Guide for Completing SPCC Form 1 (rev. 4)

1. Responsibility Code

Purpose: The purpose of the responsibility code is to quickly identify the management-level person who is responsible for the implementation of the goals and activities that will be listed in the plan.

Instructions: Referring to Appendix A, enter in this column your two-digit budget responsibility code. This responsibility code allows for tracking responsibility to the management level although a specific activity may be directed by a different individual. This person may be further identified in the column labeled “Key Personnel.”

Examples: 
31

2. Academic Year

Purpose: This column is used to identify the academic year in which the project or activity is to be implemented.

Instructions: Use the full four digits for the initial year followed by the last two digits of the next year.

Example: 
2005-06

3. Strategic Direction and Goal

Purpose: This column is used to associate the activities planned with the SCC Strategic Directions and Goals.

Instructions: Referring to Appendix B, enter the uppercase letter(s) that identifies the strategic direction and the number of the goal for each activity. (NOTE: There are NO spaces used in this code.) Assign the activity to a strategic direction or goal it best fits. If it, in fact, meets more than one strategic direction or goal, you may specify these in the “Comments” column.

Examples: QTL1 or SA2 or OC (
	Strategic Direction
	Goal

	QTL
	1

	SA
	2

	OC
	(n/a)


4. Priority

Purpose: This column is to be used in ranking proposed activities within programs, departments, divisions, or areas. Use a simple whole-number system in which the highest priority is “1,” the next most important is “2,” and so on. There should be no split ranks.
5. Activities

Purpose: This column is used to describe clearly and concisely the activity/program/project that will be implemented to meet the strategic direction or goal.

Instructions: All activities must be related to a strategic direction and goal. The cells will automatically expand to contain the information you enter. Although 1,024 characters is the maximum that can be displayed in a cell, each can hold up to 32,767 characters, all of which are displayed in the formula bar. Use Alt+Enter to force a new paragraph within a cell, if needed. List separate activities/ programs/projects on separate lines (rows). You must keep all description for a specific activity/program/project within one cell (i.e., on a single row); otherwise, it will be “lost” when the data are sorted or filtered. If an activity will span two or more years, it should be entered in annual phases, using the same activity/program/project title to link phases.

Examples: For QTL1 (i.e., “Improve the quality of instruction.”) —

Activity ( Review all section Ks to assure that all faculty members are consistently teaching to the standards outlined.

Activity ( Department File Conversion Project: Phase 2. Complete the conversion project by bar-coding all non-print items and integrating them with the previously bar-coded print items.

5. Target Term

Purpose: The term column is used to signify the target completion term of the activity.

Instructions: Use F for “fall” and S for “spring”. Projects targeted for completion in the summer should be assigned the fall term. Projects that span multiple years should be broken down into activities that can be completed or implemented in a specific year. A multiyear project would have different achievable activities within each year. In this case, annual activities would be listed as sequential phases under the same project title (see second example in #4 above).

Example: 
F = Summer/Fall 
S = Spring
6. Status

Purpose: This column is used to indicate the status of a given activity in the planning database.

Instructions: (To be completed by the unit manager at a designated time.) Place the following single-letter codes in the column to indicate the status of the activity: 

C = Completed (may refer to the initial implementation of an on-going activity)
I = In Progress (work has begun but implementation is pending)

R = Rescheduled (to time certain)
P = Postponed (to time uncertain/indefinite)
D = Deleted (and NOT planned for any future time) 
Example: [Self-explanatory.]

7. Resources for Implementation

Purpose: This column is used to identify the essential personnel, materials, and facilities that are necessary to ensure the success of the activity listed.

Instructions: Enter into this column information on the following three categories of resources:

1. Personnel who must be involved for the successful completion of the activity. This listing is not to include every person involved in the project or activity — but only the personnel who are essential to ensure its successful implementation. Use position titles instead of name.

Examples:
Dean, Admissions and Records



Business Department Computer Lab Technician



Director, Facilities

2. Summary information about the equipment and/or supplies. You need not be specific to the "purchase-order" level in this column. Detailed information, when it is needed, would be supplemental to this column.

Examples:
17 desktop computers



20 electronic keyboards with MIDI interface



6 x 40” circular tables and 48 chairs (with casters)

3. Appropriate facilities, by Building and/or Room Number. Briefly describe what changes are necessary for the successful implementation of the activity.

Examples:
Room 501: electrical and air conditioning modifications;



Building 700: installation of new whiteboards; cabling for Internet access.

