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. The Unit Overview

The Unit Overview should reflect the consensus of the staff within the unit. It is meant to

provide a broad understanding of theuni t , current trends related t
and how the unit serves to meet the overall mission or goals of the Riverside Community

College District and its campuses.

1. Whatisy our  missiont? 6 s
Our Mission

The mission of Diversity and Humdesources is to support
Riverside Community Coll ege Distri
students, applicants, employees, and communities
by recruiting, developing, and retan
qualified and diverseorkforce
to build a professional, fair, and inclusive
educational environment.

Our Values
The Riverside Community Coll ege Dis

Diversity and Human Resources staff members
value and model:



x Integrity 1 Incorporate high ethical standards in our operations and assure all of
an objective and legally compliant process.

x Confidentiality i Respect and value the information we receive and do not
disclose information without appropriate authority or professional obligation.

x Diversity i Promote equity and inclusiveness and strive to create an employee
workforce reflective of the commurés we serve.

x  Accountability i Act responsibly and apply the knowledge, skills, and experience
needed in the performance of diversity and human resources services.

x  Empowerment i Encourage and equip our workforce with skills that develop
confidence in theiown capabilities.

x  Teamwork/Collaboration T Coordinated effort, on the part of the group, to set
goals and reach good, sustainable results.

x  Safe and Discriminatory Free Work Environment 1 Fair and responsive
attention to concerns and complaints

2. TheDistrict 6s mi ssi on statement i s:
Riverside Community College District is dedicated to the success of our students

and to the development of the communities we serve.

To advance this mission, our colleges and learning centers provide educational
and student services to meet the needs and expectations of their unique communities of
learners.

To support this mission, District Offices provide our colleges with central
services and leadership in the areas of advocacy, resource development, and planning.

Does your unit provide (check all that apply):
_X_ central services
_X_ leadership
____advocacy (external advocacy or public relations with local, state or federal
agencies)
___resource development
_X_ planning

3. List the functions of your unit.
Please use a bulleted list with headings as necessary to make it clear and easy to read.

Function Done in Note if this is:
Collaboration with | a service
(leave blank if this | provided, a
function is not in leadership role,
collaboration with | anadvocacy
another unit) role, resource
developmentor
planning




Hiring

Develops recruitment strategy for recruitment request
which includes advertising, prescreening questions
Assists applicants with online applications for open
recruitments.

Facilitates the hiring process by identifying leading
candidate group thru prescreening, reviewing minimum
qualifications, reviewing selection committee membership,
scheduling interviews, updating candidates on status of
application and facilitating reference checks.

Trains screening committee members regarding position
needs, EEO, and interviewing protocol.

Handles employment offers, salary placement and board
consent items (for appointment).

Processes applicant for employment, enrolls in benefits,
submits to payroll and conducts new employee orientation.
Develops, maintains, and works with constituency groups
on hiring policies and procedures.

Internally and with all
departments.

Central services,
leadership, and
planning.

Classification, Grading, and Pay

Maintains salary schedules, job descriptions and
organizational charts.

Assists with District organizational structure to assure
proper position and salary placement.

Performs job classification reviews on new positions and
processes job reclassification changes.

Directs classification studies, salary surveys and
reclassification process.

Internally and with all
departments.

Central services,
leadership, and
planning.

Benefits

Negotiates and manages contracts with benefit providers.
Explains benefit provisions to employees and provides up-
to-date literature to employees.

Accepts, processes and maintains all employee
documentation pertaining to employee and retiree health
and welfare benefits.

Assists in completing enrollment documentation, processes
and forwards enrollment to the various carriers.

Acts as liaison between employees, broker, and insurance
carrier regarding insurance related problems.

Responsible for insuring compliance with federal
COBRA/HIPAA regulations.

Responsible for compiling data for the annual reporting and
maintaining compliance with government and IRS
regulations.

Reconciles invoices and initiates payments to insurance
carriers.

Coordinates Health Benefits Fairs for campuses of the
District and provides employees with information and
workshops regarding benefits and retirement planning.

Internally, all
employees, and
external providers.

Central services,
leadership, and
planning.

Diversity, Equity and Compliance

Monitors compliance relating to EEO, Section 504/ADA,
Title VI, VIl and IX.
Devel ops
Plan.

Monitors the recruitment, screening and selection process
for all employment vacancies or promotions for compliance
with EEO regulations and district plan.

and monitors compl

District and
College/Campus
Administrators

Central Services
Leadership,
advocacy and
planning




Conducts EEO in-service training programs for all
screening and interview committee participants.

Develops and institutes policies and procedures to address
issues related to employer/employee relations,
discrimination, harassment and retaliation complaints,
grievances, conflict resolutions and disciplinary action.
Develops and recommends recruitment strategies that
assure equal access to open positions and assists with
recruitment efforts focused on developing a diverse
workforce.

Receives, investigates, and seeks to resolve employee and
student complaints of unlawful discrimination, harassment
and retaliation.

Assists college administrators in planning and establishing
mid-to-long range goals for the development of a diverse
workforce.

Assists in the development and coordination of the District
Diversity Initiative.

Monitors and reports workforce EEO demographics.

Employee Relations

Provides guidance, counseling, and assistance in
implementing progressive disciplinary measures.
Maintains and monitors employee evaluation systems for
management and staff.

Maintains and updates employee handbooks.

Facilitates employee accommodation process and monitor
return to work process on employee accommodation.
Provides training in grievance handling and disciplinary
processes.

Handles grievances.

Managers at all
campuses and unions.

Central services,
leadership,
advocacy, and
planning.

Professional Development/Staff Training

Provides professional development opportunities for staff,
management and faculty including diversity and equity
training and related legal considerations, mandatory
harassment training and disciplinary methods and
procedures.

Convenes professional development committee to review
and makes recommendations on requests submitted by
employees.

Surveys training needs of staff and delivers relevant
training on a variety of topics.

Management and staff
at all levels.

Central services,
leadership, and
planning.

Staff/Confidential Contracts

Conducts negotiations on successor agreements or re-
openers with CSEA.

Meets with union representatives to discuss/resolve work
related issues and handle changes in wages and working
conditions.

Communicates new provisions to staff.

Sunshines District proposal for contract with CSEA.
Assists in the development of MOU booklets or
agreements.

Administers union contracts, interprets contract provisions,
provides contract training and updates

Internally, with
administration,
negotiating teams, and
union representatives.

Central services,
leadership, and
planning.




Compliance Internally, with Central services,
administration, leadership, and
negotiating teams, and planning.

union representatives.

e Develops and facilitates compliance with California
Education Code, Title 5, Government Code, ADA, FSLA
Board policies and other regulations regarding Diversity
and Human Resource activities.

4. MAJOR Goals and Objectives 2008 i 2009 (do not include normal functions of
your unit). No more than 10!!!!
Before writing your gals and objectives be sure to review other Program Review
documents related to your unit to discern if there are service needs. Please check with
the Office of Institutional Effectivenegmstitutional.effectiveness@rcc.epior a list
of requests relevant to your uniPlease allow a three day turn around for your
request to be fulfilled.

Major Goal and/or Objective Start Date | Status: ongoing,
completed, or date
completion anticipate

1 Implementlassification and compensation | 01/30/05 | Ongoing

2 Finalize Human Resources Board Policies| 07/01/07 | Ongoing
and Administrative Procedures

w

. Develop systematic EEO data collection ar] 11/25/08 | Ongoing
reporting

4. Evaluate and impr@tdR operations and 01/16/09 | Ongoing
services

5. Provide information resources and training { 01/21/09 | Ongoing
staff and District Administrators on Regula

6. Implementation of Diversity Initiative 12/08/08 | Ongoing

7. Improve utilization chtelogy 01/09/09 | Ongoing

8. Expand training program to include offering 01/26/09 | Ongoing
support district and department goals

9. Revise EEO and Interview Protocols trainin{ 9/1/08 Completed
process

10. Establish Faculty Internship Program 12/0908 Ongoing



mailto:institutional.effectiveness@rcc.edu
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Ideal Organizational Chart

Riverside Community College District

Diversity and Human Resources
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6.

Department/Unit:
Assessment
Coordinator:
Mission Statement:

RCCD Administrative Unit Assessment Worksheet

Art Alcaraz

Diversity and Human Resources

Date: February 9 2009

Ext.

Email:

Expected Outcomes

What are you trying to do?,
These are end results, not
actions.

NO MORE THAN 2

Assessment Methods:

What factorsor elements
will you measure to gauge
your success at reaching
your expected outcome?

Targets/Benchmarks:

What is the minimum result,
target, or value that
represens success at
achieving this outcome?

When Will Assessment Be
Conducted and Reviewed"

How and when will you
collect and analyze maults?

Use of Results:

How will you use results
from the assessment?

Free search committee tim
in search process to enabl
them to focus on most
competitively qualified
applicants. This will be
accomplished by DHR
screening out unqualified
and les competitively
qualified applications.

¢ Reduced search
committee time in
screening process.

e Identify certain high
volume recruitments to
monitor.

e Time in screening proces

for committee will be
reduced by 30%.

e Applications referred to
search committeéor high
volume recruitments will
be reduced by 50%.

e Conduct a survey of
time required for
screening committee tc
review applications to
determine
screening time per
application.

e Assessment will be
conducted at the initial
receipt of applicatio
and screening phases
of identified
recruitments.

e Results will be
summarized quarterly
and compared to the
targets/benchmarks.

¢ Promote participation
on search committees b
showing that the
selection process takes
less time away from job
for search comittee
members.

¢ Show that DHR
prescreening adds valué
to the entire district
(efficient use of search
committee members
time and increasing the
guality of the selection
pool).

Sour ce: Thi s

t e mpAssadsreentf ArGaide td DRweIBping andi Impleme nt i n g

Ef fective

Assessment, Research, and Testing. The American University in Cairo. Retrieved from the Internet at http://ipart.aucegypt.edu

O Office of imstisitiodakPsaensigy me nt . 0


http://ipart.aucegypt.edu/

Expected Outcomes

No more than twpmeasurabl
key outcomeare stated, desi
end results for therganizatior
or program, rather thantamns.
Outcomes are related to the
institutionord e par t me
mission and vision, and focu
on the benefit to the recipien
of the service.

Desired end resultsr the
organization oprogram,
ratherthan actions.
Outcomes are related ttee
institutionor depar
missionand vision, and focy
on the benefit to the recipig
of the service.

unclear; ovespecific; refer to

and/or do not focus on the
recipientof the service.

Key aitcomesare not stated

Key outcomes are stated but are

objectives rather than end resul

Assessment Methods

Do not

Targets/Benchmarks

Multiple assessment method
are used for each outcome,
including both direct and
indirect measures. Assessme
methodsclearly match the
outcome being assessed and
provide clear, truthful
information aboutwhether or
not an outcome is being

achieved.
HES

403 D@

performance standards. The

targets include a quantifiable

benchmarks uc h as

o f 5%. 6

At least one assessment
measure iglentified for each
outcome. Eachssessment
method matches thmutcome
being assessed and provid
clear, truthful information.
Overall, theorogram feature
a mix of both diectand
indirgct mgasures.

informationand/or there is an

Assessment measures are ider
for someoutcomes. In some
casesassessment methods do
match theoutcome being measu
or do notyield clear and truthful

imbalance in theix of direct ad

o piovde you

Insufficientinformation ig
provided.

feedbac

/) b e dx ls*@wgD

that describe minimum
performance standards.

benchmarks, or targets or
benchmarkare not well
developed.

Not ali measures have targets d

No targets obenchmarks
areincluded in the plan.

Use of Results

Assessment results are used
modify outcomes, planning,
resource allocatiomork
methods, assessment strate
etc.Targets or benchmarks h
been established that descri
minimum performance
standards. Positive assessm
results arehared with other
audiences as appropriate.

IAssessnrd results are used
modify outcomes, planning
resource allocation, work
methods, assessment
strategies, etc.

Assessment information is

systematic way to improve
effectiveness.

collectedbut the results are not
shared, discussed and/or used

There is noevidence that
assessment results are st
and discussed or used to
improve effectiveness.




