


STANDARD IIIA: HUMAN RESOURCES
Introduction 
Santa Monica College’s faculty and staff members are the driving force for innovations, activities, and accomplishments that help the College achieve its Mission.  The dedication, commitment, and creativity of its human resources allow the College to establish and maintain exceptional programs and services that foster student success.  
The Santa Monica Community College District is one of five districts in the California Community Colleges system that has a two-pronged human resources structure, consisting of a District Human Resources Office and a Personnel Commission, as shown below. 
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[bookmark: _GoBack]The Office of Human Resources[endnoteRef:2] is responsible for overseeing the recruitment and hiring of academic personnel (both faculty and academic administrators), benefits, equal employment opportunity, select employment matters, all evaluation processes for management and classified personnel, and professional development of all employees. The Office also has responsibility for labor relations/negotiations and contract administration. [2: 	IIIA1_Human_Resources_webpage.pdf] 

The Personnel Commission Office[endnoteRef:3] is responsible for implementing the District’s Merit System, which includes a set of Merit Rules[endnoteRef:4] that govern the classification, recruitment, and selection of classified employees; promotional opportunities for classified employees; and other matters related to merit and the principle of “like pay for like work.”  While Personnel Commission staff are District employees, the office itself is under the purview of the five-member Personnel Commission and is not governed by the District. [3: 	IIIA1_Personnel_Commission.pdf]  [4: 	IIIA1_Merit_Rules.pdf] 

The Office of Human Resources and the Personnel Commission Office work as strategic partners to provide comprehensive services; ensure compliance with all federal, state, and local laws related to employment practices; and ensure adherence to the provisions of the District’s collective bargaining agreements.

IIIA.1	The institution assures the integrity and quality of its programs and services by employing administrators, faculty and staff who are qualified by appropriate education, training, and experience to provide and support these programs and services.  Criteria, qualifications, and procedures for selection of personnel are clearly and publicly stated and address the needs of the institution in serving its student population.  Job descriptions are directly related to institutional mission and goals and accurately reflect position duties, responsibilities, and authority. 
Evidence of Meeting the Standard
Santa Monica College has a well-defined personnel hiring process that has two equally important goals: 1) to select highly qualified individuals who have the appropriate education, training, and experience to provide and support the College’s programs and services and 2) to ensure equal opportunity among all qualified individuals interested in employment at the College.  The College’s administrative regulations (ARs), specifically AR 3120, Equal Employment Opportunity Program and Discrimination Complaint Procedure,[endnoteRef:5] outline the process by which both goals are achieved.  Key to the hiring process for all employee groups is an understanding of each position’s minimum qualifications which includes education, and experience requirements, essential functions, duties and responsibilities of the position, and the requisite skills, knowledge and abilities required.  Subject matter experts – working with Human Resources personnel for faculty[endnoteRef:6] and academic administrator[endnoteRef:7] positions, or Personnel Commission for classified staff[endnoteRef:8] and classified administrators[endnoteRef:9] – define these qualifications.   [5: 	IIIA1_AR_3120.pdf]  [6: 	IIIA1_Example_of_a_Faculty_Description.pdf ]  [7: 	IIIA1_Example_of_an_Administrator_Description_Dean.pdf]  [8: 	IIIA1_Example_of_a_Classification_Description_nonmanagement_Lab_Tech.pdf]  [9: 	IIIA1_Example_of_a_Classification_Description_Acct_Manager.pdf] 

As noted in AR 3120, job descriptions are developed on the basis of analyses that describe essential duties and bona fide minimum job requirements and minimum qualifications for all positions.  As part of the job analyses, programs and departments that are seeking new, replacement, or temporary positions use the College’s Personnel and Budget and Augmentation Request (PBAR) Form[endnoteRef:10] to document that the requested positions are aligned with the Mission, Goals, and adopted budget of the College.  Documentation may include evidence that details program expansion, new program development, and/or identification of new needs that require additional resources.  Academic job descriptions also include a requirement that applicants demonstrate sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students, faculty, and staff.   [10: 	IIIA1_Personnel_and_Budget_Augmentation_Request_Form.pdf] 

Job announcements are created from position descriptions or classifications.  Faculty and classified job announcements are publicly posted on the College’s website[endnoteRef:11],[endnoteRef:12] and through advertisements in numerous sources to assist with outreach and development of diverse applicant pools.  The Offices of Human Resources and the Personnel Commission monitor their effectiveness in recruiting qualified applicants from diverse backgrounds, making adjustments as necessary.  Human Resources and Personnel Commission staff verify the qualifications of applicants and newly hired personnel. They call references including applicants’ current supervisors, scrutinize official transcripts, verify employment histories, and review applicants via online and social media sources.   [11: 	IIIA1_SMCCD_PT_Faculty_Job_Postings.pdf]  [12: 	IIIA1_PersonnelCommission_Classified_Job_Opportunities.pdf  ] 

A standard system for hiring ensures that hiring procedures are consistently applied.  For example, when a department chair selects candidates to hire as part-time faculty, the department chair forwards the paperwork to the Dean of Human Resources, who verifies that the candidates meet the minimum qualifications.  For full-time faculty positions, all hiring committee members must attend an orientation meeting before participating in the hiring process, and there must be a faculty, non-voting Equal Employment Opportunity (EEO) representative who has undergone EEO training to serve on each hiring committee.  During orientation, committee members are given a hiring packet[endnoteRef:13] that details their duties and the policies they must adhere to.   [13: 	IIIA1_Screening_Selection_Committee_Orientation_9-10-2015.pdf ] 

Analysis
The College’s commitment to student success is rooted in its practice of hiring administrators, faculty, and staff who are qualified for their positions as demonstrated by their education, training, and experience.  The College develops each position with the Mission in mind.  Procedures are clearly outlined in the College’s administrative regulations and help ensure the hiring of highly qualified employees within an equal employment environment that reflects, to the best extent possible, the diversity of the College’s student population and its local community. If a sufficient number of qualified applications are not received during a recruitment process, the College may extend the search or reopen the position at a later time. 
Faculty who will teach in the new Bachelor of Science degree program in Interaction Design will be hired via the policies and practices of the College and in compliance with the minimum qualifications as outlined in the ACCJC policy[endnoteRef:14] enacted in June 2016. The job descriptions[endnoteRef:15] for faculty members teaching in the baccalaureate degree program accurately reflect the duties and responsibilities associated with the position and all faculty teaching in the program have earned Master’s degrees in relevant fields. [14: 	IIIA2_Faculty_Min_Quals_Upper_Division_Courses.pdf  ]  [15: 	IIIA_Job_Bulletin_FT_Graphic_Design_Faculty_2015.pdf] 

Plan
Based on an analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its performance.
IIIA.2	Faculty qualifications include knowledge of the subject matter and requisite skills for the service to be performed.  Factors of qualification include appropriate degrees, professional experience, discipline expertise, level of assignment, teaching skills, scholarly activities, and potential to contribute to the mission of the institution.  Faculty job descriptions include development and review of curriculum as well as assessment of learning.  (ER 14)
Evidence of Meeting the Standard
Santa Monica College hires both full-time and part-time faculty to meet the instructional and counseling needs of its students.  
Full-Time Faculty
At the core of all hiring processes is the development of a position description that clearly outlines the necessary qualifications and the expected responsibilities of the position.  In developing minimum qualifications for full-time faculty positions, the College follows California Education Code and AR 3211, Recruitment and Selection – Permanent Personnel.  As stated in AR 3211.7, Equivalency Process for Full-Time Faculty Positions,[endnoteRef:16] the required qualifications for all full-time faculty positions must meet or exceed the minimum qualifications set forth for that discipline by the Board of Governors in its Minimum Qualifications for Faculty and Administrators in California Community Colleges.   [16: 	IIIA2_AR_3211-7_Equivalency_Process.pdf] 

Applicants who do not meet the qualifications outlined in the job description may still apply if they have an appropriate, valid California Community College Credential or meet the equivalency guidelines posted in AR 3211.9, Guidelines for Determining the Minimum Qualifications for Faculty Positions.[endnoteRef:17]  The College has outlined guidelines for determining the minimum qualifications both for disciplines requiring and not requiring a master’s degree. [17: 	IIIA2_AR_3211-9_Min_Quals_Human_Resources.pdf] 

While the Board of Governors dictates the minimum qualifications for each of the College’s academic disciplines, the instructional department and programs themselves are responsible for developing the job responsibilities, as outlined in AR 3211.1, Procedure for Hiring Full-Time Contract Faculty.[endnoteRef:18]  Specifically, the Department Chair and/or Faculty Leader or designee, appropriate area Vice President or designee, and representative(s) from the Office of Human Resources work together to develop clear and complete job descriptions and announcements, including all job-related skill requirements and any additional qualifications recommended by the faculty for each position.  Preferred qualifications[endnoteRef:19] include experience teaching distance education courses or other unique qualifications desired in ideal candidates. [18: 	IIIA2_AR_3211_Human Resources.pdf   ]  [19: 	IIIA2_Recruitment_Process_HR_2015-16.pdf    ] 

The job descriptions and announcements for all full-time faculty positions, including responsibilities and tasks, are also guided by Article 6, Faculty Assignment and Load, of the Collective Bargaining Agreement between the College’s Faculty Association and the District.[endnoteRef:20] Faculty members, particularly those hired to teach, are expected to engage in curriculum development activities and in assessment activities, including “grading student assignments or tests” and other assessment activities at the course, program, and institutional level, including but not limited to “institutional or assignment-based research.”   [20: 	IIIA2_Article-6.pdf] 

To ensure that applicants selected for an interview have subject matter expertise and requisite skills for the service to be performed (including, as appropriate, experience teaching online), the identified candidates may be required to demonstrate effective teaching through an exercise designed by the committee and deemed appropriate for the discipline which might include grading student essays, or delivering a teaching demonstration during the interview, or conducting a full class session with students.  
Questions and scenarios are designed by the committee to ascertain a candidate’s knowledge in the field, discipline expertise, and potential to contribute to the Mission and core values of the College.  The College’s core values include a commitment to diversity, inclusivity, and respect for the inter-relatedness of the global environment, engagement with diverse peoples, and acknowledgement of the significance of daily actions relative to broader issues and events.  As such, every committee asks at least one question designed to demonstrate that the candidate understands diversity concepts and has experience working with a diverse population of students.
Part-Time Faculty
The minimum qualifications for part-time faculty positions are outlined in AR 3231, Equivalency Process for Part-Time Faculty Positions,[endnoteRef:21] which states that candidates must possess one of the following: [21: 	IIIA2_AR_3231_Human_Resources.pdf] 

1) Minimum qualifications for hire in that discipline as determined by the Board of Governors; or
2) Qualifications that are at least equivalent to the minimum qualifications determined by the Board of Governors; or
3) An appropriate valid California Community College Credential.
Candidates who feel that they possess qualifications equivalent to those determined by the Board of Governors may also apply using the Equivalency Guidelines included in AR 3211.9.[endnoteRef:22]   [22: 	IIIA2_AR_3211-9_Min_Quals_Human_Resources.pdf] 

The process for hiring part-time faculty is described in AR 3230, Recruitment and Selection – Part-Time Hourly Temporary Faculty.[endnoteRef:23]  The need for part-time faculty varies according to student demand and the College’s enrollment plans.  Part-time faculty applications are submitted through the job application portal on the Office of Human Resources web page and are accepted on an ongoing basis.[endnoteRef:24]  As outlined in AR 3230.1, Procedure for Hiring Temporary Faculty, during each academic year, the department chair/faculty leader establishes a selection committee to identify, screen, and interview a pool of potential temporary faculty.   [23: 	IIIA2_AR_3230-1_Human_Resources.pdf]  [24: 	IIIA2_SMC_Employment_website.pdf] 

Upon selection of an applicant for a part-time position, the committee forwards the name to the appropriate vice president (e.g., the Vice President of Student Affairs for counselors and athletic coaches and the Vice President of Academic Affairs for instructional faculty and librarians).  Human Resources staff review and verify that the candidate’s qualifications for the position are met and extend an offer of employment to the candidate selected.
Analysis
The College’s administrative regulations clearly outline the process for hiring qualified individuals who have subject matter expertise and requisite skills for full- and part-time faculty positions.  These regulations incorporate the Board of Governors’ guidelines.
The Office of Human Resources has implemented a process that ensures that the College has documentation of each selected candidate’s qualifications prior to the start of each assignment.  Qualification information is included in the personnel files.  If an individual is hired through an equivalency, the person’s file must note which equivalency standard was met and the information that documents that the standard was met. 
The new Human Resources online job web page has improved and facilitated the hiring of part-time faculty.  Department chairs and faculty leaders are now able to receive a pool of candidates to review and potentially hire throughout the academic year.  This has not only streamlined the process, but helped to ensure timely hiring of qualified part-time faculty.
Plan
Based on an analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its performance.  
IIIA.3	Administrators and other employees responsible for educational programs and services possess qualifications necessary to perform duties required to sustain institutional effectiveness and academic quality. 
Evidence of Meeting the Standard
In setting the qualifications for academic administrators responsible for educational programs and services, the College adheres to the qualifications outlined in California Education Code §53420, Minimum Qualifications for Educational Administrators.[endnoteRef:25]  The Office of Human Resources works with the vice president responsible for the area to which the position is to be assigned to develop a job description[endnoteRef:26] that clearly outlines job responsibilities and minimum and preferred qualifications.[endnoteRef:27]  When appropriate, the College will consider both management and non-management experience, including teaching, when hiring academic administrators.  Individuals who do not meet the minimum qualifications set forth in the California Education Code may apply if they possess qualifications that are at least equivalent to the minimum qualifications specified by the California Education Code and the Board of Governors.   [25: 	IIIA3_Title5Regs_53420_Minimum_Qualificaitons_for_Educational_Administrators.pdf]  [26: 	IIIA3_Dean-Enrollment_Services_Job_Description_12-3-2015.pdf    ]  [27: 	IIIA3_Instructor_Developmental_Psychology_Job_Description_10-21-2015.pdf] 

For other employees responsible for educational programs and services, the job classifications are developed by the Personnel Commission to reflect the qualifications and experience necessary for the position as indicated by the scope of the assignment and departmental goals.[endnoteRef:28]  [28: 	IIIA3_JobClassSpecificationExample_Instructional_Assistant_English.pdf] 

Analysis
While Santa Monica College’s academic administrators must meet the minimum qualifications set forth in the California Education Code, the College often sets minimum qualifications that exceed those qualifications.  Most administrative positions require three to five years of formal training, internship, or leadership experience reasonably related to the assignment, and the individuals often hired to fill these positions have significantly more experience than this.
For positions that require the use of specialized software or programs, the College may include preferred qualifications that indicate prior experience with these tools and/or programs is preferred.  However, for positions where few candidates might possess this experience, the College sets aside resources to train new employees as necessary.  
Plan
Based on an analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its performance. 

IIIA.4	Required degrees held by faculty, administrators and other employees are from institutions accredited by recognized U.S. accrediting agencies.  Degrees from non-U.S. institutions are recognized only if equivalence has been established. 
Evidence of Meeting the Standard
In hiring faculty, administrators, and other employees, the College adheres to California Code of Regulations, specifically Title 5, sections 53400-53430, which state that all faculty, administrators, and other employees working in the community college system must possess degrees and/or credits from accredited institutions (section 53406[endnoteRef:29]).  Depending on the position, either the Office of Human Resources or the Personnel Commission verify that individuals proposed to be hired have earned the required degree(s) for the position and/or discipline; verification includes confirmation of the granting institution’s accredited status.   [29: 	IIIA4_CCR_Title5_Section_53406.pdf] 

For applicants who have earned degrees outside of the United States, the Offices of Human Resources and the Personnel Commission refer to a credential evaluation service to verify the accreditation status of the institution and show degree equivalency.
Analysis
Employees in positions with degree requirements must have earned their degrees from institutions accredited by recognized U.S. accrediting agencies or that meet U.S. accreditation equivalency standards.  The College attracts many candidates for faculty positions that have earned degrees from outside the United States.  As such, the College has established procedures to confirm the status of these institutions and credit/degree equivalencies.
At this time, the Personnel Commission Office is working to update all of its class descriptions to indicate that required degrees must be from accredited institutions.  Procedures are in place to confirm the accreditation status of all institutions prior to selection and hire.  
Plan 
Based on an analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its performance.

IIIA.5	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. 
Evidence of Meeting the Standard
As outlined by Board Policy (BP) – Section 3000, Human Resources,[endnoteRef:30] and Administrative Regulation – Section 3000, Human Resources,[endnoteRef:31] Santa Monica College’s Board of Trustees is committed to the evaluation of the performance of all faculty, staff, and administrative personnel employed by the College.  There are three distinct evaluation processes that ensure that all personnel are systematically evaluated at stated intervals, outlined below. [30: 	IIIA5_BP_3200.pdf]  [31: 	IIIA5_Article-7A.pdf] 

Faculty Evaluation: The requirement and procedures for the evaluation of tenured, probationary, temporary contract and hourly faculty are specified in BP 3212, Evaluation,[endnoteRef:32] which states that all faculty are evaluated in accordance with applicable provisions of the collective bargaining agreement[endnoteRef:33] and/or consistent with AR 3212[endnoteRef:34] or AR 3232, [endnoteRef:35] as appropriate.   [32: 	IIIA5_BP_3210_Evaluation_of_Academic_Personnel.pdf]  [33: 	IIIA5_Article-7.pdf]  [34: 	IIIA1_AR_3212-1_Evaluation_of_Permanent_Personnel.pdf]  [35: 	IIIA2_AR_3231_Human_Resources.pdf] 

· Non-Tenured (Probationary) Faculty members follow a four-year process described in AR 3212.1, Procedure for Evaluation – Probationary and Temporary Contract Faculty.  The Office of Human Resources maintains an evaluation file that contains all materials used by the evaluation panel to inform its decisions and recommendations, including observation reports, reports of professional development activities, student evaluations, course syllabi, the faculty member’s self-evaluation and plans for improvement.  
· Tenured Faculty members are evaluated every three years by a department chair, faculty leader[footnoteRef:2] or designee, and every nine years by a panel.[endnoteRef:36] [2:  At Santa Monica College, some department such as Nursing, Library, and Athletics, are led by a faculty leader or coordinator rather than by a department chair as stated in the collective bargaining contract.]  [36: 	IIIA5_Article7B-Evaluation_of_Tenured_Faculty.pdf] 

· Part-Time Faculty (including those who teach noncredit classes) are evaluated at least twice during their first four semesters of employment and then once every four semesters thereafter by the department chair or designee.[endnoteRef:37],[endnoteRef:38]  [37: 	IIIA5_Article7C-Evaluation_of_Part-Time_Faculty.pdf]  [38: 	IIIA5_Article7D-Evaluation_of_Part-Time_Faculty_in_Emeritus_College.pdf] 

For each faculty classification, the College’s evaluation forms clearly outline assessment factors and provide sufficient information to help facilitate the evaluation.  There are separate forms for peer observation and faculty professionalism.  The professionalism form[endnoteRef:39] is notable in that it addresses faculty participation in the development of student learning outcomes and assessments, as well as collegiality, maintaining currency in the field, accessibility to students, participation in department and college activities, and adherence to college and department policies.  Additionally, there are four different faculty evaluation forms tailored to evaluating faculty from each area of focus, including 1) instruction;[endnoteRef:40] 2) counseling;[endnoteRef:41] 3) programs for disabled students;[endnoteRef:42] and 4) library services.[endnoteRef:43]  These forms provide feedback to the faculty members undergoing evaluation, which serves to help the faculty members improve their performance. [39: 	IIIA5_Professionalism_Form.pdf]  [40: 	IIIA5_Faculty_Observation_Form-Instructional_Faculty_Member.pdf]  [41: 	IIIA5_Faculty_Observation_Form-Counseling.pdf]  [42: 	IIIA5_Faculty_Observation_Form-DSPS_Faculty_Member.pdf]  [43: 	IIIA5_Faculty_Observation_Form-Librarian_Faculty_Member.pdf] 

In addition to peer evaluation, faculty are also evaluated by their students.  Student evaluations are collected during the semester in which the faculty member is evaluated and forwarded to the faculty member after grades are submitted.  This feedback provides a mechanism for faculty to improve their teaching methods in subsequent semesters.
Evaluation of faculty who teach online adhere to the same processes in place to evaluate on-ground faculty.  For probationary faculty who are teaching online, the department ensures that at least one member of the evaluation panel is an experienced online educator who observes the probationary faculty member’s online class.  Likewise, student evaluations are solicited from both the online and on-ground classes.  
Classified Personnel Evaluation: BP 3310, Collective Bargaining Agreement, [endnoteRef:44] refers to the terms and conditions of employment for classified employees, including the evaluation process, as set forth in Article 4 of the collective bargaining agreement between the District and California School Employees Association (CSEA) – Chapter 36.[endnoteRef:45]  Probationary staff are evaluated bi-monthly during their six-month probationary period.  Permanent classified employees are evaluated on the anniversary of their hiring date at least once every three years, although supervisory staff are encouraged by Human Resources to evaluate permanent classified employees on an annual basis. [44: 	IIIA5_BP_3310_Classified_Employees.pdf]  [45: 	IIIA5_2012-15_CSEA-SMC_Agreement_excerpt.pdf] 

The evaluation process provides a method for measuring employee performance based on the employee’s classification standards and requirements as stated in the employee’s position description.  Formal evaluations are designed to help classified employees achieve and maintain high levels of work performance by encouraging the establishment of mutually agreed-upon goals and objectives for the coming year, thereby setting benchmarks against which the employee’s accomplishments can be objectively reviewed.  The Office of Human Resources sends reminders to supervisors when classified personnel evaluations are due and holds workshops on effective evaluation techniques.  
Administrator and Manager Employee Evaluation: BP 3435, Evaluation,[endnoteRef:46] states that the Superintendent/President is responsible for implementing an evaluation process that ensures continued excellent performance by administrative and management staff.  AR 3420, Evaluation Management Personnel,[endnoteRef:47] establishes the procedure for management evaluations. [46: 	IIIA5_BP_3434_Evaluation_of_Managers.pdf]  [47: 	IIIA1_AR_3420_Evaluation_of_Management_Human_Resources.pdf] 

Each manager is required to complete an annual self-evaluation of his or her performance relative to job responsibilities and agreed upon objectives established with the supervising manager.  This evaluation must be considered in the context of how the employee is working to achieve both the Mission and any relevant priorities in the Master Plan for Education.  The self-evaluation also includes a description of the progress made toward achieving the past year’s objectives, identification of new objectives for the coming year, issues impacting performance, and comments pertaining to objectives and outcomes.  
At least once every three years, administrative personnel participate in a full performance evaluation.  This process includes the annual self-evaluation completed by the employee, and an assessment of performance by the employee’s supervisor.  As part of this process, any faculty member or other staff member may also provide written comments to an employee’s supervisor. 
Analysis
All Santa Monica College employees are regularly and systematically evaluated according to administrative regulations and collective bargaining agreements with the relevant bargaining units.  To ensure fairness and compliance with all state and federal regulations and college goals, evaluation procedures, defined in ARs, are regularly assessed and improved accordingly.  
With regard to the faculty evaluation process, one such improvement is the creation of separate evaluation forms, including professional obligation assessments, for instructional faculty, counseling faculty, faculty librarians, and faculty working in Disabled Students Programs and Services.  The College recognized that one form was not able to address the intricacies of each of these positions.  As the College was developing these forms, it considered the possibility of creating a different evaluation form for faculty teaching noncredit courses.  However, the College determined that the evaluation form used to assess for-credit instructional faculty is equally effective in the evaluation of noncredit faculty, but the College developed a separate process for evaluating faculty who teach in the Emeritus College.[endnoteRef:48]  Since there are no full-time faculty working with Emeritus, the lead administrator must play a more active role in evaluation.  The Office of Human Resources has updated its manual to include an evaluation checklist to ensure that faculty submit all required documents on time and offered multiple orientation sessions to review the evaluation process with evaluators.   [48: 	IIIA5_Faculty_Evaluation_Summary_Form_for_Emeritus_College_Faculty.pdf] 

The evaluation process for administrative/management personnel which – includes classified managers, academic administrators and confidential employees who are not represented by a bargaining unit – was updated to achieve more uniformity and consistency with employee groups who have evaluation processes defined in their respective bargaining agreements.  These revisions align all of the College’s employee evaluation processes so that all permanent personnel are evaluated at least once every three years.  
As the College implements these updates, it will assess the personnel evaluation process of each employee group and make revisions as necessary to strengthen the process.
Plan
Based on an analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its progress. 

IIIA.6	The evaluation of faculty, academic administrators, and other personnel directly responsible for student learning includes, as a component of that evaluation, consideration of how these employees use the results of the assessment of learning outcomes to improve teaching and learning. 
Evidence of Meeting the Standard
Established performance evaluation procedures for faculty, academic administrators, and other personnel directly responsible for student learning require that evaluators consider how employees use the results of assessments of learning outcomes to improve teaching and learning.  This is a critical component of the College’s commitment to use the results of outcome assessments to improve teaching and learning at the course, program, and institutional level.  To ensure that outcomes assessment are included in departmental planning and program review processes, department chairs and program managers work with faculty and staff in their areas to create, assess, and discuss student and program learning outcomes.  For example, in response to the low success rates in  the ESL intermediate level writing courses (ESL 21A/B), the ESL Department worked during 2014-2015 to revise curriculum, select new textbooks, and develop course materials.  Participation in these discussions and follow-up actions then become an evaluation factor for individual faculty, administrators, and other staff.  
The College acts to ensure that faculty collect and enter student learning outcome (SLO) data in the online SLO portal. The College encourages robust collection and reporting of SLO data rather than evaluating individual faculty members in terms of their individual outcomes results. For this reason, faculty members have no reason to inflate or misrepresent the data; thus, the District uses the entirety of the captured SLO data in its institutional effectiveness processes, and the SLO portal also allows for disaggregation of the data in terms of student demographics. While the College does not use SLO assessment results to evaluate faculty, department chairs encourage faculty to address this subject in their self-evaluations.
Faculty 
The College assesses the degree to which faculty use SLO assessments to improve teaching and learning through the evaluation process. [endnoteRef:49]  Faculty who will be evaluated are asked[endnoteRef:50] to write a self-evaluation[endnoteRef:51] and reflect on their plans for improvement, including in the area of “Data gathered from students such as SLO outcomes.”  As part of the self-evaluation,[endnoteRef:52] faculty document the degree to which they are carrying out the activities listed in the job description by using the self-evaluation guidelines included in Appendix J[endnoteRef:53] of the collective bargaining agreement.  Second, the evaluation process[endnoteRef:54] requires that the department chair or faculty leader complete a professionalism form[endnoteRef:55] as part of the faculty member’s evaluation file.  This form, presented in Appendix S[endnoteRef:56] of the 2013-2016 contract, includes the following criterion for evaluation: “Participates at the appropriate level in creation, assessment, and/or discussion of SLOs.”  The professionalism form clearly outlines that the creation and assessment of student learning outcomes, as well as follow-up collegial discussion about them, are essential activities for the faculty.  Both the self-evaluation and the professionalism form are reviewed by the evaluation panel,[endnoteRef:57] discussed with the evaluatee, and used to make recommendations for improvement, including participation in professional development and/or department activities.   [49: 	IIIA6_Evaluation_Timeline_PT_Faculty_2016.pdf   ]  [50: 	IIIA6_Faculty_Evaluation_email_notification.pdf    ]  [51: 	IIIA6_Article-7B_FacultyEvaluation_Self-Eval.pdf]  [52: 	IIIA5_Article-7.pdf  ]  [53: 	IIIA6_Appendix-J.pdf]  [54: 	IIIA6_Evaluation_Timelines-Faculty_2015-2016.pdf  ]  [55: 	IIIA5_Professionalism_Form.pdf]  [56: 	IIIA6_Appendix-S_of_Faculty_Contract.pdf]  [57: 	IIIA6_Evaluation_letter_to_Dept_chairs_3-1-16.pdf] 

Academic Administrators
The evaluation process[endnoteRef:58] for academic administrators and managers[endnoteRef:59] requires that administrators who are responsible for using student learning outcomes to improve teaching and learning provide an annual self-evaluation of their performance in fulfilling this assigned duty and/or responsibility.  The self-evaluation form for administrators, managers, and supervisors serves as the means by which this information is monitored and recorded in the evaluation file.  Administrators who are responsible for programs related to student learning also document their program’s assessment efforts in their programs’ annual and six year Program Review reports.   [58: 	 IIIA1_AR_3420_Evaluation_of_Management_Human_Resources.pdf]  [59: 	IIIA5_BP_3434_Evaluation_of_Managers.pdf] 

Other Personnel Directly Responsible for Student Learning
Article 4 of the Agreement between Santa Monica Community College District and California School Employees Association – Chapter 36 governs the evaluation of classified employees.[endnoteRef:60]  The evaluation process allows for, but does not require, that supervisors evaluate staff who are responsible for SLOs regarding the degree to which they use assessments of SLOs to improve teaching or student learning.  This issue is negotiable and will be discussed between the District and the CSEA.  The College is working to strengthen the existing evaluation process so that staff who are responsible for SLOs are more regularly and consistently assessed as to how they are doing this.   [60:  	IIIA6_Article4_Evaluation_CSEA_Contract.pdf] 

Classified staff are not directly responsible for course SLO achievement.  However, some employees, such as instructional assistants, work directly with students to improve their skills in specific areas.  These employees do monitor learning achievement through their interaction with students.  For these staff members, supervisors may use the comments and objectives sections of the classified evaluation form to reflect on the achievement of SLOs and how the employee is working to support this achievement.  As needed, this reflection may lead to implementation of new work practices or recommendations for training.
In addition, the Academic Affairs office has tasked appropriate departments with identifying a few faculty members who will meet with the department’s instructional assistants and other staff who are responsible for SLOs to review the SLO assessment results with them.  Faculty and staff discuss areas in which students are struggling in particular classes and then work together with the College’s Student and Instructional Support Office, which oversees the tutoring and Learning Resource Centers, to develop ways in which the work in the labs can better support student learning and improve SLO achievement.  These meetings of faculty and staff occur at least once a year as part of the program review process to ensure that all of the instructional and student support components are working together for the benefit of student achievement.
Analysis
Santa Monica College’s evaluation processes for faculty, academic administrators, and other personnel responsible for student learning requires that individuals undergoing evaluation must outline actions that they have taken to create, assess, and discuss SLOs.  The creation and assessment of SLOs helps to ensure that the tools are in place to effectively measure student learning and achievement, while the discussion ensures that the results of these student learning assessments are used to improve student learning.  These discussions occur throughout the year and culminate in the completion of annual program review reports that feed into a comprehensive six-year program review report.  All faculty, staff, and management members are expected to participate in this process.  As such, the College continues to evaluate the best process for fostering and assessing this involvement.  
Plan
Based on an analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its progress.

IIIA.7	The institution maintains a sufficient number of qualified faculty, which includes full time faculty and may include part time and adjunct faculty to assure the fulfillment of faculty responsibilities essential to the quality of educational programs and services to achieve institutional mission and purposes.  

Evidence of Meeting the Standard 

Santa Monica College maintains a sufficient number of qualified faculty to fulfill faculty responsibilities essential to delivering educational programs and services that achieve the institutional Mission and purpose.  While the College consistently exceeds the California Community Colleges Full-Time Faculty Obligation, as shown in the chart below, increasing the percent of full-time faculty is a Board of Trustees goal, and development of a specific plan to do so is a 2015-2016 Master Plan for Education objective.[endnoteRef:61]  In response to this objective, a task force was formed to develop a plan which was presented at the February 24, 2016 District Planning and Advisory Council (DPAC) meeting.[endnoteRef:62]  This resulted in a recommendation from DPAC to the Superintendent/President that the College pursue an annual five percent increase in the number of full-time faculty, thus attaining a 60 percent increase in five years.  The Superintendent/President is considering this recommendation but has not yet reached a decision, due to the dynamic budget situation.  However, during the 2015-2016 hiring cycle, in cases when it was sensible to do so, the Superintendent/President hired more full-time faculty than what had been originally anticipated and announced.   [61: 	IIIA7_MPE_2015-2016_Institutional_Objectives.pdf]  [62: 	IIIA7_DPAC_Minutes_2-24-2016.pdf] 


	Faculty Status
	Fall 2010
	Fall 2011
	Fall 2012
	Fall 2013
	Fall 2014
	Fall 2015

	
	#
	%
	#
	%
	#
	%
	#
	%
	#
	%
	#
	%

	Full-Time
	320
	49
	325
	48
	332
	48
	330
	47
	326
	45
	354
	47

	Part-Time
	338
	51
	346
	52
	359
	52
	370
	53
	396
	55
	396
	53

	Total FTEF
	658
	100.0
	671
	100.0
	691
	100.0
	700
	100.0
	722
	100.0
	750
	100.0

	FON
	237.4
	
	237.4
	
	252.4
	
	244.4
	
	255.4
	
	262.4
	


Source: California Community Colleges, Full Time Faculty Obligation Report[endnoteRef:63] [63: 	IIIA7_Fall_2015_FTF_Final_Report.pdf] 


Multiple processes are used to determine appropriate staffing levels for each program and service.  The program review process includes a prompt asking programs to identify staffing and this documentation is used when classified staffing requests are submitted to the College’s senior administration for approval.[endnoteRef:64]  For faculty positions, the College has a well-defined process, described in Standard IIA, for ranking the full-time faculty positions that will be hired in the following year.  This process begins with the New Faculty Ranking Committee assessing the programs’ requests in light of Program Review data, enrollment data and trends, and proposals submitted by each department seeking to hire fulltime faculty.  The list is submitted to the Superintendent/President for final consideration.[endnoteRef:65] [64: 	IIIA7_Section_G_from_Guide_for_Program_Review_Instructional_CTE.pdf]  [65:  	IIIA7_New_Faculty_Position_Ranking_Committee_2-02-2011.pdf] 


The Office of Distance Education and its staff are assigned to supporting Distance Education students and faculty.  Staff members are available to help faculty manage their courses, develop online content, and assist students.  The migration from eCollege – the online course management system used by the College for over 20 years – to Instructure Canvas will be supported by faculty trained to assist their colleagues.

Analysis 

Santa Monica College has multiple processes in place to ensure that there are sufficient faculty and staff who are qualified for their positions (Refer to IIIA.2 and IIIA.3).  Board policies and administrative regulations require the employment of highly qualified faculty.  Because the Bachelor of Science degree in Interaction Design program is new and is in a pilot phase, a limited number of faculty are needed at this time. There are currently four full time faculty and three adjunct faculty members who are qualified to teach the major courses,[endnoteRef:66] but there are only two courses offered in Fall 2016.  By June 2017, two cohorts of students will be enrolled in the program and the College will hire additional faculty to accommodate the increased demand. [66: 	IIIA7_Excerpt_Faculty_Qualifications_IxD_sub_change_proposal.pdf] 


The New Faculty Ranking process[endnoteRef:67] has been effective in identifying and prioritizing appropriate faculty hiring[endnoteRef:68] decisions.  While Santa Monica College is in compliance with the Full-Time Faculty Obligation Number (FON),[endnoteRef:69] the College does not meet the ideal “75/25” standard defined by AB 1725, it is working toward meeting the 2015-2016 Master Plan for Education objective #11 to “develop and implement a long-term plan to increase the percentage and net number of full-time faculty.” This has also been a long standing priority for the Board of Trustees (e.g., the 2015-16 Board of Trustees priority # 3 reads, “Continue to support and hire a diverse and outstanding full-time and adjunct faculty that demonstrates a commitment to student success, engagement and equity. Develop and implement a plan to ensure the college progresses over time toward increasing the percentage and net number of full time faculty”). [67: 	IIIA7_Full-time_Faculty_Hiring_Plan_Feb2016.pdf]  [68: 	IIIA7_AR_3000_Procedure_for_Hiring_Full-Time_Contract_Faculty.pdf   ]  [69: 	IIIA7_Full-time_Faculty_Obligation_CCC.pdf ] 


Plan

Based on analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its progress.  


IIIA.8	An institution with part time and adjunct faculty has employment policies and practices which provide for their orientation, oversight, evaluation and professional development.  The institution provides opportunities for integration of part time and adjunct faculty into the life of the institution.  
Evidence of Meeting this Standard
Santa Monica College integrates its part-time faculty in the life of the institution through various means beginning with orientation and continuing through oversight, evaluation, professional development, and departmental and institutional social activities.  
Orientation: All newly hired and rehired part-time faculty are contacted by the Office of Human Resources to schedule a face-to-face meeting with a Human Resources Specialist.  Prior to this meeting, newly hired and rehired part-time faculty members are directed to visit the Human Resources website to complete required paperwork and review the orientation materials.[endnoteRef:70]   [70: 	IIIA8_SMC_New_Hire_Orientation_Powerpoint_4-30-2015.pdf] 

Part-time faculty are provided a welcome memo[endnoteRef:71] from the Office of Human Resources, a copy of the Faculty Handbook, [endnoteRef:72] and copies of board policies and administrative regulations related to hiring[endnoteRef:73] that are applicable to hiring; compliance; reporting sexual harassment; bullying, alcohol, and drugs in the workplace; non-discrimination in employment; and diversity.   [71: 	IIIA8_Welcome_Memos.pdf]  [72: 	IIIA8_Faculty_Handbook_2015.pdf]  [73: 	IIIA8_New_Hire-Part-Time_Adjunct_Faculty_webpage.pdf] 

Some departments also offer an orientation for new part-time faculty.  For example, in the History Department, the chair meets individually with all new faculty to ensure that the faculty member understands his/her responsibilities, the culture of the department and of the College, and essential department and institutional policies and procedures.  This is also an opportunity for the new faculty member raise his/her awareness of departmental strengths, challenges, and projects underway to improve student success.
Oversight: Oversight of part-time faculty is provided by the department(s) in which they teach.  For many departments, which employ a relatively small number of part-time faculty each semester, the department chair provides this oversight.  Some departments, such as Mathematics and English, are so large that one person cannot effectively guide and mentor all of the adjunct faculty.  In these departments, the chair works with other full-time faculty to ensure that the part-time faculty have the support they need.  
Evaluation: The evaluation of part-time faculty is guided by Article 7C [endnoteRef:74] of the Agreement between the District and the SMC Faculty Association.  The department chair is required to evaluate adjunct faculty at least twice in their first four semesters of employment and at least once every four semesters of employment thereafter.  Student evaluations are distributed during the semester that the faculty member is evaluated.  In the last five years, a taskforce was formed to review and update the peer and student evaluation process to ensure that part-time faculty scheduled to be evaluated are notified and evaluated in a timely manner.   [74: 	IIIA8_Article_7C-Evaluation_of_Part-Time_Faculty.pdf] 

Professional Development: As outlined in the faculty collective bargaining agreement,[endnoteRef:75] part-time credit faculty are required to fulfill flex day credit, prorated based on the number of credits they teach.  Part-time faculty are strongly encouraged to participate in all professional development activities that occur on campus, including institutional flex days conducted in the fall and spring, departmental flex days and/or meetings conducted throughout the year, and professional development workshops offered by a myriad of groups on campus, including the Professional Development Committee.[endnoteRef:76]   [75: 	IIIA8_FA_Contract_2013-2016_excerpt.pdf]  [76: 	IIIA8_Professional_Development_Committee_webpage.pdf] 

A calendar of professional development activities[endnoteRef:77] is prepared, updated regularly and posted online for all faculty.  Part-time faculty may also participate in the Faculty Summer Institute (FSI) and other activities organized by the Center for Teaching Excellence.[endnoteRef:78]  In fact, as of 2016, of the 144 total faculty FSI participants, 78 have been part-time faculty.  Adjunct faculty are also invited to participate in professional development activities off-campus, including conferences and workshops offered throughout the state and nation.  The District provides annual funding for individual professional development, per the faculty collective bargaining agreement.[endnoteRef:79]  Part-time faculty are also eligible to apply for fellowships.[endnoteRef:80]  Fellowship recipients are awarded $1,500 to pursue professional development opportunities relevant to their teaching responsibility.   [77: 	IIIA8_Faculty_Professional_Development_webpage.pdf]  [78: 	IIIA8_Annual_Faculty_Summer_Institute_webpage.pdf]  [79: 	IIIA8_Article_15.pdf]  [80: 	IIIA8_Sabbaticals_Fellowships_and_Awards_Committee.pdf] 

Other Opportunities for Integration: Part-time faculty are required to attend at least one department meeting per semester as outlined in Article 6.5.2 of the faculty collective bargaining agreement[endnoteRef:81] and are invited to attend any meeting.   [81: 	IIIA2_Article_6.5.pdf] 

The Academic Senate Adjunct Faculty Committee[endnoteRef:82] addresses issues relevant to adjunct faculty.  Part-time faculty serve on Academic Senate joint committees and the Faculty Association Executive Committee and have served on the contract negotiation teams. [82: 	IIIA8_Adjunct_Committee_webpage.pdf] 

Analysis
As noted previously, Santa Monica College employs a large number of part-time faculty that are the equivalent of nearly 400 full-time equivalent faculty positions. As such, it is essential that the College’s part-time faculty are thoroughly and consistently oriented, mentored, evaluated and supported by the College. Much of this support is provided at the department level by full-time faculty who are committed to ensuring the quality of the curriculum. The departments receive support from the Office of Human Resources, Academic Affairs, Student Affairs, and other groups on campus as they work to integrate part-time faculty into the life of the institution. 
Plan
Based on an analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its progress.

IIIA.9	The institution has a sufficient number of staff with appropriate qualifications to support the effective educational, technological, physical, and administrative operations of the institution.
Evidence of Meeting the Standard
All instructional, student support, and administrative offices submit an annual program review report which addresses staffing needs within the area.  Such needs are prioritized through the College’s planning processes.  The most critical needs are addressed by the College’s senior staff through the evaluation of the Personnel and Budget Augmentation Request (PBAR) form which requires personnel requests, including requests for replacement personnel, to be tied to program review, the Master Plan for Education, Accreditation Standards, Board of Trustees Priorities, or other means of substantiating the request.  The following table provides an overview of the number of support staff employed by the College to support the educational, technological, physical, and administrative operations of the institution.
Number of Staff Employed by Santa Monica College
	Staff Classification
	Fall 2010
	Fall 2011
	Fall 2012
	Fall 2013
	Fall 2014
	Fall 2015

	Classified Support Staff
	472
	471
	460
	442
	437
	466

	Confidential Staff
	7
	8
	8
	8
	6
	6

	Total Staff
	479
	479
	468
	450
	443
	472


Source: Office of Human Resources, 2014-2015 Diversity Report
Analysis
The College has three basic types of support staff who provide student and faculty support; infrastructure support (including maintenance, grounds, and physical plant operations); and technology support.  While additional staff are always needed, the College carefully considers its fiscal resources when reviewing requests for replacement and/or additional personnel.  The College has been under a hiring “freeze” for several years, meaning that each non-faculty request is reviewed by senior staff.  More than 80 positions are on the College’s vacancy list.  
Two operational areas that are perennially understaffed, often due to the difficulty in securing and retaining qualified staff, are Technological Support and Physical Operations.  In both areas, the College’s Fiscal Services Department is developing a “Total Cost of Ownership” plan to document the fiscal resources necessary to support infrastructural needs, but these plans are still in work and do not yet include staffing.  The College is working to integrate staffing into both plans using recognized metrics for assessing adequate levels of support:  
· Technological Support: Information included in the California Community Colleges’ Chancellor’s Office Technology Plan, which has been updated several times by the System wide Architecture Committee.[endnoteRef:83]  This plan outlines recommended staff levels for Technological support.  As noted in the Information Technology Department’s 2014-2015 six-year Program Review Report,[endnoteRef:84] the Information Technology Department has been below standard staffing level rating in almost every category of IT support functions based on the state-defined benchmark.  The Information Technology Department has since developed a multi-phased staffing restoration and restructuring implementation plan which will be incorporated into the future Total Cost of Ownership plan. [83: 	IIIA9_CCC_TechnologyPlanII_Total_Cost_of_Ownership.pdf]  [84: 	IIIA9_Program_Review_Info_Tech_2014.pdf] 

· Physical Operations Support: When completed, the Total Cost of Ownership plan will also help the College plan for the “true cost” of building, maintaining, and upgrading the College’s physical infrastructure by including current and future staffing, such as operations and grounds personnel.  This plan recognizes that while the cost of capital construction represents a large cost in a short period of time, the costs to maintain and operate a facility will continue annually for at least 50 years. In the next few years, the College will be adding additional square footage and is planning for this expansion now.
Plan
While Santa Monica College is meeting this standard with regard to its educational and administrative operations, the College needs to improve its staffing for Technological Support and Physical Operations.  
		Proposed Activities	
	Responsible Parties
	Timeline
	Anticipated Outcomes/ Benchmarks of Success

	Objective: To ensure that Technological and Physical Operations of the College are adequately staffed.

	1) Include staffing projections into the final version of the Total Cost of Ownership Plan.
	Fiscal Services,
Information Technology,
Facilities
	2016-2017
	1) Total Cost of Ownership plan reflects recommended staffing levels to support current and planned infrastructure levels.

	2) Include staffing requests in program review reports.
	Information Technology,
Facilities
	2017-2018
	2) Program Review (annual or six year) includes projected staffing needs.

	3) Prepare PBAR to request budget increases commensurate with recommended staffing.
	Information Technology,
Facilities
	2017-2018
	3) Financial resources identified and approved for additional staffing positions.

	4) Revise or develop job classifications that reflect current requirements
	Personnel Commission, 
Information Technology, 
Facilities
	2018 -2019
	4) Personnel recruitment based on current (upgraded) job classifications.




IIIA.10	The institution maintains a sufficient number of administrators with appropriate preparation and expertise to provide continuity and effective administrative leadership and services that support the institution’s mission and purpose.  (ER 8)
Evidence of Meeting the Standard
Santa Monica College employs both academic administrators and classified administrators and managers to provide leadership and oversight to the College’s various programs and departments.  As previously noted in this standard, position descriptions clearly outline the responsibilities and tasks for each position and the qualifications required to successfully complete these responsibilities.  These qualifications adhere to the minimum standards set forth in the Board of Governors’ “Minimum Qualifications for Faculty and Administrators in California Community Colleges.” The qualifications and responsibilities for classified administrators and managers are maintained by the Personnel Commission.[endnoteRef:85] The following table summarizes the administrators, both academic and classified, employed by the College.   [85: 	IIIA10_Classified_Manager_Example_from_PersonnelCommission_webpage.pdf] 

	Staff Classification
	Fall 2010
	Fall 2011
	Fall 2012
	Fall 2013
	Fall 2014
	Fall 2015

	Academic Administrators
	50
	46
	48
	45
	48
	50

	Classified Managers
	42
	41
	44
	41
	38
	42

	Total Administrative Staff
	92
	87
	92
	86
	86
	92


Analysis
The College maintains a sufficient number of administrators to provide effective leadership and services to support the Mission.  Program review, in conjunction with the Personnel and Budget Augmentation Request (PBAR) process, is used to assess whether the College employs a sufficient number of administrators.  In the case of a new program or service, if administrative support is not assumed by an existing administrative position and a new position is being requested, the PBAR process alone is used to determine the need since no program review reports will exist to document and support the request.
Plan
Based on an analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its progress.

IIIA.11	The institution establishes, publishes, and adheres to written personnel policies and procedures that are available for information and review.  Such policies and procedures are fair and equitably and consistently administered.
Evidence of Meeting the Standard
Santa Monica College has clearly established personnel policies and procedures as outlined in its board policies, administrative regulations, and collective bargaining agreements with the Faculty Association, the California School Employees Association, and the Santa Monica College Police Officers Association.  The board policies and administrative regulations are available online through the College’s College Governance web page,[endnoteRef:86] while the collective bargaining agreements are available on the Human Resources website.[endnoteRef:87]  The development and ongoing review and revision of these policies involves the Academic Senate joint committees; DPAC, which is comprised of faculty, management, staff, and students; and the Board of Trustees.   [86: 	IIIA11_SMC_College_Governance_webpage.pdf]  [87: 	IIIA1_Human_Resources_webpage.pdf] 

Board policies and administrative regulations that govern the treatment of personnel at the College[endnoteRef:88] include BP 3121-3123 and 3130-3132 which address all personnel; BP 3224-3225 which address academic personnel; BP 3310 which addresses classified personnel; and AR 3120, 3121, and 3130 which address similar issues.  [88: 	IIIA11_BP_2116_up_to_6116_Final.pdf     IIIA11_AR_2116_up_to_3130.pdf] 

In addition, there are specific policies and regulations on the following topics:
Board Policies
· BP 2116, Whistleblower Protection
· BP 2405, District-Wide Code of Ethics
· BP 2410, Nondiscrimination on the Basis of Disability
· BP 3111, Drug Free Campus/Prevention
· BP 3120, Equal Employment Opportunity and Non Discrimination in Employment
· BP 3121, Diversity
· BP 3122, Sexual Misconduct
· BP 3123, Sexual Harassment 
· BP 3124, Workplace and Campus Violence
· BP 3125, Anti-Nepotism
· BP 6116, Reporting Fraud, Waste or Abuse
Administrative Regulations
· AR 2116, Whistleblower Protection
· AR 3120, Equal Employment Opportunity Program and Discrimination Complaint Procedure
· AR 3121, Sexual Harassment Prevention
· AR 3122, Sexual Misconduct
· AR 3123, Workplace/Campus Violence and Anti-Bullying
The Office of Human Resources has worked with the Superintendent/President’s office and other governance groups, including the Academic Senate Joint Personnel Policies Committee, DPAC, and the Personnel Commission, to institute an ongoing and systematic review of these personnel policies and procedures to ensure fair and consistent administration and continuity with documents.  To promote consistency, the Office of Human Resources has developed standardized forms to support many of these policies, including the complaint and grievance process,[endnoteRef:89] unlawful discrimination/sexual harassment,[endnoteRef:90] and workplace and campus violence.[endnoteRef:91]   [89: 	IIIA11_Complaint_and_Grievance_Forms.pdf]  [90: 	IIIA11_Unlawful_Discrimination_Sexual_Harassment.pdf]  [91: 	IIIA11_Workplace_and_Campus_Violence.pdf] 

An online training program on harassment prevention for all supervisors and managers was implemented to ensure that the college community is adhering to its personnel policies, particularly with regard to anti-harassment, including sexual harassment.  Anti-harassment and unlawful discrimination training was also developed for faculty and students.  A Compliance Administrator/Title IX Coordinator was hired in September 2015 for awareness of, and prevention and reporting of sexual misconduct issues. 
Analysis
The College has established personnel policies for all of its employees, including specific policies and procedures for faculty, classified staff, and management and administrative personnel.  The Office of Human Resources and the Personnel Commission work together to ensure that these policies are consistently and fairly implemented by offering new employee orientation, training, standardized forms, and by working directly with hiring committees and employee evaluation panels.  The Faculty Association and the California School Employees Association also work with Human Resources and the Personnel Commission to ensure that these policies and procedures are consistently implemented across campus.  The Office of Human Resources is documenting its internal operating procedures through two new operating manuals: a Human Resources Manual[footnoteRef:3] and a Benefits Procedure Manual.[endnoteRef:92]   [3:  Due to file size, the Human Resources Manual is available in hard-copy only. ]  [92: 	IIIA11_HR_Benefits_Manual-10-01-2015.pdf] 

Plan
Based on an analysis of the evidence, Santa Monica College is meeting this standard and will continue to monitor its performance.

IIIA.12	Through its policies and practices, the institution creates and maintains appropriate programs, practices, and services that support its diverse personnel.  The institution regularly assesses its record in employment equity and diversity consistent with its mission.
Evidence of Meeting the Standard
The College prioritizes its appreciation of, attention to, and services for individuals from all backgrounds and experiences as expressly stated in the Mission Statement: 
To serve the world’s diverse communities by offering educational opportunities that embrace the exchange of ideas in an open, caring community of learners and which recognize the critical importance of each individual’s contribution to the achievement of the College’s vision.
Furthermore, Institutional Learning Outcome #3 expresses the College’s goal of fostering a commitment to diversity among its students: 
Through their experience at Santa Monica College, students will learn to respect the inter-relatedness of the global human environment, engage diverse peoples, and acknowledge the significance of their daily actions relative to broader issues and events.
In addition, the College’s Supporting Goal of providing a Supportive Collegial Environment further supports this commitment to diversity.  This goal states that the College will “improve and enhance decision making and communication processes in order to respect the diverse needs and goals of the entire college community.”  Several board policies and administrative regulations articulate the College’s commitment to diversity and its policies and procedures for ensuring diversity through the creation and maintenance of appropriate programs, practices, and services that support its diverse personnel.  BP 3120, Equal Employment Opportunity and Nondiscrimination in Employment,[endnoteRef:93] establishes the College’s commitment to diversity and equal employment opportunity in all areas of employment.  BP 3121, Diversity,[endnoteRef:94] extends that commitment:  [93: 	IIIA12_BP_3120.pdf]  [94: 	IIIA12_BP_3121.pdf] 

The Santa Monica Community College District is committed to building an inclusive and diverse environment and maintains a comprehensive program to ensure that practice reflects these principles.  Diversity within the college environment provides opportunity to foster mutual awareness, knowledge, and sensitivity, to challenge ingrained stereotypes, and to promote mutual understanding and respect.  The District is committed to a work and learning environment conducive to open discussion and the free exchange of ideas.  Global awareness and exploring the diversity of the local communities served by the College are both important components of the College’s commitment to diversity.  Embodying, promoting and celebrating diversity inspires innovative ideas, practical solutions, and team-building in achieving the District’s goal of professional and educational excellence.
Policies and Procedures to Support its Diverse Personnel
The plan for accomplishing these goals and outcomes is spelled out in the College’s Equal Employment Opportunity (EEO) Plan,[endnoteRef:95] which includes an EEO & Nondiscrimination in Employment Policy Statement, the establishment of an EEO Advisory Committee, and the development of college plans and procedures for such activities as filing complaints; hiring personnel; establishing screening/selection committees, including their make-up; and specific measures to address identified underrepresentation.   [95: 	IIIA12_EEO_Plan.pdf] 

The Office of Human Resources provides Unlawful Discrimination and Harassment Prevention training[endnoteRef:96] both on-ground and online.  Other policies include: [96: 	IIIA12_SMC_New_Hire_Search_Committee-EEO-Diversity_9-3-2015.pdf] 

· AR 2250, District Planning and Advisory Council,[endnoteRef:97] established DPAC’s Human Resources Planning Subcommittee that continually reviews and revises the College’s Human Resources policies and procedures, recommending new ones as needed.   [97: 	IIIA12_AR_2250.pdf] 

· AR 3120, Equal Employment Opportunity Program and Discrimination Complaint Procedure,[endnoteRef:98] outlines the specific procedures for managing complaints.   [98: 	IIIA12_AR_3120.pdf] 

· AR 3121, Sexual Harassment Prevention,[endnoteRef:99] and AR 3130, Citizen Complaints Against District Personnel,[endnoteRef:100] articulate the College’s adherence to Assembly Bill 1825, which mandates state-wide sexual harassment training for any employee who performs supervisory functions in a company of 50 or more employees or more.   [99: 	IIIA12_AR_3121.pdf]  [100: 	IIIA12_AR_3130.pdf] 

Human Resources places guidelines in work areas around campus to provide employees information about the procedure for making discrimination complaints and makes the information easily available on the college website.  When complaints arise, they are brought to Human Resources for investigation.  Other established and new board policies have also been adopted to ensure a safe, equitable, and comfortable working environment that address whistleblower protections (BP 2116),[endnoteRef:101] bullying and workplace violence (BP 3124),[endnoteRef:102] disability discrimination (BP 2410),[endnoteRef:103] and sexual misconduct (BP 3122).[endnoteRef:104]  [101: 	IIIA12_BP_2116.pdf]  [102: 	IIIA12_BP_3123_3124.pdf]  [103: 	IIIA12_BP_2410.pdf]  [104: 	IIIA12_BP_3121.pdf] 

Programs, Practices, and Services to Support its Diverse Personnel
In addition to stated policies and procedures, this commitment expresses itself through a myriad of programs, practices, and services at the College, as outlined below:
· Title IX – Gender Equality: In 2014-2015, the College’s Superintendent/President established a Title IX Task Force that included faculty, staff, students, and administrators representing the general segments of the college community.  This task force was charged with reviewing the District’s current Title IX-related policies and practices and making recommendations for improvement as necessary.[endnoteRef:105]  [105: 	IIIA12_TitleIX_Report-July_2015.pdf] 

· Disability: The College’s Office of Human Resources consults with employees and their supervisors with regard to reasonable accommodations requests.  
· Sexual Orientation and Gender Expression: In 2013-2014, the college community began addressing equity and diversity concerns with regard to sexual orientation and gender expression.  At that time, the Equity and Diversity Committee of the College’s Academic Senate organized a team of faculty, staff, and students to complete the Academic Senate for California Community College’s (ASCCC) Equity Committee’s LGBT-Friendly Campus Climate Index[footnoteRef:4] survey to understand and improve how well the College is serving its lesbian, gay, bisexual, transgender, queer, intersex, and asexual (LGBTQIA) community.  The Santa Monica College Campus Police attend sensitivity trainings each year that support an understanding of LGBTQIA students, and the College offered a two-part Safe Zone training during the 2015 professional development day.   [4:  While this is the official name of the index, the College serves the LGBTQIA community.] 

· Racial/Ethnic/Cultural Diversity: Many programs support the College’s commitment to racial/ethnic diversity for all members of the college community, including campus initiatives, guest lectures, visiting professors, celebrations, and professional development activities.  Among the College’s most prized initiatives is Global Citizenship, which began in 2007,[endnoteRef:106] a key component of which has been the expansion intercultural awareness through college-sponsored professional development opportunities for faculty and staff, including trips to Austria, Turkey, and China.[endnoteRef:107]  During the fall semesters, the International Education Week[endnoteRef:108] in November includes lectures, films, and other opportunities to explore and celebrate international diversity.  In the spring, the Global Citizenship Student Research Symposium celebrates outstanding student work that illustrates the concepts, themes, and concerns of global citizenship.[endnoteRef:109]   [106: 	IIIA12_Global_Citizenship_Web_Page.pdf]  [107: 	IIIA12_Global_Citizenship_Professional_Development_Program.pdf]  [108: 	IIIA12_International_Education_Week_2015.pdf]  [109: 	IIIA12_Annual_Student_Research_Symposium.pdf] 

Assessment of the College’s Record in Employment Equity and Diversity
The College is committed to employing and maintaining a diverse workforce.  As outlined in AR 3120, Equal Employment Opportunity Program and Discrimination Complaint Procedure, each applicant may choose to identify himself/herself as a member of a historically underrepresented group when his/her application is submitted.  This information is kept confidential and may be used only in evaluating the effectiveness of the District’s diversity program and in ensuring that the applicant pools are reflective of historically underrepresented groups in the workforce and each screening committee for faculty and academic administration positions includes an Equal Employment Opportunity (EEO) representative to ensure the fairness of the selection process and all faculty, staff, and administrators who serve on hiring committees must attend orientation sessions that include EEO training.  
The Office of Human Resources conducts a biannual assessment of the race and ethnic make-up of college personnel.  This information is presented to the Board of Trustees with recommendations for improvements to the hiring process as necessary.[endnoteRef:110]  [110: 	IIIA12_SMC_Diversity_Report_2014-2015.pdf] 

Analysis
Through its policies and practices, the College maintains and expands programs, practices, and services that support its diverse personnel and contribute to its Mission.  Despite its commitment to diversity and the development and implementation of these policies and practices, the College’s record in employment equity and diversity has significant room for improvement.  As shown in the following table, which compares student ethnic demographics to various employment categories, approximately 45 percent of Santa Monica College students represent traditionally underrepresented races/ethnicities, with Hispanic students representing 38.5 percent of the total student population.  Gains in the diversity of college personnel include an increase in the academic administrators who self-identify as Hispanic, from 14.6 percent in Fall 2012 to 20.8 percent in Fall 2014.  However, with the exception of comparing Black employees to the student population, minority populations are still underrepresented within the College’s full-time and part-time faculty members and are not reflective of either the College’s student or County of Los Angeles’s ethnic populations.  Additionally, employees from all ethnic groups are underrepresented when compared with the White, non-Hispanic employees in each category.
Student Racial/Ethnic Demographics
	
	Students*
	Academic Administrators
	Academic Tenured/Tenure Track Faculty
	Academic
Temporary
	Classified Managers
	Classified Employees***

	
	Count
	%
	Count
	%**
	Count
	%**
	Count
	%**
	Count
	%**
	Count
	%**

	Total
	32,166
	100.0%
	48
	2.5%
	311
	16.1%
	1,085
	56.1%
	38
	2.0%
	452
	23.4%

	Black
	2,649
	8.24%
	9
	18.8%
	35
	11.3%
	89
	8.2%
	7
	18.4%
	102
	22.6%

	American Indian/ Alaskan Native
	60
	0.19%
	0
	0.0%
	0
	0.0%
	1
	0.1%
	1
	2.6%
	0
	0.0%

	Asian
	3,984
	12.39%
	7
	14.6%
	38
	12.2%
	94
	8.7%
	4
	10.5%
	43
	9.5%

	Hispanic 
	11,417
	35.49%
	10
	20.8%
	46
	14.8%
	119
	11.0%
	5
	13.2%
	117
	25.9%

	Multi-Ethnicity
	1,140
	3.54%
	1
	2.1%
	1
	0.3%
	14
	1.3%
	0
	0.0%
	1
	0.2%

	Filipino
	528
	1.64%
	0
	0.0%
	3
	1.0%
	0
	0.0%
	1
	2.6%
	11
	2.4%

	Pacific Islander
	82
	0.25%
	1
	2.1%
	1
	0.3%
	5
	0.5%
	0
	0.0%
	0
	0.0%

	Unknown
	2,456
	7.64%
	1
	2.1%
	4
	1.3%
	56
	5.2%
	0
	0.0%
	20
	4.4%

	White, Non-Hispanic
	9,850
	30.62%
	19
	39.6%
	183
	58.8%
	699
	64.4%
	20
	52.6%
	154
	34.1%

		*	Source: http://datamart.cccco.edu/Students/Enrollment_Status.aspx
	**	Percentages are based on a total employee count of 1,934.
	***	“Classified Employees” includes Classified Confidential and Police Officers


The results from the Academic Senate for California Community College’s Equity Committee’s LGBT-Friendly Campus Climate Index survey (completed by staff, faculty, and students) suggested that the College should provide more training for faculty and staff and work on improving its recruitment and retention efforts of both staff and students. [endnoteRef:111]  Efforts are underway to address some of the areas of concern regarding LGBTQIA and gender expression support and services.  For example, the College is adding “gender expression” to all of its inclusion policies in compliance with California law and has hired a post-doctoral psychology student to provide individual counseling to LGBTQIA students through the Office of Psychological Services.   [111: 	IIIA12_Student_Climate_Survey_Spring_2015.pdf] 

However, the College needs to make a visible commitment to prioritize addressing LGBTQIA and gender expression concerns on campus rather than relying primarily on the LGBTQIA community itself to identify areas of concern.  The LGBT-Friendly Campus Climate Index report further suggested that the College should provide more training for faculty and staff and also work on improving its recruitment and retention efforts of both staff and students.
Plan
Based on an analysis of the evidence, Santa Monica College is addressing this standard and will continue to monitor its performance, most specifically its progress in diversifying its workforce.
	Proposed Activities
	Responsible Parties
	Timeline
	Anticipated Outcomes/ Benchmarks of Success

	Objective: To increase the diversity of part-time and full-time faculty hired by the College.

	1) Continue to advertise employment opportunities in professional publications and other sources that have ties to historically underrepresented groups.
	Office of Human Resources
Personnel Commission
	Ongoing
	1) Applicant pools reflect increased diversity.

	2) Outreach to participants in California State University, Dominguez Hills’ Community College Teaching Certificate program.[endnoteRef:112] [112: 	IIIA12_CSUDH_Community_College_Teaching_Certificate.pdf] 

	Office of Human Resources

	2016-2017
	2) Prospective instructors are aware of full- and part-time faculty employment opportunities.  Applicant pools for part-time faculty reflect greater diversity.

	3) Ensure that current part-time faculty who are members of underrepresented groups are encouraged to apply for full-time positions.
	Office of Human Resources

	Ongoing
	3) Applicant pools for full-time positions include current part-time faculty who are members of underrepresented populations.

	4) Develop outreach efforts to both current employees and external applicants to increase the diversity of applicant pools for classified management positions.
	Personnel Commission 
	Ongoing
	4) Applicant pools for classified management positions are more diverse.



	Proposed Activities
	Responsible Parties
	Timeline
	Anticipated Outcomes/ Benchmarks of Success

	Objective: To develop a more inclusive climate for LGBTQIA students and staff.

	1) Create training modules to help build a community of respect, inclusion and support for LGBTQIA students.
	Psychological Services
	Completed (training ongoing)
	Training modules available for faculty and staff and students on a number of topics related to students and staff who identify as LGBTQIA.

	2) Develop recruitment materials to attract diverse faculty, with focus on attracting candidates who may identify as LGBTQIA.
	Human Resources
	2016-2017
	Increased diversity in hiring pools. 

	3) Utilize the data from the Campus Climate index to identify other areas of concern regarding students and staff who identify as LGBTQIA.
	Institutional Research
Psychological Services
Human Resources
	2016-17 
	A more welcoming college culture for students and employees. 




IIIA.13	The institution upholds a written code of professional ethics for all of its personnel, including consequences for violation.
Evidence of Meeting the Standard
BP 2405, District-Wide Code of Ethics,[endnoteRef:113] applies to all college employees, including faculty, classified staff, and administrators and is supported by AR 5220, Ethics Statement,[endnoteRef:114] which articulates the College’s ethical expectations of faculty under their rights of Academic Freedom and Responsibilities, as well as professional codes of ethics established by the Academic Senate[endnoteRef:115] and the Management Association.[endnoteRef:116]   [113: 	IIIA13_BP_2405.pdf]  [114: 	IIIA13_AR_5220.pdf]  [115: 	IIIA13_Statement_on_Ethics.pdf]  [116: 	IIIA13_Management_Association_Ethics_Statement.pdf] 

The Academic Senate’s Professional Ethics and Responsibilities Committee facilitates institutional discussions regarding ethics, faculty responsibility, and how to apply the principles laid out in the code of ethics; some of these discussions take place online via the committee’s “Ethical Professor” blog. [endnoteRef:117]  Topics have included posting grades and student privacy, syllabus content, avoiding grade appeals, student-instructor relationships, and responsibilities of faculty in writing recommendation letters for students.   [117: 	IIIA13_Professional _Ethics_Responsibilities.pdf] 

In the event of an alleged ethical violation, the employee meets with his/her supervisor to discuss the allegation, and a report is placed in the personnel file.  Faculty who are accused of unethical behavior meet directly with the Vice President of Academic Affairs.  In the event of an allegation of sexual harassment, the Office of Human Resources conducts an investigation.
Analysis 
The College’s Board Policy on the Code of Ethics is complemented by individual constituency-based Codes of Ethics and an Ethics Statement, all of which are available on the college website and shared during new-hire orientation.  The College recognizes that the college community’s awareness of these codes could be improved.  
Plan
Based on an analysis of the evidence, Santa Monica College is addressing this standard but will continue to identify and implement effective strategies for increasing campus wide awareness of the College’s Code of Ethics and ensuring compliance with its tenets.  
	Proposed Activities
	Responsible Parties
	Timeline
	Anticipated Outcomes/ Benchmarks of Success

	Objective: To ensure that the Santa Monica College Ethics Code is understood by all members of the college community and develop written consequences for violation of the code.

	Develop and document the consequences for employees who violate the Code of Ethics.
	Office of Human Resources
Personnel Commission
	2016-2018
	Employees understand the consequences for violating the Code of Ethics.

	Post copies of the Code of Ethics with other mandatory workplace notices across the campus.
	Office of Human Resources
	2016-2017
	All college personnel are aware of the Code of Ethics.

	Facilitate a workshop on the Code of Ethics at least once per year during the College’s institutional professional development days.
	Office of Human Resources
Academic Senate Joint Professional Development Committee
	Ongoing
	Faculty and Staff have the opportunity for professional development training about the Code of Ethics and consequences for violations.




IIIA.14	The institution plans for and provides all personnel with appropriate opportunities for continued professional development, consistent with the institutional mission and based on evolving pedagogy, technology, and learning needs.  The institution systematically evaluates professional development programs and uses the results of these evaluations as the basis for improvement.
Evidence of Meeting the Standard
In 2012, Santa Monica College identified professional development as an institutional priority and established objective #11[endnoteRef:118] in the 2012-2013 Master Plan for Education to ensure that all personnel groups were receiving appropriate opportunities for continued professional development, as much of the training to date had focused on faculty professional development and there were concerns that classified staff and others were not well represented in the process.  The professional development process that emerged from this workgroup was included in the Master Plan for Education Update, 2013-2014.[endnoteRef:119] [118: 	IIIA14_MPE_Objective11_2012-2013.pdf]  [119: 	IIIA14_Professional_Development_chart_from_MPE_2013-2014.pdf] 

The College provides a full array of professional development opportunities throughout the academic year for faculty, classified staff, and managers.  Professional development planning is driven by the College’s master planning process with annual activities focused on institutional goals, initiatives, and priorities.  Activities such as workshops, presentations, and discussions supporting college initiatives are tied to Institutional Learning Outcomes and Supporting Goals.  
At the institutional level, the primary means by which the College provides professional development is through two institutional flex days, one in the fall and one in the spring.  Planning for the institutional flex days is guided by the Mission and focuses on learning needs, pedagogy, and technology.  The results of surveys administered after each flex day inform the planning process for subsequent flex days, as do professional development surveys periodically disseminated to the constituency groups by their respective professional development groups, such as the Faculty Needs Assessment Survey disseminated to faculty in January 2012.[endnoteRef:120] [120: 	IIIA14_Faculty_Needs_Interests_Survey_Findings_6-17-2013.pdf] 

Recent flex day programs have addressed the College’s increased focus on student equity and what can be done both in and out of the classroom to address gaps in student success.  The College has engaged regional and national experts as keynote presenters to discuss these topics, including such notable researchers as the following:
· Fall 2014, Dr. Frank Harris on Facilitating Student Success for Men of Color in Community Colleges[endnoteRef:121] [121: 	IIIA14_Professional_Development_Day_Fall_2014.pdf] 

· Spring 2014, Dr. Ken Bain, What the Best Teachers Do[endnoteRef:122]  [122: 	IIIA14_Spring_2014_Flex_Day_schedule.pdf] 

· Spring 2015, Dr. Pedro Noguera, Motivating, Engaging, and Empowering Students to Learn[endnoteRef:123]  [123: 	IIIA14_Spring_2015_Professional_Development_Day.pdf] 

The College also offers other institutional trainings for the entire campus in such areas as emergency/disaster preparedness, responding to an active shooter, and trainings in sexual harassment, discrimination, student privacy laws, and accessibility.  As an example, in Fall 2013, in response to a shooting on campus, and in line with the College’s global citizenship theme of  Peace and Security: Managing Conflict and Violence in a Turbulent World, the Fall Institutional Flex Day focused on issues related to emergency and disaster preparedness.[endnoteRef:124]  To consolidate the information about the many professional development activities into one place, a professional development calendar has been posted on the college website.[endnoteRef:125]   [124: 	IIIA14_Fall_2013_Professional_Development_Day.pdf]  [125: 	IIIA14_Professional_Development_calendar_2015-2016.pdf] 

Other professional development activities may address a specific personnel group, such as faculty or classified staff, or address specific institutional priorities:
· Faculty Professional Development:  The College has established a professional development fund for faculty that can be used to reimburse them for individual professional development expenses, such as conference registration fees and travel costs, contracts with external experts, and specialized departmental trainings.  
· Sabbaticals and Fellowships:[endnoteRef:126] The College budgets for eight one-semester sabbaticals[endnoteRef:127] each year for full-time faculty to engage in professional development.  Fellowship awards of $1,500 each are available to full- and part-time faculty to develop special projects.   [126: 	IIIA8_Sabbaticals_Fellowships_and_Awards_Committee.pdf   ]  [127: 	IIIA14_Sabbatical_and_Fellowship_Awardees_2015-2016.pdf] 

· The Margin of Excellence Mini-Grants Program:[endnoteRef:128]  Funded through private donations, the Santa Monica College Foundation awards Margin of Excellence grants to faculty, providing equipment, professional development and other support.  Awards are a maximum of $5,000 each and the Foundation has awarded an average of $52,000 annually to support faculty projects related to improving teaching and learning.[endnoteRef:129] [128: 	IIIA14_Funded_Margin_of_Excellence_Grants.pdf]  [129: 	IIIA14_Margin_of_Excellence_Grants] 

· President’s Circle Chair of Excellence:[endnoteRef:130]  The Santa Monica College Foundation also supports several Chairs of Excellence in a variety of disciplines.  Designed as an incentive for faculty members to try new and innovative avenues to improve the teaching and learning environment, recipients receive $5,000 annually for three years.  There are currently ten chairs in Life Science, Physical Science, Music, Performing Arts, Art, Nursing, Philosophy and Social Science, Business, and Communication.   [130: 	IIIA14_Chairs_of_Excellence_Grants] 

· The Center for Teaching Excellence:[endnoteRef:131] The Center for Teaching Excellence, established with funding from the Title V, Hispanic Serving Institutions (HSI) Program under the U.S. Department of Education, aims to develop sound pedagogy in the areas of technology, teaching excellence, and cultural responsiveness. In addition to the annual Faculty Summer Institute, the Center recently added the Career Technical Education (CTE)[endnoteRef:132] Winter Institute, a three-day professional development experience for CTE faculty, the Center regularly offers seminars, workshops, and customized individual and small group support. [endnoteRef:133]  [131: 	IIIA14_The_Center_for_Teaching_Excellence_webpage.pdf]  [132: 	IIIA14_CTE_2015-16_Activity_Log.pdf]  [133: 	IIIA14_The_Center_for_Teaching_Excellence_Calendar_List_of_Events.pdf   ] 

· Classified Professional Development: The College provides an annual professional development fund for classified bargaining unit staff in the amount of $15,000 per year for “reimbursement of tuition, registration, and/or the cost of books…for classes, conferences or workshops.”  Classified staff are encouraged to attend the institutional flex day activities, and the Classified Professional Development Committee coordinates workshops included on those days as well as training offered throughout the year solely for classified staff.[endnoteRef:134]   [134: 	IIIA14_Classified_Professional_Development_Day_Spring2016.pdf] 

· Professional Development on Global Citizenship: As discussed in Standard IIIA.12, the College has sponsored professional development opportunities for faculty and staff, including trips to Austria, Turkey, and China.[endnoteRef:135]  The Global Citizenship Initiative also provides mini-grants to full- and part-time faculty[endnoteRef:136] to support professional development projects associated with the Global Citizenship mission.[endnoteRef:137] [135: 	IIIA14_Global_Citizenship_Professional_Development_Opportunities.pdf]  [136: 	IIIA14_Global_Citizenship_Global_Grants.pdf]  [137: 	IIIA14_MiniGrant_Summaries.pdf] 

· Professional Development for Distance Education: The College offers specific professional development for faculty and staff who support students learning at a distance, specifically by training and supporting faculty readiness in using online instructional resources.  The Distance Education Program serves faculty who teach online, as well as hybrid class instructors, and eCompanion users.  The program ensures ADA 508 compliance of the College’s online course offerings, encouraging instructors to use Universal Design principles to make sure that all online classes, hybrid class information, and eCompanion shells are accessible to all students.[endnoteRef:138]  The College is moving to the Instructure Canvas platform and professional development will be a key component of this effort. [138: 	IIIA14_Prof_Dev_for_DE_Personnel.pdf] 

Evaluation of Professional Development
Professional development planning at the College is a dynamic process that begins with a needs assessment, continues through program planning and implementation, and ends with evaluation of the professional development offerings and improvements to subsequent offerings based on these results.  For example, the Academic Senate Joint Professional Development Committee (PDC) conducted a faculty needs assessment survey in January 2012[endnoteRef:139] that has been used to coordinate, plan, support, and facilitate faculty professional development activities.   [139: 	IIIA14_Faculty_Needs_Interests_Survey_Findings_6-17-2013.pdf] 

Post-activity evaluation feedback is crucial to both assessing the effectiveness of the professional development activity and determining the direction of future professional development activities.  Planning committees, such as the PDC, the CPDC, the Global Citizenship Committee, and the Distance Education Committee solicit feedback from participants through surveys and use this information to assess the quality of the content, including the presenters, and make decisions on future presentations.[endnoteRef:140] [140: 	IIIA14_Spring2015_ProfDevDay_Survey_Results.pdf] 

The Center for Teaching Excellence solicits assessment feedback for all of its offerings and uses this information to develop and improve subsequent offerings.  For example, participants in the Faculty Summer Institute evaluated each day's workshop using an online survey that was provided at the end of each session.[endnoteRef:141]   [141: 	IIIA14_FSI_Fall_Followup_Survey_Results.pdf] 

To evaluate training needs for distance education professional development, new administrative unit outcomes have been developed and implemented, the assessment of which will determine future trainings.  Evaluation of eCompanion is conducted by looking at the repetition of questions and the demand in specific topics from faculty to monitor the trends online education.  The Distance Education Department uses this information to better address the faculty’s needs.  
Analysis
Santa Monica College has worked diligently to strengthen its professional development offerings for faculty and staff and ensure that all personnel groups are receiving the ongoing training and support that they need to effectively do their jobs and contribute to the institutional Mission to improve student learning and achievement.  There has been a concerted effort on the part of all constituency groups to tie professional development planning to institutional planning.  To support this outcome, the classified staff now has its own Classified Professional Development Committee that works in concert with the faculty Professional Development Committee.  
The College has worked to institutionalize the Center for Teaching Excellence, giving it a permanent home.  The Center plans to work more extensively with new faculty and to involve more adjunct faculty.  The Center is contracting with a third party to provide online professional development offerings for faculty who may have scheduling conflicts with on-campus events.  
The College offers multiple opportunities for all faculty to participate in college-funded professional development activities, including sabbaticals and the Santa Monica College Foundation-funded Margin of Excellence grants.  However, both the College and the Foundation have had difficulty awarding the full number of sabbaticals and grants available; since 2012-2013, the College has awarded an average of 6.25 sabbaticals per year although it budgets to fund eight sabbaticals per year.  The Academic Senate joint committees are working to streamline the application process and raise faculty awareness of available opportunities.  
Plan
Based on analysis of the evidence, Santa Monica College is addressing this standard and will continue to monitor its progress.  The College will ensure that professional development opportunities are provided to faculty teaching online through the new Instructure Canvas program and will make improvements to the sabbatical application and award processes. 
	Proposed Activities
	Responsible Parties
	Timeline
	Anticipated Outcomes/ Benchmarks of Success

	Objective: To ensure that faculty who teach online in the new platform or who use the equivalent of eCompanion are afforded training opportunities to build the skills needed to effectively use the new platform.

	Initiate training contract with Instructure/Canvas.
	Distance Education
Purchasing
	2016-2017
	Contract includes professional development.

	Conduct training.
	Distance Education
DE Faculty 
	Ongoing
	DE Faculty and support personnel ensure that DE students are supported.



	Proposed Activities
	Responsible Parties
	Timeline
	Anticipated Outcomes/ Benchmarks of Success

	Objective: To ensure that a minimum of eight sabbaticals are awarded as per the agreement between the District and the Faculty Association.

	Develop streamlined application process.
	Sabbaticals Committee
Office of Human Resources
	2016-2017
	Application process results in a larger pool of sabbatical applications submitted.

	Provide outreach to faculty.
	Sabbaticals Committee
Professional Development Committee
	2016-2017
	Faculty are encouraged to apply for sabbaticals.




IIIA.15	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.  
Evidence of Meeting the Standard
The Office of Human Resources maintains personnel files for all employees. Personnel files are stored in a file room within the Human Resources Office and are locked during non-business hours. Access to these files is limited to Human Resources personnel
The College provides employees access to their records in accordance with the California Education Code, Title 3, Section 87031.  AR 3131, Personnel Records,[endnoteRef:142] and BP 3131, Personnel Records,[endnoteRef:143] defines the procedure for personnel who wish to access records archived by the District. [142: 	IIIA12_AR_3130.pdf]  [143: 	IIIA15_BP_3131.pdf] 

The College has undertaken imaging documents. The objective is to image active files and achieve a paperless operation to enhance the security and retrieval of employee records.
Analysis
Santa Monica College has clearly established policies and procedures that provide for the security and confidentiality of its personnel records.  The Human Resources staff is trained to ensure that they are knowledgeable about of these policies and procedures and utilize effective practices to ensure compliance.  For example, staff participate in an online training provided by LawRoom, an online vendor, entitled California Access to Personnel Records, which outlines what institutions need to retain and what information is disposable.  This training is updated each time the law changes; as such, staff attended in the training in 2013 and again in 2015.  
The College is making progress toward a paperless personnel records system, although constraints on fiscal and human resources have slowed the process.  
Plan
Based on analysis of the evidence, Santa Monica College is addressing this standard and will continue to monitor its progress.
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