planning agenda item in the previous self evaluation in order to clarify role
delineation and outline District, College, and shared District/College responsibilities related
to Accreditation Standards (IV.B.107). The 2007 map was reviewed and extensively
discussed by stakeholder groups including the District Shared Governance Council and
numerous committees at the colleges and was approved by the Chancellor’s Council. A
Delineation of Functions Review Committee was formed to guide the evaluation activities,
including reviewing the Functions Map every three years. The Committee is composed of the
Accreditation Liaison Officers for each college and the District. In spring 2010, the
committee reviewed the District Functions Map and incorporated some very minor changes;
these changes were discussed with constituencies at the colleges and approved by the District
Shared Governance Council in 2010 (IV.B.109). The District Delineation of Functions map
is reviewed every three years.
Governance and decision-making structures that help promote the integrity and effectiveness
of educational programs and services are also evaluated and discussed in a variety of forums
throughout the year. For example, the Board of Trustees uses Special Meetings and Study
Sessions to review effectiveness of educational programs and services (IV.B.138).
The Board holds an annual retreat to focus on strategic matters, including goal setting and
policy making that often result in the review of role delineation, governance, and decisionmaking structures and processes of the District. During weekly Chancellor’s Cabinet and
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Council meetings, College Presidents and the Chancellor and his staff engage in dialogue
addressing these matters. District and College administrative and institutional committees
frequently engage in evaluation of and dialogue about governance and decision-making
structures and processes. Additionally, evaluation also occurs as part of an individual
organization’s evaluation, planning, and review processes (IV.B.140)
As necessary, District wide committees are formed for the purpose of engaging in dialogue
about a particular governance or decision-making structure or process. For example, the
District Vice Presidents Council discusses issues that impact colleges across the District such
as the implementation of the CurricUNET curriculum management system. Additionally,
decision- making processes or structures are discussed and evaluated as part of District and
College initiatives, e.g., education master plan development and review; the resource
allocation model; the evaluation, planning, and review process; and the facilities program
review process. For example, the SMCCCD Strategic Planning Committee looks at resources
including the budget allocation model, in relation to planning across the District (IV.B.141).
Self Evaluation
The College meets this standard. The Board reviews and shapes policies regarding
governance, role delineation, and process; the Chancellor, his staff, and the College
Presidents subsequently implement and communicate them. A variety of administrative and
institutional committees throughout the District communicate information about these
policies and issues related to their implementation. Similarly, College Presidents
communicate and engage in dialogue through their college cabinets, councils, and
administrators meetings. The College and District Academic Senates discuss academic and
professional matters of concern to faculty. Academic Senate subcommittees, labor groups,
and District and College Governance Councils and committees also engage in dialogue about
these issues. The meeting minutes and agendas from many of these groups are readily
accessible through the District’s portal page for review by interested parties.
Actionable Improvement Plans
None.
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Standard IV.B. Evidence
IV.B.1

SMCCCD Board Policy 1.01, District Mission ( Download Document )

IV.B.2

SMCCCD Board Policy 1.10, Duties and Responsibilities of the Board
( Download Document )

IV.B.3

SMCCCD Board Policies and Procedures ( Web Page )

IV.B.4

SMCCCD Board Policy 6.01, Philosophy and Purpose ( Download Document )

IV.B.5

SMCCCD Board Policy 6.13.1, Curriculum Development, Program Review, and
Program Viability ( Download Document )

IV.B.6

SMCCCD Board of Trustees, Reaffirmation of Core Values and Principles, June
2012 ( Web Page )

IV.B.7

SMCCCD Board of Trustees, 2013-2014 Board Goals ( Web Page )

IV.B.8

SMCCCD Board of Trustees Regular Meeting Minutes, March 28, 2012:
Creating Active Learning Environments: Teaching with Classroom Response
Systems, Item 12-3-2C ( Download Document )

IV.B.9

SMCCCD Board of Trustees Regular Meeting Minutes, April 25, 2012: Career
Advancement Academies, Presented by Skyline College, Item 12-4-3C
( Download Document )

IV.B.10

SMCCCD Board of Trustees Regular Meeting Minutes, May 16, 2012: “Beating
the Odds” Peer Mentorship Program at Cañada College, Item 12-5-1C
( Download Document )

IV.B.11

SMCCCD Education Services and Planning ( Web Page )

IV.B.12

SMCCCD Board Policy 8.00, Fiscal Management ( Download Document )

IV.B.13

SMCCCD Board Report 11-12-1C, District Financial Summary for the Quarter
Ending September 30, 2011 ( Download Document )

IV.B.14

SMCCCD Board Report 12-2-100B, Acceptance of 2011-12 Mid-Year Budget
Report and Approval of Budgetary Transfers and Income Adjustments for the
Period Ending December 31, 2011 ( Download Document )

IV.B.15

SMCCCD Board Report 12-1-1CA, Approval of 2012-13 Budget and Planning
Calendar ( Download Document )
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IV.B.16

SMCCCD Board Policy 8.14, Bond Oversight Committee and Accountability
Measures ( Download Document )

IV.B.17

SMCCCD Measure G Oversight Committee ( Web Page )

IV.B.18

SMCCCD Administrative Procedure 2.02.1, Chancellor of the District: Selection
Procedures ( Download Document )

IV.B.19

SMCCCD Board Policy 2.02, Chancellor of the District ( Download Document )

IV.B.20

SMCCCD Evaluation Instrument, Management and Academic Supervisory
Employees ( Download Document )

IV.B.21

SMCCCD Board Policy 1.35, Board Member Conduct ( Download Document )

IV.B.22

SMCCCD Board Policy 2.45, Conflict of Interest ( Download Document )

IV.B.23

SMCCCD Board of Trustees Study Session Meeting Agenda, March 14, 2012,
“Notice About Public Participation at Board Meetings,” page 1
( Download Document )

IV.B.24

SMCCCD Board Policy 1.45, Agendas for Meetings ( Download Document )

IV.B.25

SMCCCD Board Policy 1.60, Rules of Order for Board Meetings
( Download Document )

IV.B.26

SMCCCD Board Policy 1.65, Community Relationships ( Download Document )

IV.B.27

SMCCCD Board Policy 2.40, Public Records ( Download Document )

IV.B.28

SMCCCD Board of Trustees Member Website ( Web Page )

IV.B.29

SMCCCD Board of Trustees Regular Meeting Agenda, December 10, 2008, Item
08-12-1B, Approval of Strategic Plan ( Download Document )

IV.B.30

SMCCCD Strategic Plan, 2008-2013 ( Download Document )

IV.B.31

SMCCCD Board of Trustees Study Session Agenda Item 12-4-1C, Spring 2012
Census Report. See Board Packet attached for report. ( Download Document )

IV.B.32

SMCCCD Board of Trustees Regular Meeting Minutes, Feb. 27, 2013, page 3
“Board Series Presentation – Innovations in Teaching, Learning, and Support
Services: Distance Education and Structured Training for Online
Teaching” ( Download Document )
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IV.B.33

SMCCCD Board of Trustees Study Session Meeting Minutes, January 12, 2011,
Agenda Item 11-1-1C, Course Equivalency Matrix ( Download Document )

IV.B.34

SMCCCD Board of Trustees Study Session Meeting Minutes, April 13, 2011
Meeting Minutes: Agenda Item 11-4-1C, International Education – Tianhua
Update ( Download Document )

IV.B.35

SMCCCD Board of Trustees Study Session Meeting Minutes, July 13, 2011
Meeting Minutes: Agenda Item 11-7-1C, Update on 2011 Facilities Master Plan
( Download Document )

IV.B.36

Board Policy 2.03, College President ( Download Document )

IV.B.37

SMCCCD Board of Trustees Study Session Agenda Item 10-3-100B, Calling an
Election for a Parcel Tax, March 10, 2010. See Board Packet Report attached.
( Download Document )

IV.B.38

SMCCCD Board Report 11-6-2B, Curricular Additions and Deletions, June 22,
2011 ( Download Document )

IV.B.39

District Committee on Budget and Finance ( Download Document )

IV.B.40

Board Policy 1.02; Organization of the Board ( Download Document )

IV.B.41

SMCCCD Board Policy 1.15, Officers of the Board ( Download Document )

IV.B.42

SMCCCD Board Policy 1.20, Duties of Officers ( Download Document )

IV.B.43

SMCCCD Board Policy 1.40, Meetings of the Board ( Download Document )

IV.B.44

SMCCCD Board Policy 1.55, Order of Business and Procedure
( Download Document )

IV.B.45

SMCCCD Board of Trustees Self Evaluation Instrument ( Download Document )

IV.B.46

SMCCCD Board Policy 2.08 District Participatory Governance Process
( Download Document )

IV.B.47

SMCCCD Board Policy 2.05 Academic Senate ( Download Document )

IV.B.48

SMCCCD Board Policy 1.02 Organization of the Board ( Download Document )

IV.B.49

SMCCCD Board of Trustees Regular Meeting Minutes, September 21, 2011:
Item 11-9-4C Updates on 2013 Accreditation ( Download Document )
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IV.B.50

SMCCCD Board of Trustees Regular Meeting Minutes, April 25, 2012, Item
12-4-8C ( Download Document )

IV.B.51

SMCCCD Board of Trustees Regular Meeting Minutes, September 19, 2012,
Item 12-9-1C ( Download Document )

IV.B.52

SMCCCD Board of Trustees Annual Retreat Meeting Minutes, February 17,
2013 ( Download Document )

IV.B.53

SMCCCD Board of Trustees Regular Meeting Minutes, February 22, 2012
( Download Document )

IV.B.54

SMCCCD Board of Trustees Regular Meeting Minutes, March 21, 2013
( Download Document )

IV.B.55

SMCCCD Board Policy 2.21 Policy on Professional Ethics
( Download Document )

IV.B.56

SMCCCD District Accreditation Coordinating Council Website Screenshot
( Download Document )

IV.B.57

SMCCCD Board Regular Meeting Minutes, March 21, 2013: Reports on
Accreditation: Board Report 13-3-2C ( Download Document )

IV.B.58

District Accreditation ( Web Page )

IV.B.59

SMCCCD Board Regular Meeting Minutes, October 14, 2009
( Download Document )

IV.B.60

SMCCCD Board of Trustees Regular Meeting Minutes, September 22, 2010,
Item 10-9-1B ( Download Document )

IV.B.61

Board of Trustees Retreat Meeting Minutes, February 17, 2013: Board Goals and
Priorities, Item 13-2-5C ( Download Document )

IV.B.62

SMCCCD Board of Trustees Retreat Agenda, February 4, 2012, Item 12-2-1C,
Board Accomplishments – Review Board Goals for 2011-12
(Download Document)

IV.B.63

Example of Report from the SMCCCD Chancellor ( Download Document )

IV.B.64

SMCCCD Board Policy 2.03.1, College Presidents: Selection Procedures
( Download Document )

IV.B.65

SMCCCD Board Policy 2.03, College Presidents ( Download Document )
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IV.B.66

Skyline College MVV Statement ( Web Page )

IV.B.67

Skyline College Organizational Chart ( Download Document )

IV.B.68

Skyline College Balanced Scorecard ( Web Page )

IV.B.69

Skyline College Committee Reporting Structure described in Integrated Planning
and Participatory Governance for Student Success ( Download Document )

IV.B.70

Board of Trustees Approval of the Skyline College MVV Statement June 2012
( Download Document )

IV.B.71

Skyline College Governance Council Annual Report 2011-2012
( Download Document )

IV.B.72

Skyline College Governance Council (CGC) Minutes and Agendas Website
( Web Page )

IV.B.73

Skyline Shines Weekly Newsletter Website ( Web Page )

IV.B.74

Planning, Research and Institutional Effectiveness (PRIE) Website ( Web Page )

IV.B75

PRIE survey results Web Page ( Web Page )

IV.B.76

Skyline College Institutional Planning Committee Meeting Notes, November 9,
2011, Item 6 ( Download Document )

IV.B.77

Annual Program Planning, Program Data Web Page ( Web Page )

IV.B.78

Skyline College Annual Program Planning Website ( Web Page )

IV.B.79

Integrated Planning and Participatory Governance for Student Success
( Download Document )

IV.B.80

Skyline College SLOAC Framework: An Implementation Guide for the Student
Learning Outcomes and Assessment Cycle ( Download Document )

IV.B.81

Skyline College IPC Balanced Scorecard ( Web Page )

IV.B.82

Skyline Shines – August 19, 2011 ( Download Document )

IV.B.83

Screenshot of President’s Management Council Agenda October 2012
( Download Document )

IV.B.84

IPC Website ( Web Page )
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IV.B.85

Screenshot of the President’s Management Council Agenda
( Download Document )

IV.B.86

District and College Annual Budget ( Download Document )

IV.B87

2012-2013 SMCCCD Final Budget Report ( Download Document )

IV.B.88

Skyline College Education Master Plan 2013-2019, For Approval by the Board
of Trustees on April 24, 2013 ( Download Document )

IV.B.89

Skyline College Budget Committee Measure G Parcel Tax Website ( Web Page )

IV.B.90

Skyline College Comprehensive Program Review Submissions Website
( Web Page)

IV.B.91

Skyline College Budget Committee Agendas and Minutes Website ( Web Page )

IV.B.92

Results of President’s Community Survey with President’s Council/Chamber
( Download Document )

IV.B.93

California Edge Coalition Website ( Web Page )

IV.B.94

SFSU Educational Leadership Case Studies Conference, Skyline College—
Research Collaboration ( Download Document )

IV.B.95

Research Collaboration between SMCCCD and SFSU Educational Leadership
Program ( Download Document )

IV.B.96

Success Summit Notes for Fall 2013 Event ( Download Document )

IV.B.97

Skyline College President’s Council Advisory Board Website ( Web Page )

IV.B.98

Fact Sheet Fall 2012 ( Download Document )

IV.B.99

San Mateo County Economic Development Association Website ( Web Page )

IV.B.100 SMCCCF Board Website ( Web Page )
IV.B.101 SMCCCD Board Minutes ( Web Page )
IV.B.102 Skyline College President Reports to the Board of Trustees ( Web Page )
IV.B.103 United Way of the Bay Area Board of Directors Website ( Web Page )
IV.B.104 United Way of the Bay Area Women’s Leadership Council Website ( Web Page )
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IV.B.105 Western Region Council on Black American Affairs (WRCBAA) Board of
Directors 2011-2012 ( Download Document )
IV.B.106 SMCCCD Mission Statement ( Web Page )
IV.B.107 SMCCCD District Function Map ( Download Document )
IV.B.108 SMCCCD District Office Organization Chart ( Download Document )
IV.B.109 SMCCCD Review of the Delineation of Functions in the District
( Download Document )
IV.B.110 District Financial Services ( Web Page )
IV.B.111 SMCCCD District Office Customer Satisfaction Survey, Employee Reponses
( Web Page )
IV.B.112 SMCCCD Downloads Website ( Web Page )
IV.B.113 District WebSMART Portal Page ( Web Page )
IV.V.114 District Frequently Asked Questions Employee Information Website
( Web Page )
IVB.115

District General Services ( Web Page )

IV.B.116 SMCCCD Facilities ( Web Page )
IV.B.117 SMCCCD Project Report, Organizational Assessment of Securities Operations
District Wide, Prepared by Management and Policing Consulting, LLC, August
29, 2008 ( Download Document )
IV.B.118 Faculty Survey of Facilities Occupants ( Download Document )
IV.B.119 SMCCCD Review of Maintenance Services, March 2011, prepared by
Management Partners Incorporated ( Download Document )
IV.B.120 SMCCCD Public Safety Organization and Mission ( Web Page )
IV.B.121 SMCCCD Human Resources ( Web Page )
IV.B.122 SMCCCD Educational Services and Planning ( Web Page )
IV.B.123 SMCCCD Information Technology Services ( Web Page )
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IV.B.124 SMCCCD Information Technology Services Survey, April 2012
( Download Document )
IV.B.125 Information Technology Services Strategic Plan for Technology 2012
( Web Page )
IV.B.126 SMCCCD Auxiliary Services ( Web Page )
IV.B.127 SMCCCD 2010-2011 Auxiliary Services Annual Report, Textbook Rental
Program, Page 5 ( Web Page )
IV.B.128 SMCCCD Staff Housing Website ( Web Page )
IV.B.129 SMCCCD Chancellor’s Cabinet Agenda, April 23, 2013 ( Download Document )
IV.B.130 SMCCCD Chancellor’s Council Agenda June 2013 ( Download Document )
IV.B.131 Budgeting in the SMCCCD ( Download Document )
IV.B.132 SMCCCD Annual Budget Reports ( Web Page )
IV.B.133 District Audit Reports ( Web Page )
IV.B.134 College Internal Audit Group ( Web Page )
IV.B.135 Skyline College President’s Report to SMCCCD Board of Trustees, August 15,
2012: “Statements from Executives and Student Representatives,” Page 1
( Download Document )
IV.B.136 SMCCCD Board Policy 1.05 Student Trustee ( Download Document )
IV.B.137 SMCCCD Board of Trustees, Board Packet Website ( Web Page )
IV.B.138 SMCCCD Board of Trustees Meeting Minutes Website ( Web Page )
IV.B.139 SMCCCD District Wide Opening Day Invitation and Activities Agenda, 2012
( Download Document )
IV.B.140 Integrated Planning and Participatory Governance for Student Success
( Download Document )
IV.B.141 SMCCCD District Strategic Plan ( Download Document )
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Appendix A: Evidentiary Information
I. Student Achievement Data
Skyline College annually collects, compiles, and presents longitudinal student achievement
data. Data are over a period of five academic years, presented by academic year and term and
serve to inform the College and its programs on trends such as, but not limited to, student
enrollment, student completion, and institutional and program efficiency.
Data are disaggregated by age, gender, race/ethnicity, delivery mode, cohort (academic
term), and education goal. Moreover, in addition to degree-granting programs, data are
provided for Liberal Education/Transfer Programs, CTE, Basic Skills, and English as a
Second Language programs.
Evidence of student data—overall and disaggregated. Program Data ( Web Page )
An example of student data by department is shown below. A sample from the Accounting
Program is depicted.
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A. Data on Incoming Students
To measure the level of student preparedness, Skyline College analyzes the first course of
enrollment in Math, English, and ESOL.
Evidence of student preparedness: Table 1: Transfer Status of First Course Taken in Math,
English, and ESOL 2003/04 – 2012/13 ( Download Document )

Skyline College Accreditation Self Evaluation 2013 Volume II

Page | 201

Appendix A | Evidentiary Information

The Skyline College Education Master Plan includes an environment scan and a labor market
analysis to assess the employment/training needs of students.
Evidence of student training/employment needs: Education Master Plan. ( Web Page )
B. Data on Enrolled Students
Evidence of full-time and part-time student enrollment: Skyline College Student
Characteristics 2007/08 Through 2011/12 ( Download Document ) A sample from the
document is below.

Evidence of annual growth/decline in enrollment: Skyline College Student Characteristics.
( Download Document )

For evidence of annual growth/decline in enrollment for an individual program, click on the
“Student Characteristics” document for the respective program located on the Program Data
page: ( Web Page ). Skyline College defines course completion as retention.
Evidence of student retention – data shown: ( Download Document )
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For evidence of retention rates for an individual program, click on the “Outcomes” document
for the respective program located on the Program Data page: (Program Data Web Page ).

Skyline College measures persistence from term to term by looking at first-time students
enrolled in the fall semester who enrolled in the subsequent spring semester.
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Evidence of term to term persistence: Outcome measures listed by academic year are
available on the Balanced Scorecard website. ( Web Page ) Disaggregated Persistence Rates
are available for download. ( Download Document )

To measure student progression in a sequence of courses/next level of course, Skyline
College analyzed the rate at which student’s progress from below transfer level courses to
transfer level courses.
Evidence of student progression: ( Download Document )
Table 1: Math Students’ Progress to Transfer-Level Courses by Cohort
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A student completing a program is defined as a student who has earned a degree/certificate.
Evidence of program completion (degree/certificate completion): ( Download Document )

Accounting
Accounting Computer
Specialist

Degrees & Certificates Earned 2007/08-2011/12
Award Type
2007/08 2008/09 2009/10
Associate in Science
28
29
29
Certificate of
17
19
12
Achievement
Career Certificate

Total
Associate in Arts
Administration of Justice Certificate of
Achievement
Total
Associate in Science
Administrative Assistant
Certificate of
Achievement
Total
Certificate of
Advanced Engine
Specialization
Performance
Total
Associate in Science
Allied Health
Total
Associate in Arts
Art
Total
Certificate of
Asian Business Practices
Achievement
Total
Certificate of
Auto TechnicianSpecialization
Entry Level
Associate in Science
Automotive Technician
Associate in Science
Automotive Technology
Total
Certificate of
Basic Networking Skill
Specialization
Endorsement
Total
Associate in Science
Biotechnology
Biotechnology
Career Certificate
Manufacturing
Total
Associate in Science
Business Administration
Certificate of
Achievement
Associate in Science
Business Information
Certificate of
Systems
Achievement
Total
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2010/11
23

2011/12
23

13

17

6

6

16

7

3

51
17

54
20

57
18

43
23

43
32

8

14

33

23

27

25
3

34
1

51
3

46
5

59
3

3

3

1

3
6

1

6

8

4

25

47

28

27

28

25
40
40
4
4

47
54
54
6
6

28
55
55
6
6

27
71
71
4
4

28
91
91
9
9

1

2

1

2

0

0

0
22

9
9

7
7

14
14

27
5
32

8
30

2

2

2

2

3

2

2
1

4

2

3

34

2

14

2

1

34
20

3
24

14
31

2
30

1
44

6

5

3

9

4

1

2

1
26

31

1
34

40

50
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Degrees & Certificates Earned 2007/08-2011/12 continued
Award Type
Central Serv. Tech.
w/Clinical
Central Service
Technology

2007/08

2008/09

2009/10

2010/11

2011/12

17

33

20

17

31

3

24

5

8

17

36

44

22

39

41

42

30

41

39

41
6

42
2

30
5

41
5

39
8

5

7

4

5

4

11

9

9

10

12

5

16

37

21

10

1

3

1

1

4

6

2

5

2

12
1
1

21

43

24

14

0

0

0

0

39

47

40

35

38

39
20

47
36

40
25

35
32

38
26

28

36

30

41

28

1

4

3

Career Certificate
Career Certificate

Total
Certificate of
Chassis Technology
Specialization
Total
Associate in Science
Computer Info Specialist
Certificate of
Achievement
Total
Certificate of
Cosmetician/Aesthetician
Specialization
Associate in Science
Cosmetology
Certificate of
Achievement
Total
Associate in Arts
Dance
Total
Certificate of
Drive Train Technology
Specialization
Total
Associate in Science
Early Childhood
Certificate of
Education
Achievement
Early Childhood
Certificate of
Education:
Achievement
Special Education
Total
Emergency Medical
Career Certificate
Technician I
Total
Certificate of
Engine Performance
Specialization
Certificate of
Engines Technology
Specialization
Total
Associate in Arts
English
Total
Family and Consumer
Associate in Science
Sciences
Total
Associate in Science
Fashion Merchandising
Certificate of
Achievement
Total
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48

72

56

77

57

55

58

89

71

68

55

58

89

71

68

25

25

28

28

27

47

45

43

36

47

72
5
5

70

71
3
3

64
5
5

74
4
4

1
1

0
3

0
1

1

2

2

5

0

1
0

0

0

0

1
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Degrees & Certificates Earned 2007/08-2011/12 continued
General Supervision
Global Bus. Practices

Award Type
Certificate of Achievement
Total
Certificate
Total

Image Consulting

Import & Export
Int'l LogisticsAir Freight
Int'l LogisticsCustoms Broker
Int'l LogisticsOcean Freight
International Business
International Logistics
International Studies
International Trade

2008/09

0

0
1

0

1

Associate in Science
Certificate of Achievement
0

Certificate of Achievement
Total
Certificate of
Specialization

1
1

1
1

Career Certificate

Total
Associate in Arts
Certificate of Achievement
Total
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2010/11
1
1

2011/12

0

0

0

0

1
0

Certificate of
Specialization
Certificate of Achievement
Associate in Science
Associate in Arts
Associate in Science
Certificate of Achievement

2009/10
1
1

1

Total

Total
Associate in Arts
IS-Arts & Humanities
IS-Arts & Humanities
Associate in Arts
(Opt. I)
IS-Health/Physical Ed
Associate in Arts
(Opt. I)
Associate in Arts
IS-Letters & Science
IS-Letters & Science
Associate in Arts
(Opt. I)
IS-Org. Structures
Associate in Arts
(Opt. I)
IS-Social &
Associate in Arts
Behavioral Science
IS-Social &
Associate in Arts
Natural Sciences
IS-Social/ Nat Sciences
Associate in Arts
(Opt. I)
IS-Social &
Associate in Arts
Behavioral Science
(Opt. I)

Journalism

2007/08

4

2

1

1

0

0

1
1

0

1

1

2

1

1

1

5

1

3

1

4

2
1

1
1
1

2
1
1

6

8

11
2

9
2

6

15

14

35

3

5

7

1

2

4

1

1

18

56

107

2

3

4

1

2

1

1
2

1
1

0

3

3

9

22

41

4

14

41

56

123

237

2

2

1

2

2

1

1
3

1
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Degrees & Certificates Earned 2007/08-2011/12 continued
Award Type
Legal Administrative
Assistant
Legal Aspects of
International Business
Legal Secretary

Liberal Arts
Marketing
Mathematics
Medical Coding
& Billing
Medical Office Assistant

2008/09

2009/10

2010/11

Associate in Science

Associate in Science
Certificate of Achievement
Total
Associate in Arts
Associate in Science
Total
Associate in Science
Total
Associate in Arts
Total

1
1
2
146

0
86

1
1
5
70

146

86

70

0
1
10

0
10
1

0
1
7

7

9

36

7

1
1
3
5

2

8

10
1

9

3
1
1
14

0
2
2
9
9
6
9
15
4
3
7

0
1
1
7
7
8
1
9
6
5
11
1

0
3
3
15
15
4
3
7
5
6
11
1

0
5
11
16

1
9
12
21

4

0
182
182
0
2

Certificate of Achievement

Associate in Arts
Total
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2011/12
3

Certificate of Achievement

Certificate of Achievement
Associate in Science
Medical Transcriber
Certificate of Achievement
Total
Associate in Science
Multimedia Technology
Certificate of Achievement
Total
Associate in Arts
Music
Total
Associate in Science
Natural Science
Total
Associate in Science
Network Engineering
Certificate of Achievement
Total
Associate in Science
Office Assistant
Certificate of Achievement
Total
Associate in Science
Office Information
Systems
Certificate of Achievement
Total
Associate in Arts
Paralegal/Legal Assistant
Certificate of Achievement
Total
PC Configuration &
Skill Certificate
Repair Endorse
Total
Physical Education

2007/08

0
174
1
175
1
1
2
1

1
45
2
2
1
1
20
20
3
3
6
3
6
9

18
3
1
4
4
4
28
28
10
4
14
7
4
11

1
8
17
25

1
1
4
13
17

0
7
13
20

3

4

3

2

4

3

4

3

2

1
1

2
2

4
4

3
3

2
2
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Degrees & Certificates Earned 2007/08-2011/12 continued
Award Type
2007/08 2008/09 2009/10
Associate in Arts
7
9
12
Psychology
Total
7
9
12
Associate in Science
19
21
24
Respiratory Therapy
Total
19
21
24
Certificate of
Solar Energy Technology
Specialization
Total
0
0
0
Associate in Arts
1
Speech
Total
0
0
1
Associate in Science
9
9
3
Surgical Technology
Certificate of Achievement
11
24
14
Total
20
33
17
Skill Certificate
1
TCOM-Linux/Unix
Total
0
1
0
Associate in Science
5
3
2
Telecommunications &
Wireless Technician
Certificate of Achievement
9
1
1
Total
14
4
3
Toyota Brake Chassis /
Certificate of Achievement
10
Air Conditioning
Toyota Electrical
Certificate of Achievement
16
20
Technology
Toyota Engine
Certificate of Achievement
15
1
& Drive Train
Certificate of
Toyota Engine
14
Specialization
Performance
Toyota Technical
Associate in Science
2
2
2
Education Network
Total
32
27
23
Associate in Arts
47
26
23
University Studies
Total
47
26
23
Associate in Science
7
2
2
Web Developer
Certificate of Achievement
2
4
4
Total
9
6
6
Certificate of
Wiring & Installation
3
16
Specialization
Skill Endorsement
Total
3
16
0

2010/11
14
14
21
21

2011/12
21
21
23
23
3

0

3

0
5
20
25

0
2
17
19

0
2
3
5

0
1
1

21

19
20
1

1

42
11
11
1
1
2

20
2
2
2
2
4

3

1

3

1

Total Degrees/Certificates Earned Each Year

968

1,031

1,120

1,123

1,249

Total Degrees Earned

469

472

518

539

690

Total Certificates Earned

499

559

602

584

559
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Evidence of transfer to four-year institutions: Skyline College Transfer Summary Stats –
2011/12 ( Download Document )
Skyline College Transfer Summary Stats- 2011/12*
*Data for in-state private and out-of-state are for [2009/10] but represent the most recent data

2010/11 Transfer Data ( Download Document for)
2009/10 Transfer Data ( Download Document for)
C. Data on Graduates
Data on student job placement and licensure/certification is available on a limited basis.
Skyline College analyzes these data where available.
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Evidence of job placement and licensure/certification: Licensure Pass Rates and Job Placement Rates.
( Download Document). Sample shown below.

D. Other required evidence related to student achievement
Evidence of policies and procedures for award of credit: College Catalog ( Web Page )
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Evidence of policies and procedures for transfer of credit:
District information – Transcript Evaluation Service and DegreeWorks ( Web Page )
A screenshot of the website is below.

Skyline College information – Graduation Requirements Website ( Web Page )

II. Evidence of Student Learning Outcomes and Assessment of Outcomes
Skyline College is committed to using institutional student learning outcomes for courses and
programs as a way to measure student success and how well the College is meeting its
educational mission. The College has articulated end point learning outcomes for student
achievement and uses them to measure the degree to which students have mastered
institutional and programmatic learning outcomes.
Student learning outcomes are listed and/or discussed in multiple places—catalog, websites
(including CurricUNET—the online tool for curricular information), program review, course
outlines, and syllabi.
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Evidence of catalog and other descriptions of programs:
Skyline College Catalog
CurricUNET
Samples on the use of student learning outcomes can be found on the College’s website.
TracDat is the instrument used by all College instructors to record documents used (e.g.
rubrics) and student performance on student learning outcomes at the course and program
levels. All TracDat users have access to data for their area. Information on institutional
student learning outcomes is available on the College’s website.
Evidence of grading rubrics: TracDat ( Web Page), SLOAC Examples ( Web Page ),
Writing Rubrics ( Web Page ), ISLO Rubrics ( Web Page )
Evidence of authentic assessment and/or embedded assessment: TracDat ( Web Page ),
SLOAC Examples ( Web Page )
Evidence of summary data on assessed student learning outcomes attainment:
TracDat ( Web Page ), Comprehensive Program Review Submissions ( Web Page )
Evidence of example of improvement of the teaching/learning process:
(TracDat ( Web Page ), SLOAC Examples ( Web Page )

III. Evidence of Quality Program Review
Student learning outcomes are an integral part of Skyline College’s Comprehensive Program
Review process. Documents available on the College’s website show how student learning
outcomes are used in the budgeting and resource allocation process and how they are
connected to institutional planning and student success. Examples from individual programs
are available on the “Submissions” link on the Comprehensive Program Review webpage.
Evidence of program review cycles/timelines and policies on curricular review
Evidence of SLO assessment data used for institutional self evaluation, planning, and
improvement of teaching: SLOAC Examples ( Web Page ) or ISLO Assessment Results
( Web Page )
Evidence of action taken and impact on institutional effectiveness, educational quality,
and student success: Comprehensive Program Review Packet ( Download Document ) or
Program Review Executive Summary Form ( Download Document )
Evidence of connection to the budgeting and resource allocation process
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IV. Evidence of Quality of Student Support Services
Skyline College goes to great lengths to ensure its student support services meet the needs of
students on and off campus (e.g. distance education). All student service programs and fully
integrated in the planning process of the institution and ground their work in improving
student success.
Evidence of program reviews: Comprehensive Program Review Submissions ( Web Page )
Evidence of student satisfaction surveys: Feedback/Surveys ( Web Page)
Evidence of records of student use of services: Student Services Report ( Download
Document )
Evidence of student loan default rates: Financial Aid Resources ( Web Page )
Evidence of planning documents: Annual Program Planning ( Web Page ), Comprehensive
Program Review ( Web Page ), Administrative Leadership and Unit Review ( Web Page )
Evidence of catalog, handbook, and website descriptions of student services:
Student Handbook ( Web Page ), Catalog and Schedule ( Web Page ), Student Services
( Web Page )
Evidence of policies on academic progress, integrity, codes of conduct, and grievances
and complaint procedures: Student Handbook ( Web Page ), Catalog and Schedule
( Web Page ), Grievances and Complaint Procedures ( Web Page )
Evidence of availability and accessibility of services:
Online Support Services ( Web Page ), Distance Education ( Web Page ), Disability Resource
Center ( Web Page )
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V. Evidence of Financial Performance and Integrity
Strong financial performance and financial integrity is a high priority not only for Skyline
College but for the San Mateo County Community College District as well. Transparency,
where appropriate, is important and the College and the District provide necessary resources
to keep individual informed of its respective financial status.
Evidence of external, federal, and foundation audits: SharePoint site with Audit Reports
( Download Document )
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Evidence of actuarial studies for post-retirement health benefits: ( Download Document )
Excerpt shown.

Skyline College Accreditation Self Evaluation 2013 Volume II

Page | 219

Appendix A | Evidentiary Information

Evidence of collective bargaining agreements: AFT Contract 2012-15
( Download Document ), CSEA Contract 2010-2013 ( Download Document ) and AFSCME
Contract 2010-2013 ( Download Document ). Excerpt shown below.
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Evidence of related board policies (re: collective bargaining): ( Download Document )
Excerpt shown below.
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Evidence of liability funding: ( Web Page ) District Evidence excerpt shown.
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Leave accrual policies vary by job classification. Consequently, each collective bargaining
unit negotiates their own respective policies.
Evidence of leave accrual policies and records: Evidence of leave accrual policies and
records are available in each of the employee group contracts. AFT Contract 2012-15
( Download Document ), CSEA Contract 2010-2013 ( Download Document ) and AFSCME
Contract 2010-2013 ( Download Document ). Excerpt from AFT contract shown below.
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Evidence of self-insurance: District Budget Report ( Download Document) Excerpt shown
below. District Actuarial Study ( Download Document)
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Evidence of obligations for future total compensation (varies for each collective
bargaining unit): Collective Bargaining Unit agreements are available in each of the
employee group contracts. AFT Contract 2012-15 ( Download Document ), CSEA Contract
2010-2013 ( Download Document ) and AFSCME Contract 2010-2013 ( Download
Document ).
Evidence from bond funding: Bond Oversight Committee reports can be found on the
Bond Oversight Committee website. ( Web Page ) Example excerpt shown below is from the
March 31, 2013 Financial Summary.
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Evidence of policies and procedures for purchasing: ( Download Document )
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Evidence of plans related to facilities and technology, capital expenditure budgets and
total cost of ownership plans: Facilities Planning ( Download Document)
Evidence of financial aid compliance reports and USDE audits: Fiscal Services ( Web
Page), Audit Reports ( Web Page ) Excerpt shown below.
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VI. Evidence of Quality of International Activities
Evidence of programs for non-U.S. nationals: Skyline College International Programs
( Web Page ), District International Programs ( Web Page )
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Evidence of programs for internally recruited international students:
Skyline College International Programs ( Web Page ), District International Programs
( Web Page )
Evidence of study abroad programs for U.S. students: Skyline College Study Abroad
( Web Page )

VII. Evidence of Compliance with other Areas Related to Federal Requirements
Appendix B contains detailed information on Skyline College’s compliance with federal
requirements.
For evidence on certificates and degrees where 50 percent or more is offered in distance
education: Evidence for Degrees that can be obtained through distance education ( Download
Document ), Evidence on Certificates that can be obtained through distance education
( Download Document ). Sample shown below.
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VIII. Public Information
It is a high priority of Skyline College for information regarding the College to be clear,
accurate, and accessible to its community and the public. The College’s website serves as the
primary mechanism with which the institution provides data/information on items such as
scheduling, credit policies, and student outcomes.
Evidence of recruiting practices: High School Outreach ( Web Page )
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Evidence of admission practices: Admissions ( Web Page ) Image is a sample of
information provided.
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Evidence of academic calendar: ( Web Page )
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Evidence of catalogs and publications: ( Web Page )
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Evidence of award (pg. 30)/transfer (pg. 89) of credit: College Catalog ( Web Page)
Excerpt shown.
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Evidence of credit requirements: College Catalog ( Web Page )
Evidence of length and costs of programs: Gainful Employment ( Web Page) Samples
shown.
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Evidence of student degree/certificate completion rates: Program Data ( Web Page)
Sample shown.

Degrees & Certificates Earned 2007/08-2011/12
Award Type
Associate in Science
Certificate of
Achievement

Accounting
Accounting Computer
Specialist

Career Certificate
Total

Administration of Justice

Associate in Arts
Certificate of
Achievement

Total
Associate in Science
Certificate of
Achievement

Administrative Assistant
Total
Advanced Engine Performance

Certificate of
Specialization

Total
Associate in Science

Allied Health
Total

Associate in Arts

Art
Total

2007/08
28

2008/09
29

2009/10
29

2010/11
23

2011/12
23

17

19

12

13

17

6

6

16

7

3

51
17

54
20

57
18

43
23

43
32

8

14

33

23

27

25
3

34
1

51
3

46
5

59
3

3

3

1

3
6

1

6

8

4

25

47

28

27

28

25
40
40
4
4

47
54
54
6
6

28
55
55
6
6

27
71
71
4
4

28
91
91
9
9

1

2

1

2

Certificate of
Achievement

Asian Business Practices
Total

0
Certificate of
Specialization
Associate in Science
Associate in Science

Auto TechnicianEntry Level
Automotive Technician
Automotive Technology
Total
Basic Networking Skill
Endorsement

Certificate of
Specialization

Total
Biotechnology
Biotechnology Manufacturing

Associate in Science
Career Certificate

Total
Business Administration

Business Information Systems

Associate in Science
Certificate of
Achievement
Associate in Science
Certificate of
Achievement

Total

0

0
22

9
9

7
7

14
14

27
5
32

8
30

2

2

2

2

3

2

4

2

3

34

2
1
2

14

2

1

34
20

3
24

14
31

2
30

1
44

6

5

3

9

4

1

2

1
26

31

1
34

40

50

Degrees & Certificates Earned 2007/08-2011/12 continued
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Central Serv. Tech. w/Clinical
Central Service Technology
Total

Award Type
Career Certificate

Total
Computer Info Specialist

Associate in Science
Certificate of
Achievement

Total
Cosmetician/Aesthetician
Cosmetology

Certificate of
Specialization
Associate in Science
Certificate of
Achievement

Total
Associate in Arts

Dance
Total

Certificate of
Specialization

Drive Train Technology
Total
Early Childhood Education
Early Childhood Education:
Special Education
Total
Emergency Medical
Technician I
Total

Associate in Science
Certificate of
Achievement
Certificate of
Achievement
Career Certificate
Certificate of
Specialization
Certificate of
Specialization

Engine Performance
Engines Technology

2008/09
33
3

24

5

8

17

36

44

22

39

41

42

30

41

39

41
6

42
2

30
5

41
5

39
8

5

7

4

5

4

11

9

9

10

12

5

16

37

21

10

1

3

1

1

4

6

2

5

2

12
1
1

21

43

24

14

0

0

0

0

39

47

40

35

38

39
20

47
36

40
25

35
32

38
26

28

36

30

41

28

1

4

3

Career Certificate
Certificate of
Specialization

Chassis Technology

2007/08
17

Total
English

Associate in Arts

Total
Family and Consumer Sciences
Total

Associate in Science

Fashion Merchandising

Associate in Science
Certificate of
Achievement
Total
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2011/12
31

72

56

77

57

55

58

89

71

68

55

58

89

71

68

25

25

28

28

27

47

45

43

36

47

72
5
5

70

64
5
5

74
4
4

0

0

71
3
3
1
1
1

0
3

0
1

1

2

2

5

1

1

1

1

0

Total

2010/11
17

48

0

0

Certificate of
Achievement

General Supervision

2009/10
20

0

0

1

0
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Degrees & Certificates Earned 2007/08-2011/12 continued
Award Type
Certificate

Global Bus. Practices
Total

2007/08

2008/09
1

2009/10

2010/11

2011/12

0

1

0

0

0

Associate in Science
Certificate of
Achievement

Image Consulting
Total

Certificate of
Achievement

Import & Export
Total

1
1
0

0

1

1

1

1

1

Career Certificate
Certificate of
Specialization
Certificate of
Achievement
Associate in Science
Associate in Arts
Associate in Science
Certificate of
Achievement

International Business
International Logistics
International Studies
International Trade

0

0

1

1

2

1

1

1

3

1

2

1
1

2
1

1

1

1

8

9
2

6

Associate in Arts

11
2

Associate in Arts

15

14

35

3
2
18

5
4
56

7
1
107

Associate in Arts

2

3

4

Associate in Arts

1

2

1

1
4

6

Associate in Arts
Associate in Arts
Associate in Arts

1
1

Associate in Arts
1

Associate in Arts
0
Associate in Arts
Certificate of
Achievement

Total
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2

1

Associate in Arts

Total
Journalism

2

5

1

1

Total
IS-Arts & Humanities
IS-Arts & Humanities
(Opt. I)
IS-Health/Physical Ed (Opt. I)
IS-Letters & Science
IS-Letters & Science (Opt. I)
IS-Org. Structures
(Opt. I)
IS-Social &
Behavioral Science
IS-Social &
Natural Sciences
IS-Social/ Nat Sciences (Opt. I)
IS-Social &
Behavioral Science
(Opt. I)

4

0

1

Certificate of
Specialization

Int'l LogisticsAir Freight
Int'l LogisticsCustoms Broker
Int'l LogisticsOcean Freight

1

3

3

9

22

41

4

14

41

56

123

237

2

2

1

2

2

1

1
3

1

Page | 247

Appendix A | Evidentiary Information
Degrees & Certificates Earned 2007/08-2011/12 continued
Legal Administrative Assistant
Legal Aspects of International
Business
Legal Secretary

Award Type
Associate in Science
Certificate of
Achievement
Associate in Science
Certificate of
Achievement

Total
Associate in Arts
Associate in Science

Liberal Arts
Total

2007/08

1
0
182

0
Associate in Arts

Total

2
Certificate of
Achievement
Certificate of
Achievement
Associate in Science
Certificate of
Achievement

Medical Coding
& Billing
Medical Office Assistant
Medical Transcriber
Total

1

Associate in Arts
Total
Associate in Science

Natural Science
Total

Associate in Science
Certificate of
Achievement

Network Engineering
Total

Associate in Science
Certificate of
Achievement

Office Assistant
Total
Office Information Systems

2
146

0
86

5
70

146

86

70

0
1
10

0
10
1

0
1
7

7

9

36

7

2

3

8

10

1

3

1

1

14

45

18
3

2

1

9

Paralegal/Legal Assistant
Total
PC Configuration & Repair
Endorse
Total

Associate in Arts
Certificate of
Achievement
Skill Certificate
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1

0
2
2
9
9
6

0
1
1
7
7
8

0
3
3
15
15
4

2
1
1
20
20
3

4
4
4
28
28
10

9

1

3

3

4

15
4

9
6

7
5

6
3

14
7

3

5

6

6

4

7

11
1

11
1

9

11

Associate in Science
Certificate of
Achievement

Total

1

1

5

Total
Music

2011/12
3

0
174
1
175
1
1
2
1

Associate in Science
Certificate of
Achievement

Multimedia Technology

2010/11

1

182

Total
Mathematics

2009/10
1

Associate in Science

Marketing

2008/09

1
0
5

1
9

1
8

1
4

0
7

11

12

17

13

13

16

21

25

17

20

4

3

4

3

2

4

3

4

3

2
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Degrees & Certificates Earned 2007/08-2011/12 continued
Award Type
Associate in Arts

Physical Education
Total

Associate in Arts

Psychology
Total

Associate in Science

Respiratory Therapy
Total
Solar Energy Technology

2007/08
1
1
7
7
19
19

2008/09
2
2
9
9
21
21

Total
Associate in Science
Certificate of
Achievement
Total

0

0

0

3

0
9

0
1
1
3

0
9

0
5

0
2

11

24

14

20

17

20

17

25

19

0
5

33
1
1
3

0
2

0
2

0

9

1

1

3

1

14

4

3

5

1

Skill Certificate

TCOM-Linux/Unix
Total

Associate in Science
Certificate of
Achievement

Telecommunications &
Wireless Technician
Total
Toyota Brake Chassis /
Air Conditioning
Toyota Electrical Technology
Toyota Engine
& Drive Train
Toyota Engine Performance
Toyota Technical Education
Network
Total
University Studies
Total

Certificate of
Achievement
Certificate of
Achievement
Certificate of
Achievement
Certificate of
Specialization
Associate in Science

2011/12
2
2
21
21
23
23
3

Associate in Arts

Surgical Technology

2010/11
3
3
14
14
21
21

Certificate of
Specialization

Total
Speech

2009/10
4
4
12
12
24
24

10
16

21
20

15

1

14

19
20

2

2

2

1

1

32
47
47
7

27
26
26
2

23
23
23
2

42
11
11
1

20
2
2
2

2

4

4

1

2

9

6

6

2

4

3

16

3

1

3

16

0

3

1

Total Degrees/Certificates Earned Each Year

968

1,031

1,120

1,123

1,249

Total Degrees Earned

469

472

518

539

690

Total Certificates Earned

499

559

602

584

559

Associate in Arts

Web Developer

Associate in Science
Certificate of
Achievement

Total
Wiring & Installation Skill
Endorsement
Total

Certificate of
Specialization
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Evidence of transfer rates: Program Data. ( Web Page ) Sample shown.

Skyline College Transfer Summary Stats- 2011/12*
*Data for in-state private and out-of-state are for [2009/10]
but represent the most recent numbers
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Evidence of job placement and pass rates (where available): ( Download Document )
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Evidence of campus crime statistics: Balanced Scorecard ( Web Page ), Security Statistics
( Web Page )
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Evidence of grading practices: Board Policy ( Download Document.) Excerpt shown.
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Evidence of advertising practices and representation of the institution: Marketing,
Communications, and Public Relations ( Web Page)
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Appendix B: Response to ACCJC Rubrics for Evaluating Institutional
Effectiveness
In the comprehensive program review, annual program planning, and student learning
outcomes (SLOs), Skyline College has reached the sustainable, continuous quality
improvement level. The College’s Mission-Vision-Values are central to these processes and
they inform all the College’s efforts to assess and improve institutional effectiveness. The
following evidentiary tables document Skyline College’s work in fulfilling the behaviors
identified in the rubrics, citing the relevant self study standards and key evidence. Skyline
College’s systematic review of program quality, short and long-term planning, and allocation
of resources ensure that the College achieves its mission and demonstrates its strong
commitment to student success.
Skyline College Planning Rubric Self Assessment
(Sustainable Continuous Quality Improvement)
Relevant College Website: http://www.skylinecollege.edu/prie/index.php
Elements of Sustainable
Continuous Quality
Improvement

The institution uses
ongoing and systematic
evaluation and planning
to refine its key
processes and improve
student learning.

How is the
College
Doing?
(Fully met,
partially)
Fully Met

How Do You Know?
(What evidence do we have to support our assessment?)

IB; IB2; IB3; IB4; IIA; IIA1; A1a, b, c; IIA2e, f; IIB;
IIIA4b; IIIA5b; IIIA6; IIIB1a, g; IIIB2; IIIB2b; IIIC1a,
c, d; IIIC2; IIID1; IIID1a, b, c, d; IIID2a, d; IIID3b, d;
IIID4; IVB1g
• Integrated Planning and Participatory Governance for
Student Success
• Integrated Planning Rubric
• Program Review, Annual Program Planning,
Administrative Leadership and Unit Review (ALUR)
• SLO assessment process
• Program Advisory Committees, such as Business'
• Participatory governance committees and departments
review and if necessary, revise policies and procedures
• Audits (ex. ESC)
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Skyline College Planning Rubric Self Assessment
(Sustainable Continuous Quality Improvement) continued
There is dialogue about
institutional
effectiveness that is
ongoing, robust and
pervasive; data and
analyses are widely
distributed and used
throughout the
institution.

Fully Met

There is ongoing review
and adaptation of
evaluation and planning
processes.

Fully Met

IB1; IB2; IB4; IB5; IIA1b; IIA2e, f; IIB; IIB1; IIB3;
IIB3b; IIC1a, b, c; IIC2; IIIA6; IIIB1b; IIIB2a; IIIIC1;
IIIC1a, c, d; IIIIC2; IIID; IIID1; IIID1a, c, d; IIID2a, b,
c, d; IIID3h; IVA2a, b; IVA3; IVA4; IVB2b, c, d
• Program Review, Annual Program Planning,
Administrative Leadership and Unit Review (ALUR)
processes
• Data packets provided by the Office of Planning,
Research, and Institutional Effectiveness (PRIE)
• SLO results integrated into planning processes
• Dialogue takes place in Student Learning Outcomes
Assessment Cycle (SLOAC) Committee, Institutional
Planning Committee (IPC), College Success Committee
(CSI), and other participatory governance committees
• Easily accessible college data such as enrollment data,
Balanced Scorecard, institutional survey findings,
CCSSE, etc. on the PRIE website and in participatory
governance committees
• Curriculum reviewed and if necessary, revised and/or
created by faculty and the Curriculum Committee via
CurricUNET
• Student services' monthly reports and analysis of
relevant data
• Open forums on research, such as on the ISLO
assessment results
• PRIE assists with research requests
• Feedback solicited via ongoing institutional surveys
such as the Noel- Levitz, CCSSE, and Employee Voice
surveys
* IA3; IB5; IB6; IIID2e; IIID3; IIID3h; IVA1; IVA5;
IVB1e
• Ongoing evaluation via participatory governance, such
as via the Institutional Planning Committee and the
Academic Senate
• Feedback solicited via surveys such as the Employee
Voice and built into program review templates
• Creation of Annual Program Plan and ALUR as a
result of gap analysis
• SLOAC Framework revised to complement planning
processes

Skyline College Accreditation Self Evaluation 2013 Volume II

Page | 257

Appendix B | Rubrics for Effectiveness

Skyline College Planning Rubric Self Assessment
(Sustainable Continuous Quality Improvement) continued
There is consistent and
continuous commitment
to improving student
learning; and
educational
effectiveness is a
demonstrable priority in
all planning structures
and processes.

Fully Met

* IA1; IB2; IB3; IB4; IB5; IB7; IIA; IIA1; IIA1a, b, c;
IIA2a, c, e, f; IIB; IIB1; IIB3a, b, c, d, e; IIC1a, b, c, d;
IIIA1; IIIA1b, c; IIIA4; IIIA4a; IIIA5a; IIIB; IIIB1;
IIIB1b; IIIB2; IIIC; IIIC1 a, b, c, d; IIID1; IIID2; IIID3;
IIID4; IVA3; IVA5; IVB1; IVB1b; IVB2a, b, c, d
• Skyline College's Mission, Vision, and Values
• Integrated Planning and Participatory Governance for
Student Success
• All planning documents speak to this commitment
• Balanced Scorecard
• Report from the Benefits Access for College
Completion visiting team took especial note that we
place students first

Skyline College Program Review Rubric Self Assessment
(Sustainable Continuous Quality Improvement)
Relevant Websites: http://www.skylinecollege.edu/programreview/index.php;
http://www.skylinecollege.edu/annualprogramplanning/index.php
Elements of Sustainable
Continuous Quality
Improvement

Program review processes are
ongoing, systematic and used
to assess and improve student
learning and achievement.

How is the
College
Doing?
(Fully met,
partially)
Fully

How Do You Know?
(What evidence do we have to support our
assessment?)
IB1; IB3; IB4; IB5; IB7; IIA; IIA1b; IIA2a, e; IIB;
IIB3, 3c; IIB4; IIC1b; IIc2
• Annual program planning document stacks up to a
six-year comprehensive review cycle and is required
of instruction and student services
• Curriculum is reviewed, as are Office of Planning,
Research, and Institutional Effectiveness (PRIE) Data
Packets and Student Learning Outcomes (SLOs)
results. Analysis informs curriculum revisions/
additions, pedagogical changes, and/or resource
requests to facilitate student success.
• The six-year calendar is posted on the Curriculum
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Committee website.
• Annual public forums for program review
presentations
• Program reviews accessible from the College
website
The institution reviews and
refines its program review
processes to improve
institutional effectiveness.

Fully

The results of program review Fully
are used to continually refine
and improve program
practices resulting in
appropriate improvements in
student achievement and
learning.

IB5
• The program review template has a feedback
mechanism built into it to improve the process.
• The planning process is reviewed by the Institutional
Planning Committee and Curriculum Committee.
• All planning documents have been revised to address
SLOAC and institutional effectiveness.
• Annual program planning document created to be
more timely and to complement the existing six-year
program review process. Both address components of
institutional effectiveness.
• SLO TracDat reports integrated in annual program
planning and program review
IB1; IB3; IB4; IB5; IB7; IA1; IIA1c; IIA2a, c, f;
IIB1; IIB3; IIB3c, d, e; IIC1a; IIIA1a; IIIA6; IIIB2;
IIIC1; IIIC1a, c; IIIC2; IIID; IIID1a; IIID3
• Program review recommendations are reviewed in
participatory governance committees such as the
Institutional Planning Committee and the Budget
Committee.
• Program review results and analysis for program
improvement may include curriculum and pedagogical
changes, instructional equipment, staffing, and
professional development requests.
• Examples of Changes as a Result of Program
Review:
• Accreditation of Business Program
• Renovation of Science, Math, and
Technology facilities
• Acceleration and Supplementary Instruction
Projects in Math and English
• Addition of AAT and AST degrees
• Increased accessibility to the Disabled
Resource Center (DRC) with a new facility
• Improved Childcare Center
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Skyline College Student Learning Outcomes Rubric Self Assessment
(Sustainable Continuous Quality Improvement)
Relevant Websites: http://skylinecollege.edu/sloac/index.php;
http://www.skylinecollege.edu/annualprogramplanning/index.php;
http://www.skylinecollege.edu/programreview/index.php
Elements of Sustainable
Continuous Quality Improvement

Student learning outcomes and
assessment are ongoing,
systematic and used for
continuous quality improvement.

How is the
College
Doing?
(Fully met,
partially)
Fully

Skyline College Accreditation Self Evaluation 2013 Volume II

How Do You Know?
(What evidence do we have to support our
assessment?)

IIA, A1, A1b; IIA1c; IIA2a, b, e, f; IIB:
IIB1; IIB3, B3c; IIB4; IIC1a, b; IIC2
• Three- year assessment cycle for
instruction to assess all courses
• One-year assessment cycle for student
services PSLOs
• Guidelines for SLOs and assessment
provided by the SLOAC Framework and the
SLOAC Steering Committee
• Annual assessment workshops and open
forums
• SLO assessment work and annual program
plans conducted in division meetings and
flex days
• Annual program plans and the
comprehensive program review used as
vehicles for continuous improvement
• Annual planning documents integrated into
planning cycle through IPC
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Dialogue about student learning is Fully
ongoing, pervasive and robust.

Evaluation of student learning
outcomes processes.

Fully

IB1; IB2; IB3; IB5; IIA1b, c; IIA2b, f, I;
IIA5; IIB; IIB3c; IIC1b; IIIA1c; IVA2b
• Department and division meetings
designated for discussion of SLOs,
assessment, and student learning
• Adjunct faculty compensated to participate
in open forums about ISLOs
• Town halls on ISLOs and other SLOAC
related matters cohosted by the SLOAC
Steering committee, the Academic Senate
and the Office of Planning, Research, and
Institutional Effectiveness (PRIE)
• Discussions take place in many committees
such as SEEED, Academic Senate,
Educational Planning committee, Facilities
Planning committee, etc.
• Discussions also take place in operational
work groups, including the Student Services
Leadership Team (SSLT), Instructional
Leadership Team (ILT), and the College
Success Initiative (CSI)
• And discussions also are conducted in
partnership with community members such
as Career Technical Education (CTE)
Advisory Committees and the President's
Council
IB4; IB7; IIA1c
• Surveys administered to solicit input on
assessment processes, planning, and
program review documents, such as the
Employee Voice survey
• SLO processes are revised by the SLOAC
Steering Committee, as evidenced from the
recently revised SLOAC Framework
• Annual program planning and program
review requires analysis of assessment,
including assessment methodologies
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Evaluation and fine-tuning of
organizational structures to
support student learning is
ongoing.

Fully

Student learning improvement is a Fully
visible priority in all practices and
structures across the college.

IB; IB3; IB5; IB6; IIA1b; IIA2e, f; IIB1;
IIB3c; IIB4; IIC1a; IIIC2; IIID2a; IIID3
• SLO assessments and other related
research are integrated into annual program
planning, program review, and ALURS
• Organizational structures were revamped
as a result of the priorities that emerged from
program review and ALURS, such as the
Human Resources Plan: Staffing for Student
Success
• Assessment processes are continually
revised by the SLOAC Steering Committee
to enhance College planning processes
IIA2a, b, c, d, e, f, i; IIA5; IIC1b; IIC2;
IIIB2b; IVA2b
• Reaffirmation of Core Values and
Principles from Board of Trustees (June
2012)
• Emphasis on student success in annual
program planning, program review, and the
Balanced Scorecard
• Course level and institutional level
assessment results published through annual
program planning, ALUR, program review,
and made public via advisory committees
and Program Review on the College website
• SLO assessment results are housed
on TracDat, a database.
• Balanced Score Card and other data are
accessible on the website for the Office of
Planning, Research, and Institutional
Effectiveness (PRIE)
• Priority on student learning in evidence in
our accreditation and licensing, such as the
Business Program accreditation, and
program licensing boards (Cosmetology,
Automotive, Surgical Technology, Early
Childhood Education, etc.)
•Priority on student learning also evident
from the College's best practices as
evidenced from
•Intake process – student gets
accommodations for courses via the
Disability Resource Center (DRC)
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Learning outcomes are
specifically linked to program
reviews.

Fully

• Learning communities such as Puente,
ASTEP, Kababayan, First Year Experience,
and the Honors Transfer Program.
• Cohort learning such as English and
Allied Health/ Automotive Technology, and
Early Childhood Education
• Reinvention of the Veteran’s Center
• Expanded opportunities in professional
development
• Re- establishment of the Center for
Transformative Teaching and Learning
(CTTL)
• Hiring processes aim for the best
candidates
• Facilities and facilities planning support
learning
IB1; IB3; IB4; IB5; IB7; IIA1b, c; IIA2b, e;
IIB1
• Program Reviews, Annual Program Plans,
and ALURs all reference SLO assessment
results
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Appendix C: Compliance with U.S. Department of Education Regulations,
Higher Education Opportunities Act of 2008
I. Student Success Standards and Achievement
602.16(a)(1)(i) – Standards for student success and achievement
602.17(f) – Student achievement performance.
Driven by the institution’s Mission-Vision-Values, Skyline College uses a multitude of
measures to assess success with respect to student achievement. Summary data provided
annually include but are not limited to course completion (locally referred to as retention),
licensure pass rates and job placement rates (where available), and graduation data (in the
form of program/certificate completion data and transfer data). Moreover, summary data
exist at the institution and program levels (including Liberal Education/Transfer, General
Education, Pre-College, Online, and ESL) —disaggregated by age, race/ethnicity, gender,
day/evening, and enrollment status. (I.A) Measures of student achievement are assessed and
discussed with respect to institution-set goals and standards of satisfactory performance. As
measures are presented over a multi-year period (where data are available), the College
determines its standards through a calculation of a historic average. The College’s
Institutional Planning Committee then discusses and evaluates these values before review by
other participatory governance committees, such as the College Budget Committee and
College Governance Committee.
Skyline College uses a Balanced Scorecard (BSC) as its primary mechanism to evaluate
effectiveness at the institutional level. The BSC contains 22 measures and includes items
such as persistence rate, success rate, Accountability Reporting for the Community Colleges
ARCC achievement rate, and completion rate. A five-year outcome trend is provided for
each metric and serves as the basis for discussion—in terms of what the most recent data
show and what the overall trend suggests.
At the programmatic level, the annual program plan and comprehensive program review
serve as the primary mechanisms to evaluate effectiveness. Here, summary data reports on
student productivity, characteristics, and achievement outcomes are provided. In addition to
trends for the previous five academic years, data (where appropriate) are also disaggregated
by term to facilitate discussion/analysis specific to possible disparities across terms. Annual
program plans and comprehensive program reviews are submitted in the Spring semester of
the academic year and used by programs at that time to assess performance. Annual program
plans and comprehensive program reviews are discussed along with the BSC in the Fall
semester as part of the overall discussion of institutional effectiveness and how the institution
is meeting its Mission-Vision-Values. (I.B)
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Table 1 – Student success and achievement metric
Metric
Course
Completion

Institution Standard/Goal and Analysis
Course completion is defined as a student receiving an A, B, C, D, F,
Credit, No Credit, or Incomplete grade for the course. The College set 84
percent as its standard/goal for this metric. The most recent data
available demonstrate that the College met the standard/goal in 2011/12
and increased by one percentage point over the previous year.
Course success is defined as a student receiving an A, B, C, or Credit
Course Success
grade for the course. The College set 70 percent as its standard/goal for
this metric. Currently, the College is one percentage below the target.
However, the 2011/12 value of 69 percent represents a one percentage
point increase from the previous year and suggests that work to improve
course success is having a positive impact.
Persistence is defined as a first-time student enrolled in at least one fall
Transfer Rate
term course and earns an A, B, C, D, F, Credit, No Credit, Withdraw, or
Incomplete grade who enrolls earns an A, B, C, D, F, Credit, No Credit,
Withdraw, or Incomplete grade in at least one course the following
spring term. The College set 51 percent as the standard/goal and has
historically met this target.
Graduation Rate Degrees & Certificates: In 2011/12, Skyline College students earned a
total of 725 degrees and 576 certificates —both above the standard/goal.
Significantly, the number of degrees earned increased by over 200
between 2010/11 and 2011/12.

Licensure Pass
Rate

Job Placement
Rate

Transfers: In 2011/12, 373 students transferred to a CSU and 64 to a
UC. Both of these values represent a decrease from the previous year.
An increase in enrollment at in-state private or out-of-state institutions
could explain the trend—but data are unavailable for those transfers.
Nevertheless, the College continues to work on improving its transfer
rates.
The College has licensure pass rates for four of its programs—
Cosmetology, EMT, Respiratory Therapy, Surgical Technology. In
2010/11 the pass rates for these programs were 87 percent, 81 percent,
100 percent, and 85 percent, respectively.
The College has job placement rates for two of its programs—
Respiratory Therapy and Surgical Technology. In 2010/11 the placement
rates for these programs were 95 percent and 84 percent, respectively.

Citations
I.A – Program Data: ( Web Page )
I.B – Balanced Scorecard: ( Web Page )
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II. Time Invested and Content Mastered & Credit Hours
602.16(a)(1)(viii) – Program length
600.2 – Definitions
602.24(e) – Transfer of Credit Policies

602.24(f) – Credit hour policies
668.8(k), (l) – Eligible program

All associate degree programs offered by Skyline College require at least 60 semester credits
of degree applicable coursework in compliance with Title 5 regulations and the California
Community Colleges Chancellor’s Office requirement as stated in the Program and Course
Approval Handbook (II.A). In addition to units in a major or area of emphasis, the College
requires each program to contain general education units to ensure breadth of knowledge and
to promote intellectual inquiry (II.B).
College policy regarding credit units are printed in the (II.C). Credit is attached to courses
that meet the applicable criteria established in Board of Trustees Policy 6.12—Definition of
Credit Courses (II.D). The Office of Instruction administers credit courses and uses the
Student Attendance Accounting Manual (II.E) to ensure that credit hours are correctly
assigned and are converted to clock hours to determine eligibility for federal financial aid.
The amount of credit associated with a course is based on the Carnegie Unit Standard which
defines one semester unit of credit equal to three hours per week of work in a semester
consisting of at least 16 weeks in duration resulting in 48 total hours of work. This standard
complies with the California Community Colleges Chancellor’s Office requirement for
awarding credit (II.F). Consistent with Board of Trustees Policy 6.85.1 (II.G), sections of
courses offered through distance education earn the same credits as traditional sections
offered on campus.
The intended outcomes of all degrees and certificates are identified as Program Learning
Outcomes (PLOs). The intended outcomes are printed in the College Catalog and appear
online on program websites. The College evaluates the effectiveness of programs via
assessment of data on student achievement of program learning outcomes (PLOs) and on
longitudinal student achievement data. Both analyses are a component of the Annual
Program Plan and Comprehensive Program Review processes (II.H).
Institutional policies on the transfer of credit can be found in the College’s General Catalog
as well as the web (II.I). These policies discuss the transfer of credits earned at Skyline
College to another college (both inside and outside the district), the transfer of credit from
another college (both inside and outside the district) to Skyline College. Also, the policies are
consistent with the Board of Trustees Policy 6.26 (II.J) on transfer of credit. Further,
institutional policies state that:
“Students who have completed the majority of their course work at a college outside
the District must complete a minimum of twelve (12) units and a minimum of fifty
percent (50%) of the total units required for the major at one or more the District
Colleges in order to be recommended for graduation with the Associate Degree or
completion of a Certificate Program.”
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The San Mateo County Community College District (SMCCCD) Transcript Evaluation
Service (TES) provides Skyline College students who have completed coursework outside of
SMCCCD with an official evaluation of how this coursework applies to:
• Associate degrees and certificates at Cañada College, Skyline College, and College of
San Mateo
• CSU GE Certification for students transferring to a California State University
campus
• IGETC Certification for students transferring to a University of California campus or
a California State University campus
Eligible students are encouraged to use TES within the first semester of attendance at any of
the SMCCCD campuses. An official transcript evaluation provides the student and counselor
with important information on how previously completed, lower division, degree applicable
coursework, may be applied to meet SMCCCD educational goals. Transcript evaluations are
also used by Admissions and Records Offices to confirm degree or certificate completion or
completion of CSU GE or IGETC for certification purposes.
Citations
II.A – Program and Course Approval Handbook (pg. 106): ( Download Document )
II.B – Skyline College General Catalog (pgs. 90-93): ( Web Page )
II.C – Skyline College General Catalog (pg. 30): ( Web Page )
II.D – SMCCCD Board of Trustees Policy 6.12: ( Download Document )
II.E – Student Attendance Accounting Manual: ( Web Page )
II.F – Program and Course Approval Handbook (pg. 99): ( Download Document )
II.G – SMCCCD Board of Trustees Policy 6.85.1: ( Download Document )
II.H – Annual Program Plan: ( Web Page )
Comprehensive Program Review: ( Web Page )
II.I – Skyline College General Catalog (pg. 89): ( Web Page )
Web reference: ( Web Page )
II.J – SMCCCD Board of Trustees Policy 6.26: ( Download Document )
III. Grievance/Complaint Process
602.16(a)(1)(ix) – Record of student complaints
668.43 – Complaint reporting processes and accreditation status information.
Skyline College is in compliance with the Board of Trustees policy on accreditation (III.A).
The primary accreditation body for the College is the Accrediting Commission for
Community and Junior Colleges (ACCJC), a division of the Western Association of Schools
and Colleges (WASC). Information on the institution’s accreditation status can be found
online on the institution’s accreditation website and in the general catalog (III.B). A number
of the College’s Career Technical Education (CTE) programs have special accreditation by
independent agencies. Their accreditation status information and complaint submission
resources can also be found on Skyline College’s accreditation website.
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The College provides detailed information regarding the institutional complaint process on
all student services websites, the Distance Education (DE) website (for DE students), and in
the Student Rights, Responsibilities and Records section of the general catalog (III.C). On its
complaint process website (III.D), the College informs the public that complaints regarding
the institution’s compliance with program quality and accrediting standards may be filed with
ACCJC.
Table 3 lists the institution’s administrative processes for individuals who believe they have
been treated unfairly or that their rights have been violated. The types of complaints filed
during the 2012-13 academic year have included sexual harassment, grade grievance, parking
citation issues and accessibility/accommodations concerns. A list of these complaints is
maintained in the Office of the Vice President of Student Services.
Table 2 – Complaint/Grievance Processes Available
Complaint/Grievance
Student Rights and
Administrative Due
Process
Student Grievance

Policy
College Catalog pages 44-52

Student Discipline

Policy 7.69: ( Download Document )

Academic Integrity

Student Handbook page 36: ( Download Document )

Sexual Harassment

Policy 2.25 & 7.67: ( Download Document ), ( Download Document )

Nondiscrimination

Procedure 2.19: ( Download Document )

Employee
Rights/Whistle Blower
Protection
Grade Grievance

Policy 2.12: ( Download Document )

Policy 7.73.A: ( Download Document )

Policy 7.73B: ( Download Document )

Citations
III.A – SMCCCD Board of Trustees Policy 2.70.1: ( Download Document )
III.B – Skyline College Accreditation Website: ( Web Page )
Skyline College General Catalog (pg. 3 & pg. 9): ( Web Page )
III.C – Skyline College General Catalog (pg. 44): ( Web Page )
III.D – Complaint Process: ( Web Page )
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IV. Distance Education Verification
602.17(g) – Delivery mode, verification and privacy of DE student identify
As discussed in the Skyline College Distance Education Handbook (IV.A), the manner in
which the College determines if a course if offered by distance education is grounded by the
definition of distance education provided by ACCJC:
Distance education is defined, for the purpose of accreditation review as a formal
interaction which uses one or more technologies to deliver instruction to students
who are separated from the instructor and which supports regular and substantive
interaction between the students and instructor, either synchronously or
asynchronously. Distance education often incorporates technologies such as the
internet; one-way and two-way transmissions through open broadcast, closed circuit,
cable, microwave, broadband lines, fiber optics, satellite, or wireless communications
devices; audio conferencing; or video cassettes, DVDs, and CD-ROMs, in
conjunction with any of the other technologies.
Skyline College does not offer corresponding education courses. The College uses the
following course-type definitions for the DE courses offered: Online Course—a course in
which the instructor and the student are separated by distance for the entire course and can
interact exclusively through the assistance of communication technology; Hybrid Course—A
course that substitutes 51% to 99% of face-to-face instructional hours with online work, and
has some regularly scheduled on-campus meetings without alternative distance education
means of student participation; Web-Assisted Course—A course that is designed to include a
certain number of instructional contact hours (but fewer than 51%) through distance
education, including TBA.
Syllabi are required for DE courses and a sample can be found in the DE Handbook. Grading
policies for all Skyline College courses are the same (for DE and non-DE courses). They
follow District Policy 6.21 (IV.B) as well as Title 5 Sections 55023 and 55024. The Distance
Education Handbook also has resources to ensure DE courses meet standards on: regular and
effective contact; teaching online; evaluation and assessment; and support services.
The San Mateo County Community College District offers a variety of processes in their
Distance Education program that help to establish that the student who registers in a distance
education course is the same student who participates in and completes the program and
receives the academic credit.
• Electronic Authentication - All student access to electronic systems requires that
student provide appropriate credentials for admittance. To gain access to either the
web-based student information system, locally called WebSMART, or the College’s
learning management system, known as WebAccess, students must log in with their
student ID and PIN. Initial communication about new WebSMART accounts is a
two-step process: one email is sent to students with their new Student ID and a
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•
•

•

•

second email is sent with the PIN. Repeated invalid attempts to gain access result in
accounts being suspended.
Student Email - All communication from the college to students is to be done via a
college provided email account.
Lost Password - Students who lose their email password can reset it by authenticating
via WebSMART and requesting to change their password via the web interface.
Students who lose their WebAccess password can have a new password emailed to
their college provided email account. Students who lose their WebSMART password
can answer a series of security questions or go to Admissions and Records in person
with a valid ID.
Test Banks and Timed Test Delivery - Test questions can be set to be randomly
drawn from banks of questions, so each student gets a different set of questions. Some
tests are designed to be open-book, but once students begin a test, they have a limited
amount of time to complete it, and usually only one attempt. The course management
system, WebAccess also provides browser lock-down software so the student cannot
open additional screens during a test.
Plagiarism detection software (Turnitin) - Plagiarism detection software called
Turnitin can be used for both written assignments and class discussion. Faculty
members can simply cut and paste a discussion board post or any written work into
the software. This approach is commonly used by instructors in face-to-face courses
as we as for online courses.
The above measures that ensure authenticity of the student identify also serve to
protect the privacy of the student. Additionally, the district will not share any
SMCCCD student login and password information with anyone, and students are
advised not to share any SMCCCD login and password information. In keeping with
Higher Education Opportunity Act regulations, DE students may take proctored
exams at locations on campus or at pre-arranged off campus locations (such as an
accredited institution of higher learning, public school, or academic or public library).
To verify and protect the privacy of the student’s identify, students are required to
show identification prior to beginning proctored exams at any location and, if taking
the exam off campus, they must complete and return the required form one week
prior to taking the exam.

Citations
IV.A – Skyline College Distance Education Handbook: ( Download Document )
IV.B – SMCCCD Board of Trustees Policy 6.21: ( Download Document )
V. Financial Stability
602.19(a-e) – Monitoring and reevaluation of accredited institutions and programs.
Longitudinal Data on Fiscal Condition (significant increases or decreases).
The District maintains a reserve of at least 5% in compliance with state mandate. The District
has sufficient funds to meet its needs, even in an emergency. Table 4 shows the District’s
ending balances as a percentage of the revenues for the unrestricted general fund (Annual
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Budget Reports). The District also has established reserves to fund its self-insurance
retention and workers’ compensation, as well as Other Post-Retirement Employee Benefits.
These balances are available in an emergency.
Table 3: Longitudinal Data on Ending Balances
Unrestricted
General Fund:

Total Revenues

Ending Balance

%

2009/2010

$114,342,116

$15,977,878

14%

2010/2011

$118,492,243

$20,625,630

17%

2011/2012

$110,904,919

$19,601,578

18%

Per the Board of Trustees, the District is financially sound. The Board receives reports from
the executive vice chancellor on quarterly income and expenditures compared to budget, as
well as mid-year and year-end budget reports. To encourage effective long-range planning,
the District prepares three-year financial projections and works with the colleges on their
allocations for hiring and other long-term commitments. The District uses its reserves to
avoid large cuts in one year and restoration of those cuts several years later. This enables the
colleges to use their participatory governance procedures and thoughtful analysis to prepare
for budget reductions if needed. With the advent of basic aid status, the District’s revenues
are even more predictable and stable since they rely on local property taxes, which grow at a
faster and steadier rate than state revenue.
The College has a publicly documented funding base, plans for financial development, and
financial resources that are adequate to support its Mission-Vision-Values and to ensure
financial stability. The General Unrestricted Fund is distributed to the College’s resource
allocation model using criteria that were developed through the district-wide participatory
process and approved by the Board of Trustees. Additional funding is obtained either directly
or indirectly through the District from categoricals, grants, vocational funding sources and
special allocations.
In addition to analyzing fiscal information, the College annually reviews and reports
longitudinal data on student achievement through its Balanced Scorecard (BSC) as well as
the annual program plans and comprehensive program reviews (V.A). The annual program
plans and comprehensive program reviews are discussed along with the BSC in the fall
semester as part of the overall discussion of institutional effectiveness and how the institution
is meeting its Mission-Vision-Values.
Citations
V.A – Balanced Scorecard: ( Web Page )
V.A – Annual Program Plan: ( Web Page )
V.A – Comprehensive Program Review: ( Web Page )
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