Five-Year Program Staffing Profile with Anticipated Needs

Staffing Levels for Each of the Previous

Anticipated total staff needed

*In 2006/2007 HR& DEC combined, Insurance Technician position

transferred to DHR, and HR Director & Contracts/Legal positions creatt

*N20082009 Contract/ Legal

positio

Five Years
Position 2004/ | 2005/ | 2006/ | 2007/ | 2008/ % 2009 -2010 2010-2011
2005 | 2006 | 2007* | 2008 | 2009** >
HR Administration 2 2 3 3 3 N 4 4
DEC Administration 1 1 1 1 1 NN 1 1
Contracts, Compliance & Legal 0 0 1 1 0 AN 0 0
Classified Staff FT 1 1 1 1 0 NN 1 1
Classified StdfPT 0 0 0 0 0 N 0 0
HR Confidential Staff FT 8 8 8 8 9 N 10 10
DEC Confidential Staff FT 1 1 1 1 1 NN 1 1
Benefits Confidential Staff FT 1 1 1 AN 1 1
Short Term Staff 1 1 5 75 NN 0 0
StudentWorkers 1 1N 5 5
FacultyReassigned FTE Full tim W
Faculty Reassigned FTE Part tin AN
Total Full Time Equivalent 13 14 17 17.5 | 16.75 \‘ 18.5 18.5
Staff A
\
\
N
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Does the staffing str2lNoture meet the unitds needs
a. Has the workload of your unit increased in recent years? Do you anticipate the workload will increase, decrease or remain constant in the
upcoming one to three years? |Is this a temporary situation?

Human Resources:

In assessing a five year analysis, Our number of overall recruitments was slightly down from 06/07 to 07/08 (124 ta®8yuarukoof

total hires was slightly down fro®6/07 to 07/08 (804 to 747). The overall average of District hires the previous four years was 689 thus our
07/08 activity was higher than our average. DHR remains an active department and has experienced an increase itilewpticatiod by

our orine applicant tracking. This complemented by the new activities our staff are working in are very reflective of oungyowveth

areas of activity and responsibility.

As a work unit striving to become a full service Diversity and Human Resourpestbent, with each new service we add comes an
additional i mpact to our departmentbés workl oad. For exampl e we
1) Added emphasis to training of staff at all levels. Training offerings have increased from 45 four years ago to virtlailyaddubing

the last fiscal year. Approximately 60% of this training has been done by internal staff in DHR.

2) Increasedbenefitservices to employees at all leveisce the functiomelocated to DHR i”2007. We provide more information to

employees, auduct benefit fairshecamanvolved in the implementation of benefit features (i.e. deferred compensation, benefits to part time
faculty, cobra administration, new hire information and orientation among others).

3) AddedLive Scan servicesinourofic whi ch transl ates to staff working pédhisonally \
function which done externally before bwastaken on by DHR in the interest of expediting process for new hires.

4) Processed increased number of mglons. Our online applicant tracking system (OATi&sresuledin an increase in the number of

applicants for District positions. In fiscal year fiscal 07/08 in which our OATS system was only in place for six ofadhthee we

experienced a 25% irgase in the number of applications processetasinddHR staff and search committee time.

5) Established goal, included in this prograraview, to reduce search committee tirsgentin the paper screening process to aid in

identifying the most compiively qualified candidatesWhile this will be a cost effective measure to reduce Distrigbloyedime in the

screening process it will significantly incred3EIR staff time in prescreening applicants on job related criteria to reduce the numbsrede

to search committees.

6) Established a goal tevive and creat addedfeatures to a new faculty internship program. This is an ambujicalsequiring

coordination with various units within the college and external to the college as we péttinather local educational institutions.

In many areas the workload has increased and in some cases the addition of new functions has impacted staff in nethevagsignthent
of new tasks.
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In addition to the information above we have increameadactivity in the employee relations area. The District has taken on responsibility for
handling disciplinary cases and associated training related to discipline and are now active partners at the bargaiDisgipdible activity

since we have atted tracking this reflects 14 formal disciplinary actions occurring in 06/07; 19 in 07/08 and we expect approximately the

same in 08/09This responsibility requires expertise in due process laws; training for managers and providing them with testaieres

to perform this critical function effectively. We have taken this responsibility on effectively and have complementedtibis fith legal

consultation as the case warranted further review and legal input. We expect this area to graet iof itimpe to staff in handling the varied

i ssues involved in guiding managers to adequate comnmmeloussi ons to
fii nformal 060 advice that staff r e csehatare resnined with the union(spbefordthey hbesomafarmal t h e
issues for the District to handle.

t

b. Has technology made it possible to do more work with the same staff? Or, has technology increased your work load (adding web features
which need updating for example)?

In a department which is implementing new technology there are both positive and negative impacts. For example oplicarine ap
tracking system as discussed in a 4) above, is resulting in larger candmtader most positions. Tk impacts DHR staff time in screening
applicants. Additionally our Unit Assessment describeteim #6 of this program review free search committee time in search process to
enable them to focus on most competitively qualified applidanidl positively impact search committee members time and will increase
DHR recruitersd time in the screening of candi da t(reducgseanch p s . We
committee timgandto empower human resources staff tonbare intimately involved in identify leading candidates. Technology
advancements enable us to do things that we had done manually via automated methods now but it also enables usrigdake loavini
never done beforei.e. web page developmenttianet page development, documiemging online benefits,onlineemployee access to
information onlinetraining and conferencesechnology also creates the ability and neecbllect DHR metric information in a variety of
means for a variety of pposesto assess staff demographimsassessecruitment activityto monitorsearch committee screening statistics,
and monitorapplicant flow. All of which creates new duties f&IHR staff. In some of these cases, the use of new technology resuétw i
assignments not done before. Many of the examples above are topics we are considering but are definitely being discirgsedah
strategic planning and will become part of our day to day functions. So we believe that continued uselofyechich enables us to
provide new and varied services will increase our workload.

c. Does the workload have significant peaks and valleys during the fiscal year? If so, describe.
We have sever@reathatarei mpact ed most bdg A@PHRKkS samdak spaolnlseypwd e for staff dat a
office each Oct/Nov. This requires an exceptional amount of staff time because the HR Datatel data must be revieveed dodivegtate

specifications. IT has been assisting i ways to reduce the time commitment. The push for faculty hiring for the new fiscal year comes in
thespringterms and causes an increase in recruitments. Seasonal assignmentsctighadions like lifegquardacrease workloadta
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varioustimes. Also preparation for the beginning of new school terms typically impacts faculty recruitment efforts to get classes covered.
This impacts our adjunct hiring activity the most. Otherwise our recruitment and other Diversity and Human Resoueractuitifairly
constant during the year.

If your workload is increasing and resources will not allow for increased staffing, how do you anticipate being able to ameliorate the negative
consequences of too much work and maintain a positive atmosphere in your unit?

During the last two years we have taken efforts to evolve to a full service Diversity and Human Resources Departmerd.m&de ha
improvements in recruitment and selection services; we have become active partners in the labor negotiasspg/p have enhanced our
services in equity and compliance functions, we have enhanced our services in 504 coordination and ADA and ergononte complian
services; we have improved our delivery of service in grievance/discipline handling; we haveedrtharttaining efforts; we have taken on
classification and pay initiates in a significant way; we haaelded benefit services to DHR; we have added Scan services in DHR; we
have created an online applicant tracking system; we are much stroatggistpartners with the executive leadership of the District and we
have become more involved in serving our managers operational needs josymutuitment and employee processing. This has all been
accomplished with minimal increases in staffinithe resources we are requesting are not supported, we will continue to strive to provide
these services at an adequate level with our existing leadership staff but will be hard pressed to provide optimunofevetiseppany

new areas we are focuogion to be a best practice DHR Departmertn. order to execute on the DHR strategic plan and the goals listed in
item #4 of this document, DHR staffustdo most of the legworfor new programs, creating them antblementing thenmn addition to

required duties This is necessitated as we do not have adequate resources within our operation to handle the many new things we want to
implement. The nature of DHR work is n@redictable With over 2,700 employees district wide, the number of DHR issregirg from
leaves, discipline, terminations, employee relations and others fluctuates dailgdriinéstrators/managevdthin DHR are truly hands on
working managers and do not have enough resources or time to devote to planning at the higheo Eweliorate this dilemma requires
support for our program review requests.

Diversity, Equity and Compliance (DEC):

Recent changes in laws, state and federal reporting requirements and district organizational structure have incre&tzatithadvor
reporting demands for this area of the department.

1. As aresult of a 2007 OCR audit the Director of DEC is now the Section 504/ADA Officer for the district which expandmuktioé sc
compliance monitoring including program, facility and electronic madccess.

A

2. As a result of a State Chancellorés Office requirechBECts for the
now the EEO Officer for the district which expanded the scope of review and compliance monitoring ofithe tlisirs hi ri ng pr oces
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addition, the EEO plan requires the development of regular and systematic reporting of workforce and new hire demodraphics an
implementation of measures to assure achievement of EEO objectives.

3. The development of a district orgaational structure brought the DEC office into the newly formed DHR department in 2006. The
responsibilities of the DEC office broadened to connect more effectively with HR functions and to provide more seandessproceal
with discrimination andharassment at all locations within the district. Increased participation in recruiting, training and program
development, such as the diversity initiative, have enhanced service throughout the district.

The increased workload created by these changkbenilngoing and will continue to grow as the district grows. Three years ago this office
primarily supported the RCC campus with some support for other sites. Moving DEC to a district function has expancdelthtiodé bre

service. Changing laws and extal agency reporting requirements have extended the depth of service provided by DEC. Failure to add a
DEC analyst position risks missing required reporting deadlines and diminishes services to district employees and students.
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Unit Name: Diversity and Human Resources

8. Staff Needs
NEW OR REPLACEMENT STAFF (Administrative or Classified)

List Staff Positions Needed for Academic Year 2009/2010

Annual TCP*

Please be as specific and as brief as possible when offering a reason. Place titles on lisin order (rank) or
importance.

TCP for employee

1. Department Receptionist -- Classified

Reason: To serve as first point of contact for all visitors to DHR and the RCCSO building; to provide assistang
direction to applicants regardimg-line application process, to provide general clerical support to office staff ang
DHR managers, to answer general inquiries and incoming calls.

$35,280 (salary)

$6,597 (fixed charges)
$17,073(avg. annual ins.
benefit cost)

TCP $58,950

2. Associate Director/Manager Human Resources - Classified

Reason: To supplement administrative level support regarding disciplinary issues, Skelly processes, contract
compliance, employee relations, training/professional development and other human resources issaes. We
enough staff to cover the hiring process but we have very little time to address all of the other HR issues rega|
approximately 140 administrators, 500 classified s#ff) shortterm, 385full-time faculty andL280parttime

faculty. It isvery difficult with the staff we currently have to deal with these issues in a timely and efficient mar
These issues are extremely complex with legal and liability issues for the district.

$78,500 (salary)
$14,680(fixed charges)
$17,073 (avg annual
benefit cost)

TCP $110,253

3. DEC Analyst i Confidential (restructure of existing position)

Reason: Develop summary reports for complaint process; utilize DATATEL and PeopleAdmin to research ang
develop reports for DEC projects; utilize ACC Verify tongeate a distrietvide web page accessibility report and
advise classified employees on ADA compliant fixes; generate data reports from DATATEL and People Admil
EEO compliance reviews; update and maintain DEC web site and electronic newsletter;guovidstrative suppor
for campus diversity committees and district council on diversity and equity.

$10,980 (salary)
$2,053 (fixed charges)
TCP $13,033

4. Human Resources Analyst T Confidential

Reason: Serve as a liaison to Moreno Valley and Norcdegs for DHR needs; Provide weekly onsite services af
each college; Assist in the administration and development of DHR programs i.e. Health and Wellness Progrg
Safety and Leadership Academy.

$55,308 (salary)
$10,343(fixed charges)
$17,073( avg. anmal ins.
benefits cost)

TCP $82,724

* TCP = fATot al Cost of Positiono for one year i s tshinetreplacenientpdsitioashalsaver age
require space and equipment. Please speak with your c&8upimess Officer to obtain accurate cost estimates. Please be sure to add related office space,

equipment and other needs for new positions to the appropriate form and mention the link to the position.
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Unit Name: Diversity and Human Resources
10.Equipment (excluding technology) Needs Not Covered by Current Budget

*
List Equipment or Equipment Repair Needed for Academic Year 2009-10 ARALEL TSR
Please list/summarize the needs of your unit on your campus below. Please be
as specific and as brief as possible. Place items on list in order (rank) or Costper | Number | Total Cost of Request
importance. item Requested
1. Office Desk and Chair
Reason To support requested Associate Director/Manager position in section $4,000 1 $4.000
above.
2. Desk and Chair $2,600 1 $2,600
Reason To support requested HR Analyst position in section 8 above.
3.
Reason:
4.
Reason:
5.
Reason:
6.
Reason:
* TCO = fAiTot al Cost of Owner s hiogtforoheoyearPease spgak vaith your sampub Busiress Officerdd obtaimaccarate r a g e

cost estimates. Please be sure to check with your department chair to clarify what you current budget allotifnesquiigreent needs are linked to a position
please b sure to mention that linkage.
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Unit Name: Diversity and Human Resources

11. Technology Needs Not Covered by Current Budget:
NOTE: Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc)
Submitted by: Title: Phone:
Annual TCO*
. Has it
Program: Location Is there How
A New(N or New%N)or (i.e Office, existing many bee_)n
Priority EQUIPMENT REQUESTED Replacem Continuing | Classroom| Infrastructure| users repaired
ent(Rp Q2 etc.) p served?| freauently | Costper | Number | Total Cost
) T ) ) ? item Requested| of Request|
1. Computers for DHR office. $1,700 |3 $5,100
Usage / The computers that curresiaff isusing DHR
Justification | are approximately 5 years old. R Office 3
2. Teleconfeencing Equipment (incLCD $57,000 | 1 $57,000
Usage / projector,TV, screen, speaker, mounting
Justification | gear etc)
We want to make our ¢
of the Arto as possib
geography grows and we could be much more|
efficient by using teleconferencing capabilities
for certain meetings and even training progran
We want our room to be as professional and
aesthetically pleasing as possible as we use th
room for New Employee Orientation, staff
meetings, small trainingses i ons or
meetinggwhere current technology is
importan), and other District meetings involving
staff, administration, and employe&ghile one
time installation costs may seem high, the offs
in cost of staff in DHR and those within the DHR
District will far exceed this initial set up cost. | N Office
3. Computer, phone and other office $250 |2 $5,000
Usage / Equipment for Manager and HR Analys| DHR
Justification | position requested in section 8 above. | N C Office Yes 2
* TCO = ATot al Cost of Ownershipo f or Ptasespsakwith your sampub Business Officerddf obt@maccaratee r a g e

cost estimates. Please be sure to check with your department chair to clarifpwbatngnt budget allotment arf.equipment needs are linked to a position
please be sure to mention that linkage.
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Unit Name: Diversity and Human Resources

10. Facilities Needs Not Covered by Current Building or Remodeling Projects*

List Facility Needs for Academic Year

Annual TCO*

(Remodels, Renovations or added new facilities) Place items on list in order (rank) or
importance.

Total Cost of Request

1. Modifications to DHR Conference Room.

Reason:The room is ged for employee relations meetings, DEC Investigate interviews, New
Employee Orientations, staff meetings, District and internal committee meetings, meetings v
third party vendors, and a variety of other function. Modifying the room would allowdjdviore
efficiency by moving equipment off floor and table to wall. 2) Create ability to teleconferencg
District, college campuses, and external staff. 3) Create privacy to use room for confidentia
matters.

10,000

2.
Reason:

3.
Reason:

4.
Reason:

5.
Reason:

6.
Reason:

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities yalreadg sréhe planning stages.
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Unit Name: Diversity and Human Resources
11. Professional or Organizational Development Needs Not Covered by Current Budget*

List Professional Development Needs for Academic Annual TCO*

Year . Reasons might include in responsé\tdO
assessment findings or the need to updkités. Please & as specific and as brig
as possible Some items may not have a cost per se, but reflect the need to § Cost per | Number
current staff time differently. Place items on list in order (rank) or importan]  item | Requested | Total Costof Request

1.
Reason:

2.
Reason:

3.
Reason:

4.
Reason:

5.
Reason:

6.
Reason:

*|t is recommended that you speak with Human Resources or the Management Association to see if your request can berrast hittget.
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12. OTHER NEEDS not covered by current budget

Unit Name: Diversity and Human Resources

List Other Needs for Academic Year

Annual TCO*

Please list/summarize the needs of your unit on your campus below. Pleasé
specific and as ef as possibleNot all needs will have a cost, but may require
reallocation of current staff time. Place items on list in order (rank) or import;

Cost per
item

Number | Total Cost of Request

Requested

1. PeopleAdmin Software Licensing Fees

Reason: Theonl i ne hiring system was appr
the Spring on 2007. DHR did not receive additional budget in 2007 but since
was identified as an egoing need that benefits the entire district our budgsttar
be augmented for the annual software licensing fees but was never adjusted.

08 Fee
$23,900

1

$23,900

2. Budget line for employee 504/ADA accommodation requests

Reason Currently no budget to provide legally mandated accommodation
requests. Theistrict is responsible for providing accommodation for employee
disabilities

$3,000

$3,000

3. Staff Development/Training Budget

Reason:The district was given state money three years ago to use for faculty
and management training. DHR admiered the training dollars for staff and
management and offered several training programs. We are currently workin
additional staff development opportunities and a management leadership acs
However, without any dollars in our budget to provigening this commitment
will be difficult.

$25,000

$25,000

4. Relocation Expenses for New Chancellor
Reason:This is a one time expense that will be negotiated by the BOT but sh
not have to babsorbedn the DHR budget.

$50,000

$50,000

5

Reasn:
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Background Information

“ Efficiency is doing things right, effectiveness is doing the right things”
— Peter Drucker

What is District Administrative Unit Program Review?

District Administrative Unit Program Review is a collaborative geetting and assessment
process designed to help improve and refilgrict services. It is intended to be flexible,
collegial, relevant, practical, and should result in a clear sense of direction and accomplishment
for participants. Alldistrictservice area6 her eaf t er distrectfaedmrn end stt o ad s vie
undergo selstudy as part of a process that results in a comprehensive assessment of institutional
effectiveness When completed the unit representatives will present theirsteliy to the
District Program Review Committee foreview. Members of the District Assessment
Committee will providethe Program ReviewCommitteewith recommendations regarding your
future assessment plan3he linkage between program review and strategic planning is now
fully operational. Thus, resource allocations and planning for your unit will be directly impacted
by this plan.

District Administrative Units will be asked to update their program review document annually.
It is anticipated that the same format wik used and updates should require only minimal
editing.

The most importanéxtrinsic purpose of this review isfor you to receive the resources you

need (equipment, staff, etc.) and to meet accreditation standardsinfiriesic purpose of the
seltstudy process i$o help district administrative units clarify and achieve their goals. In
addition, the process aids units in strengthening the bonds within the district and fostering
cooperation with instructional units.

The major objectives of Prograne®ew are to:

1. State program goals and align future goals withDistrictd s mi s Strategic a n d
Plan

2. Collect and analyze data on key performance indicalissict Service Area
Outcomesprogram activities, and accomplishments.

3. Examine and documertie effectiveness of student support and administrative
services.

4. Develop recommendations and strategies concerning future program directions and
needs (e.g. budget, staffing, and resources).

5. Comply withAccreditation Standard&ederal and State law, Titte Student Equity,
VTEA, matriculation (including prerequisite and-aquisite standards), ADA
(American with Disabilities Act), and other legal or certification requirements.

This process is NOT designed to result in a comprehensive master planrfanioli is

designed to deliver a brief, annual, strategically oriented program review, outcomes
assessment plan, and resource needs list.
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Program Review Checklist

Date Completed Action

Attend District Administrative Program Review Training if nedd

Schedule a meeting with yoBrogram Review Team

Gather documeniscludingkey performance indicators, such as
annual operating budget, expenditures, number of service recipig
survey resultsgtc., in order to confirm its observations regardiag
activities, accomplishments, needs, etc

Determine if additional research is needed, and contact Institutio
Research as needed

UpdateProgram Review repods needed

Review the report to ensure that appropriate assessments are in

Meetwith others preparing District Administrative Program Revie
documents to review their draft reports and determine if there arg
opportunities for collaboration that will enhance efficiency,
effectiveness and reduce costs. Where these opportunitiesheyist
are reflected in final unit reviews. (An all day meeting will be
scheduled in JanuaiyPlease hold January 29, 2009.)

Submitthereport toyour Vice Chancellor and to tli&rogram Review
Committeevia Kristina.kauffman@rcc.edwho will forward it to the
Strategic Planning Committees other units and pastthe Web.

How Program Review Integrates with Planning

Planning i Self-study documents are intended to be key drivers informing the Destidctach
campusod6 strategic planning process. District
annually and serve as a vital component in the planning and budgeting process. Each District
Administrative Unit review will reflect requests and initiagwaentioned in Annual

Instructional Program Reviews, Campus Administrative Unit Programs Reviews, and Campus
Student Service Program Reviews as appropriate (see chart and timelines at the end of this
document). Completed reviews will be shangth the Detrict Strategic Planning Committee

(SPC) and made available to the entitstrictonline The results of discussions in the planning
committees are intended to link into budget planniAdlow chart showing the linkages

follows.

Program review andssessment are the cornersgwfeplanning. ThdBoard has endorsed
Strategic Themes including:

e Student Access
e Student Success
e Service to the Community
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e System Effectiveness
¢ Financial Resource Development
e Organizational and Professional Development

Progamreview provides a means through which units set goals and objectives that support the
d i st planscthrodigh focusing on the studentedsarner. Be sure to review the plan and
reflect upon the work of your unit in relationship to the themes aatkgtes in the plan.

The District Strategic Plan 2008-2012 is available online at
http://www.rcc.edu/administration/academicaffairs/effectiveness/planning.cfm
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District Administrative Program Review

Overview of District Strategic Planning Process Structure
Additional Charts by Campus and District lllustrate Flow and Feedback Loops

Instructional
Program
Review

Analysis by

Disciplines on
Each Campus
Annually and
District wide
every four years

Administrative
Program Review
(Campus and District)

\_/_\

Student Services
Program Review
(Campus and District)

\_/_\

Program Review
processes provide
foundational documents
for planning

Academic
Senate

Moreno Valley Strategic
Planning
Committee

President&
Cabinet

Subcommittees including
1. Institutional Mission and Effectiveness
2. Student Learning, Programs and
Services

3. Resources

4. Leadership and Governance

Moreno Valley
Academic Planning
Council
Includes
Department Chairs and
Academic Deans
(meets monthly)

(The full committee meets monthly and as
needed)

District Strategic
Planning

President& Committee

\ 4

Cabinet

by ittees including
Institutional Mission and Effectiveness
2. Student Learning, Programs and
Services

3. Resources

4. Leadership & Governance

(Meets monthly or as
needed)

(The full committee meets monthly and as
needed and includes all staff, faculty and
administration)

Riverside Academic
Planning Council
Includes

District Executive

Department Chairs and Cabinet
Academic Deans - . - (Meets weekly or as
(meets monthly) Riverside Strategic needed)

Planning
Committee

Subcommittees including:
Financial Resources

Human Resources

Instructional Programs.

Institutional Mission and Effectiveness
Library and Learning Support

President&
Cabinet

District Academic
Planning Council

Includes
Physical Resources
L DepartmentiChallSiBiy Student Support Services
Academic

Technology
Leadership & Governance

(The full committee meets monthly and as
needed)

Administrators from
throughout the district
meets twice each year

W@N@OEON R

The Chart Above is a Conceptual Draft &
does not fully reflect the complexities of the process
(see Appendix D for campus and district process charts)

Board of Trustees
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District-Wide
Comprehensive
Instructional
Program Review

Campus Based
Annual
Instructional
Program Review

Moreno Valley Campus

Strategic Planning Process
2008

(Processes may vary by campus)

A

Lpp|

Campus Annual
Student Services
Program Review

Academic Planning
Council
Recommendations
and Prioritizations
Based on Program
Reviews

A

District Administrative Program Review

Academic Senate
(Information Item)

Administrative Unit
Program Review
& Analysis of
Operational vs
Strategic
Decisions

Institutional
Mission &
Effectiveness
Subcommittee

President®
Cabinet
(information item)

Co-chairs
Delegate to
Strategic Planning
Committee(s)

Student Learning,
Programs and
Support Services
Subcommittee

Resources
Subcommittee

Campus

Strategic

Planning
Committee

District
Strategic
Planning

Committee

Leadership and
Governance
Subcommittee
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District-Wide
Comprehensive
Instructional
Program Review

Student Services
Program Review

Campus Based
Annual

"1 Instructional
Program Review

Administrative Unit
Program Review

Equipment &

Staffing

Positions

Equipment Requests

Equipment &
Staffin

Norco Campus
Ranking Process
January 2008

(Processes may vary by campus)

Student Services
Planning Council
(Develops Ranking
Criteria, Ranks
Staffing/Equipment
Needs)

District Administrative Program Review

Academic

Faculty Needs)

" Reviews/Revises/

Planning Council Capn?;)::i:trgtg_glc
(Develops Ranking Chai?s
Criteria, Ranks (Review/Revise

Priority Lists)

A

Department
Faculty
(Ranks Equipment
Needs)

Administrative
Planning Council
(Develops Ranking
Criteria, Ranks
Staffing/Equipment
Needs)

Norco Strategic
Planning

Committee
(Conducts Open
Hearings,

District Strategic
> Planning
Committee

Approves Priority

Lists,
Forwards Lists to
President
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Sample Campus
Riverside City Strategic Planning Process

2007-2008

(Processes may vary by campus)

Administrative Unit
Program Review

Institutional
Mission &
Effectiveness

Subcommittee

District Administrative Program Review

Instructional
Programs
Subcommittee

Student Support
Services
Subcommittee

s

District-Wide Campus Based Campus Strategic Campus Strategic District Strategic
Comprehensive Annual [ Academic \ Planning Bl . Planni
Instructional g Instructional “\_Planning Council / Executive Library Resources X g anning
Program Review Program Review Committee* Subcommittee Cenmmiize Committee
A A A A

Student Services
Program Review

* Membership - Vice President Academic Affairs, Vice
President Student Services, Vice President Business
Services, member of CSEA, and the Co-Chairs of
Academic Planning Council

Purpose i Disseminate program review data to the
appropriate strategic planning subcommittees

Human Resources
Subcommittee

¢

Physical
Resources
Subcommittee

Technology
Resources
Subcommittee

Financial
Resources
Subcommittee
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District Administrative Program Review

Academic Affairs Executive Cabinet
Campus - Creates Final
. Cemos Student Services . _Dlstn(_:t " Budget
Comprehensive Annual Program Review Administrative Unit prioritization
o Instruct;)na_ll In;tructlonal (due mid summer) Pror(;:]_r?]nj Rle\(/jlew | Chief of Staff ¥ and distinguishes District Strategic
rogram Review rogram > _ (which includes operational from Planning I—»| Board of Trustees
(by discipline) Review - ) ] Student Services) ] . :
8 Administrative Unit Strategic Planning Committee
(due in . (due Feb 1)
spring) Program Review ; Requests
pring (due late summer) Vice Chancellor
. Admin & Finance

v

Vice Chancellor
Human Resources

Vice Chancellor

Vice Chancellor
Student Services

District Level Program Review and Budgetary Linkages

—

In January
Associate Vice Chancellors and Deans 1
who Directly Report to Vice Chancellors
and the Chief of Staff meet to review
their draft reports and determine 9
if there are opportunities for collaboration
that will enhance efficiency, effectiveness
and reduce costs. Where these opportunities
q0 exist they are reflected in final unit reviews.

T

Vice Chancellors review requests
and prepare their prioritized budget
requests.

¢ @ 6 6
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District Administrative Program Review

Appendix A: Service Area Outcomes

The Institutional Effectiveness Model

District or College Mission Statement

Strategic Initiatives/Plan for t%e District or College

Unit Mission Statement

Service Area Outcomes

Method(s) of Assessment

Criteria for Success

9]9AD 1UBWISSISSY

Assessment Results

Use of the AssessmInt Results

What are Service Area Outcomes?

Service Area Outcomese the result aspecific programmatic, operational and
adminigrative activities. They may providemeasures of program quality or the
degree to which administrative goals are achieved. They are not directly rel
to student learning, but they support activities which ultimately lead to stude
learning.

Examples of Service Area Outcomes:

1. Provide computer lab resources and instructional support services which meet
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District Administrative Program Review

Examples of Service Area Outcomes Assessment Methods

What might success look like?

1.

. Community College Survey of Student Engagement (CCSSE)

. Survey of Organizational Excellence

. Benchmarks set by national, state, or peer organizations

. External measures of performance or quality, e.g. the Association of Research

. Production of Reports which are acceptable to federal, state, accrediting ageng

needs of administrators, faculty and students.
Design success measures for the academic progress to be used as part of inst
effectivenessneasures, complete research to analyze these measures and issu
report to the District.

Enroliment of students will be completed accurately and in a timely manner.
Students will report satisfaction with nine out of ten measures of satisfaction fot
reportng their satisfaction with advising services.

Provide flu shots for 3,000 students.

Create and online tutorial for online students that results in 20% fewer phone c
the help desk per 1000 students.

Tracking the Use of a Service (e.g. hits on a website, use of computer technolqg
Satisfaction surveys

Graduation rates

Retention rates

Establishing timelines and budgets
Recruiting results

Tracking program participation

Tracking complaints and hotley are resolved

Library Index which ranks university libraries.

the Board of Trustees
a. A program outcome could be the completion of a project or activity. This ty
outcome does not provide infoation for improvement, however. As a resilt
is usually more meaningful to assess what the project or activity is intended
accomplish.
i. For exampleif the goal of the College Police is to install call boxes th
might measure the success of thisject by:
1. Surveys to measurgudents belief that they are safer.
2. An actual reduction in crime in the locations where the call
boxes were placed.
3. Areport that the project was completed on time and within
budget.
4. From an Institutional Effectiveness stipoint the desired
outcome is not to buy and install equipment or to hire new
personnel but it is what is to be accomplished with them.

Feedback from the annual survey will indicate that 60% of the users using the 1
implemented technology services will be very satisfied or extremely satisfied wi
the services.

Success measures for the academic progress used as part of institutional effeg
measures are reported to be found useful by academic units accordingr&mpro
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District Administrative Program Review

review documents.

3. The criteria for success will be the completion of at least 92% of degree plans \
10 working dag with errors in fewer than 1% of all degree plans.

4. Sixty percent of the students who participated in library training will repattthey
are satisfied or very satisfied with their ability to use library resources.

5. Eighty percent of students using the advising center will report that they are sat
or very satisfied with the advising they received.

It is best to set realistmutcomes, so that successfulcremental improvement can be shown or
currently high success can be maintainéda target is not reachékatdoes not mean a prograr
is weak or ineffective, particularly if increasing demand for the service has pladgtdredd
strains on thel n § resources. Instead the information should be used to make changes in
program or service, or to request additional resources as needed to improve the outcome
move it toward the target.

Good assessment practice isive more than one success criterion to attemdentification of

areas where improvement in the quality of a program can be made. For exatingle

Admi ssions Department has as a igGoanetolog wilt

beconpl et ed accurately and in a timely man
of at least 92% of enrollments within 3 working days. A secondary criterion might be that g
80% of the responses to the questions concerning student satisteititbe either (a) Definitely
yes or (b) Yes to the question of satisfaction with the specific processes asked about.
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District Administrative Program Review

Self i Assessment/IE Evaluation Form for Administrative Units

If may be helpful to complete the followirsglf-assessment tool with the members of your un

a means of asseasg your report prioito its annual submission

Administrative Unit:

Reviewed by:

Date Reviewed:

Review Criteria

Section I: IE Assessment Plan

Yes

No

Wer e any ooltcomes sdrriedyoeeafrom st year?

Does the unit mission clearly link to the college Mission?

Do the Unit program outcomes clearly link to the college Strategic Plan goals

Do the Unit program outcomes clearly link to the college Strategit Pla
objectives?

Is each Unit program outcome:

Clear and specific?

Appropriate to the Unit?

Measurable/quantifiable?

Are multiple methods used to assess SLOs or AUOs?

Are direct assessment measures used?
Identify them:

Are indirect assessment measures used?
Identify them:

Are the assessment methods appropriate for each outcome to be evaluated?

Do the methods for assessment provide information that can be used for
improvement?

Are success criteria idéfied for each outcome?

Are the criteria appropriate for each outcome?

Are the proposed evaluation methods incorporated into the activities of the u

Section I1: Results

Did the assessment provide enough information to determine if outcotheséma
achieved?

Do the results provide information for decisions for improvement of each outc

Are recommended improvements based on assessment results?

For outcomes that were carried ove
made?
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District Administrative Program Review

Appendix B:
The Legal and Professional Basis for Program Review

TITLE 5, Section 51022(a)

The governing board of each community college district shall, no later than July 1, 1984, develop, file with
the Chancellor, and carry out its policies for #stablishment, modification, or discontinuance of courses

or programs. Such policies shall incorporate statutory responsibilities regarding vocational or occupational
training program review as specified in section 78016 of the Education Code.

ACCJC STANDARDS

Standard 1B. Improving Institutional Effectiveness
The institution demonstrates a conscious effort to produce and support student |eaeateqeasures
that assess how well learning is occurring, and nchk@ges to improve student learning. Tistitution
also organizes its key processes and allocates its resources to effectively support student learning. The
institution demonstrates its effectiveness by providing 1) evidence of the achievement of student learning
outcomes and 2) evidence osiitution and program performance. The institution uses ongoing and
systematic evaluation and planning to refine its key processes and improve student learning.

1. The institution maintains an ongoing, collegial, sefiective dialogue about the contingou
improvement of student learning and institutional processes.

2. The institution sets goals to improve its effectiveness consistent with its stated purposes. The institution
articulates its goals and states the objectives derived from them in measurablsoténat the degree to
which they are achieved can be determined and widely discussed. The institutional members understand
these goals and work collaboratively toward their achievement.

3. The institution assesses progress toward achieving its statecagdattakes decisions regarding the
improvement of institutional effectiveness in an ongoing and systematic cycle of evaluation, integrated
planning, resource allocation, implementation, anéva@uation. Evaluation is based on analyses of
both quantitativend qualitative data.

4. The institution provides evidence that the planning process is-basedi, offers opportunities for input
by appropriate constituencies, allocates necessary resources, and leads to improvement of institutional
effectiveness.

5. The irstitution uses documented assessment results to communicate matters of quality assurance to
appropriate constituencies.

6. The institution assures the effectiveness of its ongoing planning and resource allocation processes by
systematically reviewing amtiodifying, as appropriate, all parts of the cycle, including institutional and
other research efforts.

7. The institution assesses its evaluation mechanisms through a systematic review of their effectiveness in
improving instructional programs, student supperviges,andlibrary and other learning support
services.

EDUCATION CODE, Section 78016

(a) Every vocational or occupational training program offered by a community college district shall be
reviewed every two years by the governing board of the distriebsure that each program, as

demonstrated by the California Occupational Information System, including theLStateCooperative

Labor Market Information Program established in Section 10533 of the Unemployment Insurance code, or
if this program is nbavailable in the labor market area, other available sources of labor market
information, does all of the following: (1) Meets a documented labor market demand. (2) Does not
represent unnecessary duplication of other manpower training programs iagh&ats of demonstrated
effectiveness as measured by the employment and completion success of its students.

(b) Any program that does not meet the requirements of subdivision (a) and the standards promulgated by
the governing board shall be terminateithin one year.

(c) The review process required by this section shall include the review and comments by the local Private
Industry Council established pursuant to Division 8 (commencing with Section 15000) of the
Unemployment Insurance Code, which reviend comments shall occur prior to any decision by the
appropriate governing body.
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