ANNUAL ADMINISTRATIVE SERVICES PROGRAM REVIEW AND PLANNING PROGRESS

Brentwood Center
FALL 2008

1. What is the status of the objectives identified in your Fall 2006 Action Plan: Program Priorities and/or your Fall 2007 Annual Progress Plan? Please be as complete as possible. Add rows as necessary:
	OBJECTIVE

(Fall 2007 Operational Plan)
	COMPLETED, REVISED, IN PROGRESS, ETC.
	COMMENTS

	1 Curriculum-Schedule Development

	Each semester looking for growth areas; Students requesting more GE/transfer courses.   In contact with departments to add sections: in SP07 we had 116 sections; added 3 additional classrooms SP08 grew to 134 sections, SP09 143 sections with potential space to grow to 150.  Business/Computer Science classes in Brentwood showing good numbers.  Asking for additional sections in those areas.  CHDEV, FIRE & ADJUS expanding each semester.  Increase Weekend College Courses.
	Potential growth to 200 sections by adding more classrooms next door.  President Garcia in dialog with City and District for approval of additional expansion into next door facility while waiting for new permanent facility.


	2 Expand student support services
	Requested Additional General Counseling Hours; Requested advising through DSPS Office & EOPS.  R&W Consultants now offering 6 hours per week: request increase to those hours.  Tutoring now offered 7 hours per week, to increase SP09.
Adding limited Library services including book loan program.

Math Lab Hours increased FA08, Math Lab Coordinator (hourly) hired FA08 to accommodate more hours/growth of students utilizing services.
	Counseling Office Computer needs to be upgraded (approx. 5 years old).  
Adding Services in Brentwood benefits students who have difficulty going to main campus.  
Book Loan program through Library especially valuable for students with financial needs.
R&W Consultants should have own lab setting to work with students (currently using individual offices): Look at adding Classroom Lab setting to accommodate tutoring and study hall with a R&W Center

	3 High school relations

	Held workshop at Brentwood Center with local high counselors in FA07 covering Special Admit & prerequisites.  Follow up session in SP09.
	High schools:  Liberty, Freedom, Heritage 

	4 Faculty Involvement

	Planning activity in FA08 on strategies for student retention.   Additional activities planned for SP09
	Good Faculty participation in new student club activities (Rotaract Club Chartered SP08), including food and blood drives, November 08.  Faculty+Students+ in Community=Community College

	5 Develop a retention/persistence workbook

	Putting together documentation and reference materials for use in retention/persistence program.  ie.  Have been testing a variety of methods to develop program such as motivational signs created and posted throughout building to encourage students to keep up with studies; faculty were given cards to hand out to students to encourage open communications and “see me” for help;  “Teaching & Learning Going On” signs posted on all classroom doors”, etc.   
	Will address during planning activities.

	(New Initiatives from 2007)
	
	

	Office Staffing
	New Full-time A&R I hired 7/1/08 through RAP process.  Secured computer station for new hire, but not a desk/work station.
	Require modification of Counter in Main office to accommodate New Full-Time A&R Position with appropriate level of work space.  

	Technical Staffing
	Will request in upcoming RAP classified hourly assistance to help with AV/Media Services & Computer services including lab assistance and classroom setup, assistance to faculty with media and instructional equipment.
	Currently front office staff takes care of all Media/AV needs of faculty and students.  Demands of learning new equipment and maintaining and training faculty takes time away from office work.  Classified Hourly help specifically for this area would speed up service to faculty and students, and be more efficient.

	Replacement of Computers
	12 Office computers were replaced with final computers up and running FA07.
	

	Request 30 – 35 classroom computers
	Plans in place to upgrade room 9 lab in SP09.
	

	Establish Adequate Budget
	No Budget Updates to report except revised contract with City of Brentwood for additional janitorial services due to heavy traffic/growth of student body.  Janitorial services are contracted out through our Lease agreement with City – added to contract for additional daytime Janitorial services eff. 11/08

Review budget to promote better understanding of fiscal needs, identify avenues for funding.

Brentwood met FTES For Center Status.  Reached 1000 FTES for 08/09
	

	Vineyards vs. Brentwood Blvd.
	President Garcia hired Consultant – the focus for the permanent location is shifting from Vineyards to Brentwood Blvd. Corridor.  Consultant scouting out properties for new location, should have more information on property  SP09
	

	Educational Lab
	RAP Proposal FA07.  It was determined that additional lab would take away from much needed lecture classroom space.  Decided to upgrade Room 9 Computer lab instead.  Upgrade slated for SP09.  
Room 7 established as a Math Lab only. Math Lab hours extended; hired hourly Math Lab Coordinator FA08.
	May address additional computer lab again if added expansion into next door takes place.


2. What are new objectives that you have identified as a result of changes in the environment, data or other since Fall 2007?

	OBJECTIVE
	ACTIVITIES
	DESIRED OUTCOMES
	LEAD
	TIMELINE

	1 Look into additional expansion next door.  
	Already Expanded 3 new classrooms for SP08.  Hoping to add additional classroom/office space to accommodate growth for next 5 years before new permanent site is ready
	Will grow to possibly 200 sections by adding 2 – 3 more “smart” classrooms, and/or 2 classrooms and a tutor/reading-writing lab.
	Peter Garcia, Thais Kishi
	SP09 – FA09

	2 Upgrade Technology in Classrooms
	Upgrade Rooms 8, 9, 10 & 11 to “smart rooms”.  Currently rooms 9 & 10 have outdated teacher’s computer stations.  Still using older TV units with VCR/DVD in most rooms.

Also need to upgrade two Laptops for use with portable LCD projectors.  If unable to obtain additional smart room, should have a third portable laptop/LCD station.  
	Students and faculty always benefit from upgraded technology.  Brentwood should have level of technology already available at main campus.   (Brentwood students have commented on the lack of modern equipment here compared to LMC main campus!) Brentwood is currently far behind in technology in all but the three new “smart” rooms added SP08.  
The demand for modern presentation equipment is constantly growing.
	Thais Kishi

Cherry Li-Bug
	FA09

	3 Increase to Student Assistant Budget
	Increased student assistant hours needed to assist in office and instructional areas due to increased students and faculty.
	Additional student assistant to help with phones, supplies and giving out information and assistance to faculty would increase overall center efficiency. 
	Thais Kishi, Sharen McLean
	FA09

	4 Upgrade Classroom  Furniture
	Desks in Rooms 1, 2, and 11 were the original students desks brought over from the first Brentwood Center on Second St.  The desks are too small to accommodate most adults.
	New desks would be more comfortable and accommodating for students!  We often have to move larger (newer) desks into these three rooms to accommodate older students, leaving other rooms shorts on desks.
	Thais Kishi
	2010/2011

	5 Modify Counter Space for Office Staff
	Require modification of Counter in Main office to accommodate New Full-Time A&R Position with appropriate level of work space.  Additional Staff Chair.
	More efficiency in office operations.
	Thais Kishi
	FA09
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