8. Costs

Purpose: This column is used to identify only the District’s “general fund” costs of implementing an activity. Activities funded entirely or in part by block grants or other categorical funds (e.g., Title 5, VATEA, Matriculation, DSP) should have the amount of these funds that will be used noted under “Comments/Evaluation.”

Instructions: Enter the costs (rounded to the nearest $100). Use a one-place decimal number to indicate the cost. Do not add a dollar sign or other qualifier. If there is NO cost, leave this item blank. If the costs are "to be determined,” enter TBD instead of a number.

Examples:
$400 = 0.4 
$3,800 = 3.8 
$25,250 = 25.3 
$153,536 = 153.5

9. Type

Purpose: This column is used to associate the dollar costs of an activity to the type of funding necessary for its successful implementation.

Instructions: Enter the appropriate code in this column to indicate the category of costs. If more than one cost category is used, you must specify the amount of funds by category in the “Comments” column (e.g., $500 one-time and $100 ongoing). Do NOT use commas or spaces to delimit cost types.

O (the letter) = On-going; 1 = 1-time purchase; or M = Matching funds
Example: 1M

10. Outcome Measures & Results

Purpose: This column is used as free-form text to specify a student outcome measure(s) that will be used to evaluate the success of the proposed activity/program/project. After you have implemented it, use this space to record the results of the outcome measure(s) and the evaluation of the activity/program/project. 

Instructions: Although 1,024 characters are the maximum that can be displayed in a cell, each can hold up to 32,767 characters, all of which are displayed in the formula bar. Nevertheless, be precise and concise. Use Alt+Enter to force a new paragraph within a cell, if needed.

You may wish to include comments here to indicate that an activity may meet more than one strategic direction or goal (or goal you have selected as the best fit for this activity). The manager may use this box to clarify the purpose/outcomes, the specific departments responsible for the activity, an accreditation cross-reference or any other information pertinent to the activity. Also, activities funded all or in part by block grants (e.g., Title 5, VTEA, Matriculation, DSP) should include the amounts of these funds to be used under this heading and not under “Costs.”

HINT: If you would like to identify activities by sub-unit within your area of responsibility, use a consistent method of coding these — e.g., JP = “Job Placement,” HIST = “History,” AR = “Accounts Receivable,” &c. Use these codes as the initial entry in each “Outcome Measures & Results” cell. Thus, when you sort the contents of a worksheet, all activities related to each sub-unit will be brought together in contiguous rows (and can be further sorted by “Academic Year” or some other criterion). To help this process work, 1) make sure you are consistent with the coding/abbreviations you use and 2) leave at least one space between different codes or between codes and text.

Example: ENGL & ESL -- Although this activity is listed under QTL1, it also has a significant impact under SA2. Categorical funds to support this project include: VTEA = $3,000, Title 5 = $5,000. Results: As measured in pre-/post tests, students taking the course in this mode made significantly greater gains than did students taking the same course in the traditional mode.

11. Partnership for Excellence

Purpose: This column is used to cross-reference activities that are directed towards a specific goal under the Partnership for Excellence (PFE) program.

Instructions: Type the number of the PFE goal to which this activity will contribute. (Note: Not all activities will directly affect PFE goals.) Use the following numbers


1 = Transfer — Increase the number of students who transfer to baccalaureate institutions.

2 = Degrees and Certificates — Increase the number of degrees and certificates awarded.


3 = Successful Course Completion — Increase the overall rate of successful course completion. Success is defined as completion of a course with the grade of A, B, C, or CR. This goal is divided into sub-goals based on course type: transferable, vocational, and basic skills.


4 = Workforce Development — 

4.1 Increase the number of successfully completed vocational courses. 

4.2 Increase the number of businesses benefiting from training through contract education.

4.3 Increase the number of individuals receiving fee-based job training


5 = Basic Skills — Increase the number of students completing coursework at least one level above their prior basic skills enrollment.

Example:
1,2,3

12. Institutional Plans

Purpose: This column is used to cross-reference activities with the other planning activities of the District.

Instructions: (To be completed by the unit manager.) If applicable, enter an uppercase “X” in the appropriate column(s) to indicate in which plan the activity will be addressed.

	E = Educational Master Plan
	F = Facilities Plan (5-year Construction & Scheduled Maintenance Plans)

	T = Technology Plan
	B = Fiscal (Budget) Plan

	H = Human Resources Plan
	M = Marketing Plan

	V = