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[image: image1]LTD Mission and Vision
Through synergy, professionalism, and integrity, we provide support services to a diverse community of students, faculty, and staff for the improvement of teaching and learning in an environment that utilizes the state of the art technology.  We values and support ongoing innovation, personal, and professional growth of our employees.  We valued communication and feedback as a means to improve our services. 
LTD Strategic Plan

LTD’s Strategic Plan was revised during the spring of 2003.  We had many successes but the lack of the staff’s experience with strategic planning made decisions and follow though challenging.  Communication or lack of was also key factor.  LTD’s strategic plan process now emphasizes three pillars that plan the direction and focus of the department.  Each area is chaired by a staff member, experienced with strategic planning.  These staff members meet on a bi-monthly basis to communicate and bring forward any discussions.  Anyone is free to attend another group’s meeting.  The various groups have overlapping responsibilities and challenges.  The three areas are Serving Students, chaired by Jose Cisneros, Teaching and Learning, chaired by Sandra Wells, and Communications, chaired by Kurt Chambers.  The action items and discussions can be viewed on LTD’s website.  The three pillars overlap each other in a myriad of ways, which are complimentary, but make it more difficult to determine which areas focus on a specific department need or challenge.
Department Areas of Responsibility
Provide opportunities for continuous development of employee technology skills 

Achievements and accomplishments:

LTD continued to provide a wide variety of training opportunities to strengthen the technology skills of employees.  During ’02 03 academic year, Billie Hughes developed the CIS236 course to give faculty experience taking an online class in the WebCT environment.  CIS236 was offered during the spring as a 12 week course instead of an eight week course. This was a FPG approved course that immerses faculty in the online environment.  Kurt Chambers revised the two credit course and has worked diligently to learn administrative skills to support WebCT.  The class was team taught by Kurt Chambers and Alan Levine (Instructional Technologist at District). 14   Faculty registered for the courses and 11 faculty completed the course.  It was modified to cover 12 weeks, instead of the previous eight week course.  Eight weeks was too intense for faculty’s busy teaching schedules.  During the summer training modules were developed that allowed faculty to pick and choose areas that they needed the skills.
Training Workshops

	Session title
	Total Number of attendees
	Number of sessions
	General description of the skills covered

	Dreamweaver I
	21
	8
	Basic Dreamweaver skills

	Dreamweaver II
	27
	8
	Intermediate Dreamweaver skills

	MicroGrade
	20
	9
	How to use MicroGrade

	PowerPoint I
	41
	5
	Basic PowerPoint skills

	PowerPoint II
	12
	4
	Intermediate PowerPoint skills

	Excel I
	4
	2
	Basic Excel skills

	Excel II
	4
	2
	Intermediate Excel skills

	Excel III
	4
	1
	Advanced Excel skills

	Calendar
	17
	6
	How to use the Calendar system

	MEMO I
	7
	3
	Using email

	MEMO II
	2
	1
	Intermediate MEMO features

	Respondus
	4
	1
	Creating quizzes

	Word XP
	7
	4
	Skills necessary to begin to use WebCT

	WebCT setting up
	6
	1
	Begin development)

	WebCT Navigation.
	11
	2
	How to navigate 

	WebCT Syllabi
	3
	1
	Create a syllabus using templates

	WebCT Boot camp
	5
	2
	Intense workshop for faculty teaching course

	TOTAL
	190
	58
	


Workshops italicized are not included in projections below

	Projected Classes vs.

Actual Classes

	Projected
	Actual

	67
	51


	Anticipated attendees  vs.

 Actual attendees

	253
	Actual

	67
	172


General Comments:

Workshops are offered based on both requests and initiatives.  As reflected in the tables above, we continue to struggle with employees who register, but never show.  Much time and effort is spent in workshop preparation and canceled workshops are not a good use of resources.  We are currently discussing efforts to offer department workshops based on department need and availability.   MicroGrade remains popular, especially for adjunct faculty.  PowerPoint and Dreamweaver are two of the most popular workshops.  The numbers of individuals using Dreamweaver and WebCT, both online and hybrid models may indicate that faculty and staff are moving into using technology to enhance their job or teaching. It also may reflect the added number of employees responsible for supporting their department web pages, but who need the skills to do so.  We need to provide more opportunities for advanced skills that will enable faculty and staff to better support student learning and provide more training opportunities for adjunct faulty.

Improvement Areas:

We continue to strive to provide more formats for learning technology skills in hopes to address the “just in time” needs of PC employees and the lack of attendance of face to-face workshops.  Increased number of instructional support materials is available online and we plan to monitor their use and assess their value.  One-on-one support continues to be a support challenge, although it is the most favored learning style of the large majority of employees.  It is also a learning style that demands most resources from LTD.  
This area remains one that we will continue to focus on and expand.  A fresh approach for using technologies to promote learning and expanding hybrid courses and workshops has been discussed and we continued to bring ideas to our strategic planning.
Provide a variety of staff development and orientation programs
Achievements and accomplishments:

LTD staff have supported staff development initiatives.  This goal includes both NEO and NFO.  Three NEO/NFO orientation sessions are held each year.  The third orientation is primarily PSA and MAT personnel as it is held during early spring.  We have received good feedback from these sessions thanks to the efforts of Debbie Ermonian and Sara Soller and the leadership they have provided.  The fall semester was the first semester of the new Staff Developers.  They have quickly orientated themselves to the job and continue to evaluate and look for new approaches and topics.  Administration continues to support and attend the beginning sessions.
NFO, under the leadership of Pam Rogers, continues to be an exemplary program orientating new faculty.  NFO offers many ways to get acquainted with the campus and responsibilities.  This year the activities were more active with the first meeting highlighted by faculty going to different areas instead of the areas going to them.  It is hoped that will better acquaint them with campus areas and services.  

Both areas are strongly supported by LTD.  These initiatives need to be more strongly identified with LTD.  LTD serves to offer increase training opportunities to learn new teaching techniques, new technologies, and expand employee skill base 
General Comments:

Anecdotal data indicates that NEO is beneficial to the college and employees.   We plan to continue to offer NEO in this form with improvements and adjustments occurring each year.  NFO continues to be a wonderful experience for new faculty.

Areas needing improvements:

We need better ways to assess the effectiveness of training workshops, NEO, and NFO.  Feedback from supervisors would be helpful as we try to improve the content of the orientation sessions.  Better assessments processes and tools would provide data for the continuous improvement of the program.  We continue to improve communications with Department Chairs in an effort to have the employees released form their workload to attend workshops, NFO, or NEO. 
Training, NEO, and NFO continue as priorities of LTD.  The need for Adjunct faculty to have generic orientation to the campus is being discussed. It has not been decided as to whom or what department will support this need
Provide a variety of staff development programs

Achievements and accomplishments:

Under the leadership of Debbie Ermonian and Sara Soller, staff development had an exciting and productive year.  Following is a summary of the staff development activities.

	Activity
	# of sessions
	# of participants 

	Conversation and Cuisine
	6
	75

	Summer Projects (FPG) Workshop
	1
	6

	Learning Grant Workshop
	1
	8

	New Employee Orientation
	3
	39

	Prioritizing Tasks
	1
	12

	Getting along means getting ahead
	1
	18

	Becoming Positive Influence
	1
	14

	Road to Resilience
	1
	11

	Chi Gong for legs (health)
	1
	4

	Learning styl9
	1
	9

	Transform Challenges into positive outcomes
	1
	16

	Legal Issues
	1
	15

	Manage Performance – Effective performance evals
	1
	9

	Blogging
	1
	19

	SmartBoard
	1
	6

	Fall Fest
	1
	Cake for 200

	TOTAL
	23
	60+


	Day of Learning
	# of sessions
	# of participants (duplicated headcount)

	Fall
	15
	312

	Spring
	14
	389


General Comments:

Staff Development was quite active during 2003-04.  Staff Development strives to support campus initiatives and to provide other activities that draw the campus together to improve communications and community among the diverse employees.  The Day of Learning continues to be a popular opportunity for all employees to attend training or other informative sessions.  This is the second year for the Day of Learning.  The Day of Learning provides technology, diversity, leadership, pedagogy, work specific topics, and personal improvement workshops.  
In addition to providing input to the on-going staff development program, PC Cubed (PC3)    the leadership program, continues to offer valuable leadership skills and information to    participants from all employee groups.  Employees meet four h ours, once a month on Fridays to network, hear guest speakers, and enhance their leadership skills.  

Areas needing improvements:

Staff Development includes all employee development and efforts to promote a positive campus climate.  There is a broad array of workshops, programs, and activities, but we need to develop better methods for assessing their effectiveness.  Specific objectives, rubrics, and instruments to assess effectiveness and to tie to the strategic directions of the college and department are needed.  Progress continues in this area and it will remain a priority.

Support the development and delivery of WebCT online and hybrid courses.

Achievements and accomplishments:

The following table and graph summarizes the growth of WebCT over the past two years.  These combine the full on-line and web enhanced courses.  During the spring of 2004 courses were described as hybrid, online, or resource.  Hybrid classes were not identified until the spring of 2003.
	Semester
	# of Online Courses
	# of Online Sections
	# of Hybrid Courses
	# of Hybrid Sections
	Resource Classes
	Resource Sections
	# of Faculty
	# of Students

	Spring 2002
	32
	49
	13
	na
	
	30
	917

	Summer 2002
	13
	21
	2
	na
	
	16
	325

	Fall 2002
	26
	18
	38
	30
	
	20
	1959

	
	
	
	
	
	
	
	

	Spring 2003
	46
	48
	46
	52
	
	30
	2882

	Summer 2003
	28
	32
	5
	5
	
	16
	820

	Fall 2003
	42
	54
	55
	63
	
	48
	2937

	Spring 2004
	35
	58
	41
	82
	14
	55
	76
	4011
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Summer Institutes that were offered last year, but few employees attended.  Due to lack of attendance it was not continued.  Instead, four, four-hour summer workshops were offered for faculty.  WebCT Boot camps were held for faculty at the end of the spring session.  The workshops were pre-approved for professional growth credit through the district.  Theses workshops combined intense learning sessions learn different aspects of WebCT were presented and practiced. Two workshops did not have any registered and were cancelled.

We created several sections of the WebCT workshops online using PDFs and RoboDemos. Growth continues with Biology, Nursing, and HCC courses.  There is expanded development of hybrids.  During the semester several workshops, plus one-on-one support is offered to support faculty and their development needs.

The WebCT Hotline continues to support students as they take online courses.  With the expansion of offerings and increases in the number of students taking courses, the hotline has been quite busy, with peaks occurring at the beginning and end of semesters.  As of mid-April a permanent employee, transferred from another department, answers the hotline.  This position brings consistency to the responses and decreases some of the scheduling.  To date, we have responded to approximately 455 phone calls and email requests for assistance.   With the revision of the WebCT logon page, the number of questions regarding logion problems decreased.  On-line documentation, help, FAQs, information in the class schedule, and the cards that we mail to students answer many questions without students needing to call the hotline.  We continue to improve the information provided to students in an attempt to provide better service and to minimize the numbers of hotline requests that we receive.

	WebCT Hotline for 2003 – 2004



	
	Walk-ins
	Email
	Phone

	fall
	17
	163
	204

	Spring and summer
	40
	159
	380

	
	
	
	


WebCT testing supports online courses.  Currently the WebCT Testing Center is a service for online courses but various hybrid courses were grandfathered in last year...  Testing hours were on Wednesday, Friday and Saturday during the fall and spring, but late in the spring the decision was made to offer testing for academic years ’04-’05 on Thursday instead of Wednesdays. Hopefully this will make it easier to find part-time support staff to aid the permanent testing associate.   We continue to improve the information provided to students in an attempt to provide better service and to minimize the numbers of testing challenges we have.  SynchronEyes is currently being used to monitor the testing.  
	WebCT Testing for 2003 – 2004



	
	Tests
	Students

	fall
	495
	1786

	Spring and summer
	595
	1630

	TOTAL
	1090
	3416


General Comments:

The growth of WebCT has outstripped the capabilities of the current server hardware.  This summer we are installing a new server and upgrading the WebCT software.  We currently have three servers, the more powerful server is used for current classes, the older server for faculty development, and the oldest and slowest capacity server is used for research.  The research server will be used to evaluate different course management systems and other supporting applications.  There is assurance from WebCT that the version that we are installing will continue to be supported into 2006.  

Fall was the first full semester Advisor track was used for the Hotline and testing.  Angelica Mihailova adjusted the program to work within the needs of LTD.  Data is much easier to obtain and it proves to be a great addition to department tools.

We continue to collaborate with MCC on WebCT-related issues but the interaction is minimal.  We continue to use Respondus and are using that tool to aid faculty in creating tests for use with WebCT.  Respondus can also be used as a quiz creator for traditional face-to-face classes, but we have had minimal success interesting faculty to use it.
Areas needing improvements:

Teaching on-line is much different than teaching in a classroom setting and many faculty who teach online have never taken online classes.  We hope to introduce more workshops and information about the pedagogy of online teaching.  We  incorporate teaching tips for on-line faculty in our training sessions, faculty continue to focus more on the technical aspects of course design and management rather than the pedagogy needed to teach effectively online.  We need to find ways to enhance faculty skills.  Toward the latter spring 2004, we were getting more faculty discussing how they taught online and wanting to learn other online teaching skills.  Perhaps the new organization of Ocotillo will be supporting our attempts. 
WebCT continues to be the on-line course delivery tool we will support.  The growth in the numbers of students enrolled in WebCT courses and the increasing numbers of faculty developing on-line and hybrid courses justifies continued support in this area.  The cost of training and development of support materials is labor and time intensive.  Faculty and LTD have taken many years to obtain the skills necessary to support online learning.  This area will continue to expand and remains a high priority for the department.  Approximately 10% of students use WebCT in some way.
Assist and support the development of alternative modes of learning 

Achievements and accomplishments:

During the past year, LTD focused on continued development of online and hybrid courses. Our challenge has been to provide the training and help needed without negatively impacting LTD resources.  Billie Hughes has developed many resources to use in supporting training needs of faculty.  She has also discovered various tools and resources that various colleges have developed and have shared with PC.  Billie will work with LTD to research and develop assessment tools, processes, and assessment plans. 
General Comments:

The development of hybrid course will see the most growth.  The District Ocotillo initiative has many workshops and discussions about the value of hybrid classes in student learning as well as research supporting the benefits of learning in a hybrid environment.  Hybrid courses have increased and interest in learning the skills to develop hybrid courses and teach using WebCT also increases.  LTD is investigating the use of blogs, wikkies, and e-portfolios in learning and instruction. 
Support the learning needs of students
Achievements and accomplishments:

During the past year, English writing tutors were added to the CC.  Working with Nancy Matte, English Department Chair, qualified tutors were assigned to work in the CC.  This service was well received by students who use the lab to complete writing assignments.  
When the Art Department vacated L016 at the end of the fall 2002 semester, the room was modified to provide another classroom.  Courses tied to that grant had priority in of the room, but it was used minimally.  The Coronado room was opened for use by non Title V instructors.  

	Headcount by Semester for 2003 – 2004

Taken hourly by CC staff



	Summer I
	3275

	Summer II
	3255

	Fall
	32360

	Spring
	29963

	TOTAL
	62, 853


	Total Students registered for NC500  (Lab Fees)


	Summer   Sessions I
	452

	Fall
	1258

	Spring
	1159

	TOTAL
	2869


General Comments:

During the spring the CC had a major leak and was closed for eight weeks until it was repaired.  This had a major impact on numbers of students using the computer lab and courses held in the electronic classrooms.  The CC held open lab in the Encanto Electronic Classroom, but there were no open lab use or electronic classroom reservation until the repair was completed.  CC returned to somewhat normal usage the rest of the semester, but numbers were down from previous spring semesters.  

The computers in the Catalina and Encanto classrooms were swapped, as Title V needed consistent and dependable data to support the grant and it was easier to extract data from one classroom rather than ten computers on the main lab floor and 29 computers in the Catalina room.  The spring should have seen an additional ten computers added to the Encanto room, but due to TSG workload this did not occur.  The ten title V computers remain on the lab floor for geneal student use.  Both Catalina and the Coronado room had new projectors installed.  The previous projectors were five years old, had high usage, and were well past their expected life span.
This year has seen several changes in personnel.  Inheye Ryder was hired during the summer, but transferred to District in mid spring.  The position has been supported by two RPS employees.  The Title V evening lab technical left during the fall.  Two RPS employees transferred to nights and remained there until the new person was hired in April.  These changes have placed an additional burden on LTD and many hours have been spent juggling work schedules.  Bonnie Bryant was hired as a fulltime day technician replacing John Cano.   She had held that position as an OYO for a year. 
Areas needing improvements:

Due to water damage the CC was closed for eight weeks of the spring semester, which decreased the numbers of students using the Computer Commons.  After the repairs were complete, many students were not willing to pay the $10.00 fee for two and half months of school during the fall semester.  The lab fees that are charged for CC use make it much less utilized than the library computers for which there are no fees, unfortunately the CC fee is needed to purchase paper and ink supplies.  Additional signage helps to draw students to the CC, but removal of the lab fees would increase student usage.  Conversations with the Library chair indicate she plans to offer Microsoft Word on the Library computers.  This would negatively impact the CC and has implications of support challenges for the Library.
There continues to be massive amount of paper used with apparent little regard of resources used.  The $10.00 lab fee gives students the freedom to print as much and as often as they want.  The Print Solution should take effect during the summer and advertising is already taking place in the CC.  There is a concern that students would be financially impacted if they pay per copy, in addition to the CC lab fee.  

The CC remains as a critical area serving the needs of students and faculty.  It is hoped that the $10 lab fee can be removed prior to the Print Solution initiative. 
Staff Activities and Responsibilities

Personnel Changes:

· John Harrod resigns
· Inhey Ryder resigns
· Al Battle continues as a faculty member in Business
· Arlene Martinsen converted to 12 month position
· Corina Canchola, transferred to serve as WebCT Testing and Hotline support
· Ray Derucki hired as evening lab technician

· Angelica  Mihailova hours were split 50/50, with Title V for 20hrs/week

· OYO ends for Alicia Barnett and she returns to MCC
· Julia Mihailova hired as RPS to supplement WebCT Testing and hotline needs
Personnel Accomplishments:

· Al Battle was hired as ft residential faculty in the Business department
· Kurt Chambers completes a major portion of his Masters in Instructional Design
· Jose Cisneros completes a masters in Education

· Bonnie Bryant completes a Bachelors in CIS

· Richard Saling was accepted to the University of Phoenix MBA program

· Arlene Martinsen began the Leadership workshop 

	Staff r
	Employee Group
	Responsibilities

	
	
	

	Kurt Chambers
	Faculty
	WebCT support, facilitate and design workshops, and support implementation of new version of WebCT;  revised CIS 236 for a 12 week course; created PHP and MySQL forms to aid in obtaining data for training and assessment; created materials using Robo Demo; serves as chair of FPG Sabbatical committee and Campus techno logy Committee; has been the major source of support and leadership for department strategic plan..

	Sandra Wells
	Department Chair
	

	Arlene Martinsen
	PSA
	Office Coordinator and provides leadership and support for a myriad of Staff Development activities; monitors budget; supports 

	Richard Saling
	PSA
	Web Technician

	Bonnie Bryant
	PSA
	CC Lab Technician

	Angelica Mihailova
	PSA (20 hrs)
	Database support, 

	Alicia Barnett
	MAT
	OYO Trainer

	Corina Canchola
	PSA
	WebCT Testing and Hotline support

	Jose Cisneros
	MAT
	CC Director

	Ray Derurki
	PSA
	Evening Computer Lab Tech

	Billie Hughes
	49%
	WebCT support, instructional materials development and research

	Jim Walters 
	49% (LTD has Jim for half of the 49%)
	WebCT administration, maintenance, implement new versions, and trouble shooting


Most LTD staff are members of various campus and District committees.  Committees include: Faculty Professional Growth, Strategic Planning, Staff Development, Retention, PC Green, Service Excellence, Travel, Campus Technology, Online Learning Group, FPG Policy Review Board, Club Advisor, Print Solution, Assessment, and the new SIS System Support.  In addition three LTD employees were involved in PC 3.   Five LTD staff were on various Search Committees throughout the year.  
Future direction of LTD
LTD continues to come together as a department.  Since the merger between LTD and the Open Computer Lab (now Computer Commons) several years ago the main objective has been to maintain the highest possible service in both areas and expand services to the campus.  There continues to be opportunities to fuse the areas into a cohesive whole, helping each employee feel an important part of the department’s strategic plan.  

The personnel changes for 2003-04 were significant.  Jim has a complete his second year as a 49% retiree and Billie Hughes has completed her fourth year as a 40% retiree.  LTD is still minus one full-time faculty position, but there a search committee has been formed for a half-time residential faculty.  Alicia Barnett has held the training position for two years.  A search committee has been formed to hire a permanent replacement for the training replacement.  Bonnie Bryant was hired as a CC lab technician.  Julia Mihailova was hired to support testing, the hotline, and staff development.  Significant time has been used to deal with hiring processes, orientating, and integrating new people into the department.  

Web-based and hybrid courses continue to grow and the total number of students increases each year.  Currently one tenth of PC students take online courses or hybrid at PC.  2004 – 20005 is the final year of the WebCT three year contract.  The WebCT license needs to be institutionalized as the LTD department does not have the budget to purchase the $24,000 course management system.  The cost for WebCT will continue to grow as well dependence on the course management system increases and the number of online and hybrid course using WebCT increases.  WebCT course growth requires more resources for support, such as WebCT Testing and the WebCT hotline, along with training and instructional materials development.  We hope to offer WebCT testing to faculty teaching hybrid courses.  An ad hoc committee will be formed to identify the criteria used to allow hybrid courses to use the testing facilities.
New computers were purchased for the CC Coronado classroom.  The computers should serve students well for three or four years, with increase of RAM adding to longer life span.  The rate of change in technology continues to be staggering in terms of on-going costs.  LTD does not have a budget to replace the old technology; consequently WebCT fees will be an excellent source for capital replacement.  
From all the indicators, additional demands will be placed on the services offered by LTD.    The personnel changes provide opportunities to expand roles, increasing professional growth opportunities and to refine the skill sets within the department.  LTD staff need to meet with departments define their needs, set training goals, development assessment tools and evaluate processes and outcomes.  LTD staff need to stay current with technologies and develop relationships with other campuses that lead to collaboration.  Assessment of training, campus training needs, staff development needs, and services LTD provides are areas of major focus for LTD for 2003-04.
Areas that need administration support include giving faculty opportunities to develop hybrid courses and integrating technology into the classroom.  Faculty need incentive for course development.  Incentives would include reassigned time and stipends to pay for training and course development.  
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