INSTITUTIONAL SUPPORT

GOALS AND STAFFING NEEDS

OFFICE OF THE PRESIDENT

The Office of the President works with all departments in the College to coordinate programs, services, and operations for maximum efficiency and efficacy.  The Office also works closely with the District Office, Chabot College, and the community to develop, strengthen, and advance the College and its students.   

The President’s Office consists of the President and Executive Assistant to the President.  Three Vice Presidents (Academic Services, Student Services, and Business Services), the Director of Research and Planning, and the Foundation Director report directly to the President and work to ensure that LPC fulfills its obligations to the students, the community, and to state and federal bodies.

As the College nears 20,000 students, additional internal and external pressures will be placed on the President’s Office.  As it stands now, the Office is severely understaffed with only one person handling its many clerical, organizational, and support demands.  This same person also provides support to the Foundation and limited help to the Research Office.  The inadequacy of this situation will become more pronounced as LPC grows.  

The College must -- and will -- be placing new emphasis on its advancement and public information functions in the future.  Currently, these functions are handled by the District Director of Public Information and Marketing, who divides her time, efforts, and budget between Chabot, Las Positas and the District.  Her work is aided by ad-hoc contributions from College staff (including the President herself); however, LPC needs a designated, on-campus PIO to promote its programs and outreach activities.  This person would also handle governmental/community relations and publications.

The College created the Las Positas College Foundation in 2003.  This Foundation is generating critical financial and community support; however, it also requires a tremendous amount of time and effort.  LPC must expand the Executive Director to full-time and assume the upkeep and advancement of the Foundation.  In addition, the College should hire a Grant Writer to expand its external funding opportunities.  As the College grows, it is envisioned that a formalized Development Office will emerge to house the Foundation, Public Information responsibilities and grant writing.  These staff and functions will require clerical support.  Once the Foundation is operational, it may fund some of these positions; in the mean time, the President’s Office will need to incorporate them into its budget. 

The Office of Research and Planning reports to the President and was formed in 1999 with the hiring of a full-time Director.  The Office uses systematic data collection, objective analysis/verification, and recurrent information disbursal to improve institutional effectiveness and to support the educational planning process.  The Office also prepares and coordinates reports to federal and state agencies and responds to external requests for information.  Based on enrollment trends, the demands of the Office are expected to increase; a Research Analyst and clerical assistance will be needed in the near future.  

STAFF NEEDS
Administrative Positions

1.0 FTE – Foundation Executive Director


(Increase from 0.5 position)


1.0 FTE – Public Information and Marketing Officer

Classified Positions

1.0 FTE – Foundation Secretary

1.0 FTE – Grant Writer

1.0 FTE – President’s Office Secretary

1.0 FTE – Public Information and Marketing Secretary

1.0 FTE – Research Analyst

1.0 FTE – Research and Planning Secretary

OFFICE OF VICE PRESIDENT OF ACADEMIC SERVICES

The Office of Academic Services provides leadership and direction for LPC’s instructional programs, including general and transfer education, basic skills, and vocational/technical programs.  The Vice President’s Office is responsible for broad measures such as academic master planning and curriculum development as well as basic operational tasks such as faculty hiring/evaluation, staff development, faculty load assignment, course schedules, the College catalog, and enrollment management.  

The Office is comprised of the Vice President, the Executive Assistant to the Vice President, a Program Specialist II (scheduler), and a 10-month Staff Assistant. In addition, each of the Academic Division Deans reports to the Vice President of Academic Services.

In 2001, the Institutional Planning Committee approved the addition of a new Division Dean to address the increasing workload in Academic Services.  However, there was no funding for this position and its necessary support staff.  In 2003, LPC temporarily remedied this situation by establishing a new Academic Services department, Division V.  This Division was assigned to the Dean of Technology, who has been dividing his time between this new role and his ongoing institutional technology responsibilities. 

LPC must make a concerted effort to centralize and better organize the scheduling of facilities for conferences, presentations and auxiliary classes.  Currently, rooms are scheduled through a patchwork of three offices (Academic, Student, and Business Services) with some overlap and confusion.  In addition, LPC will need to develop facilities use policies as the College grows and becomes a venue for both campus-related and public events. 

STAFF NEEDS

Administrative Positions

1.0 FTE – Dean, Division V

Classified Positions

1.0 FTE – Administrative Assistant II, Division V

1.0 FTE – Scheduling Assistant

1.0 FTE – Staff Assistant, Division V 

OFFICE OF VICE PRESIDENT OF STUDENT SERVICES

The Office of Student Services provides a wide array of programs to assist students in reaching their academic, career and personal goals.  In addition to mainstay services such as counseling, orientation and assessment, the Office also offers special programs  to help eliminate barriers from the educational paths of students with special challenges.  

Student Government, student clubs, and other co-curricular activities provide a means for students to become more involved in their college experience.  The Office also encourages students to participate on committees, statewide organizations, and in local events to build their connections with the community and with their peers.

The Office of the Vice President of Student Services is comprised of the Vice President and her Executive Assistant.  The Dean of Student Services and the Assistant Dean of Admissions and Records also directly report to the Vice President.

STAFF NEEDS  

Administrative Positions

1.0 FTE – Dean of Special Programs 

Classified Positions

1.0 FTE – Administrative Assistant, Dean of Special Programs

1.0 FTE – Student Services Front Desk/Office Manager 


1.0 FTE – Staff Assistant, Vice President 

1.0 FTE – Student Activities Coordinator

OFFICE OF VICE PRESIDENT OF BUSINESS SERVICES

The Office of Business Services encompasses a broad spectrum of departments including:

· budget and accounting control; 

· procurement and contract services; 

· employee assistance, personnel and payroll, benefit inquiries, student insurance processing;

· security and parking enforcement; 

· computer and telecommunications technology assistance; 

· facilities use management; and

· mailroom and switchboard activities.

The Business Office also oversees local Maintenance and Operations, which is supervised directly by the District.  The Business Office serves as the campus point-of-contact for auxiliary services including the Bookstore and Cafeteria, which are currently operated by outside vendors.  

STAFF NEEDS

Administrative Positions

1.0 FTE – Fiscal Services Director

Supervisory Positions 

1.0 FTE – Facilities Coordinator

1.0 FTE – Security Supervisor 

Classified Positions

2.0 FTE – Cashiers


3.0 FTE – Clerical Support (Security, Fiscal Services, Facilities)

1.0 FTE – Executive Assistant II, Vice President’s Office


1.0 FTE – Grant Accountant

6.0 FTE – M&O and Grounds Staff


1.0 FTE – Risk Management/Environmental Safety Technician

1.0 FTE – Security Officers (Supplemental 24/7 coverage) 

3.0 FTE – Security Officers (As LPC reaches 20,000)


0.5 FTE – Special Event Security Officers

Implementation Table

Institutional Support

	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	1. Create and maintain a Development Office.


	1.1 Create the College position of Public Information Officer (PIO).

1.2 Designate office space for the PIO and purchase equipment/furniture for office.

1.3 Designate budget for Public Information/Marketing operations.

1.4 Create a Grant Writer position.

1.5 Designate office space for the Grant Writer and purchase equipment/ furniture for office.

1.6 Designate temporary budget for Grant Writing.
	President

District PIO

President

VP Business Svcs.

President

VP Business Svcs.

District PIO

President

Foundation Director

President

VP Business Svcs.

President

VP Business Svcs.

Foundation Director


	2007-2008

2007-2008

2007-2008

2006-2007

2006-2007

2006-2007
	Position is advertised and filled.

Space is allocated, furniture and equipment purchased.

Budget is determined and set aside for Public Information.

Position is advertised and filled.

Space is allocated, furniture and equipment purchased.

Budget is determined and set aside for Grants Office.




Implementation Table

Institutional Support

	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	2. Expand the College’s capacity for conducting research, develop an agenda to assess student learning outcomes and institutional effectiveness, and publish findings to support planning.


	2.1 Formalize and implement plans to expand Research Office.

2.2 Establish a schedule for regularly publishing and Institutional Effectiveness Report that documents outcomes at program, degree, and institutional levels.
	President

Dir., Inst. Research

President

Dir., Inst. Research

Vice Presidents


	2006-2007

2005-2006
	Research Analyst and clerical assistance hired.

Space allocated for department.

Meaningful Institutional Effectiveness Report generated at regular intervals.



	3. Evaluate relationships among various planning programs and activities to create an approach for integrated and coordinated planning that provides evidence that financial planning supports institutional goals.
	3.1 Create a “flow chart” (or similar device) to document functional and reporting relationships between all College committees.  Review and determine how to best streamline that system to maximize results and minimize redundancy.

3.2 Establish an institutional practice that all planning has measurable objectives, specified timelines/ completion dates, and designated responsible parties.


	President

Vice Presidents

Presidents of:

Academic Senate

Classified Senate

Student Senate

President

Vice Presidents

Presidents of:

Academic Senate

Classified Senate

Student Senate
	2005-2006

2005-2006 and ongoing
	Flow chart created and reviewed.

New system of planning and reporting developed.

College communication improved.

Planning documents and processes will include measurable objectives.


Implementation Table

Institutional Support

	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	4. In partnership with the District and Chabot, the College will evaluate and define responsibility for processes for planning, financial oversight, and other common functions (i.e., human resources, administrative evaluative and hiring procedures, information technology, economic development, and business services).


	4.1 Meetings of department-specific task forces to determine best operational/ reporting relationships between the District and Colleges.
	Chancellor

Presidents

Vice Presidents


	2005-2007
	Each department (HR, Business, IT, etc…) will reach consensus regarding the best operational design for their interworking.

The new operational methods are documented and implemented.



	5. The College will review and revise its Program Review process for Academic Services.
	5.1 Create task force to revise Program Review.

5.2 Faculty Senate will review and approve.

5.3 Implement cycle for all programs.


	VP Academic Svcs.

Academic Senate

Deans
	2005-2006


	Program Review adopted and implemented.


Implementation Table

Institutional Support

	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	6. The College will develop and implement a regular cycle for the review and revision of all course outlines that includes clearly-articulated student learning objectives, anticipated outcomes, and methods of assessment.  (Accreditation Recommendation 4, p.18)


	6.1 Complete analysis of current status to determine those needing review.

6.2 Update course outlines.

6.3 Curriculum Committee reviews and approves.


	VP Academic Svcs.

Curriculum Chairs

Academic Senate

Academic Senate


	2005-2006

Ongoing

2005-2007
	All course outlines are updated.

Course outlines are posted on the College website.



	7. The College will develop and implement a written code and standards related to grade inflation and common grading standards.  (Accreditation Report, p.17)
	7.1 Senate will establish a sub-committee to review current processes.

7.2 Develop a written code.

7.3 Staff Development opportunities provided for all faculty.


	Academic Senate


	2005-2007


	New written code will be placed in College documents.

Faculty will implement standards.


Implementation Table

Institutional Support

	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	8. The College will actively promote the principles of equity and student/staff diversity and assign responsibility for incorporating those principles into processes and programs.   (Accreditation Recommendation 9)


	8.1 Apply for California Tomorrow grant to bring in outside expertise.

8.2 Develop priorities to increase college understanding of diversity issues.

8.3 Review HR outreach efforts to ensure access for diverse candidates.

8.4 Review and implement broader outreach efforts to attract students from all aspects of our community.

8.5 Ensure campus images & documents reflect and encourage a multi-cultural environment.

8.6 Provide in-service training for all employees regarding principles of equity and access.

8.7 Conduct regular campus climate surveys.


	VP Student Svcs.

Deans, Student Svcs.

College Outreach Committee

Counselors

Human Resources

California Tomorrow Team
	2005-2006 ongoing
	Proportion of diverse staff and students will increase.

Campus survey results will reflect that students/staff feel more welcomed, supported and respected at LPC.

Regular in-service training incorporated in annual College activities.
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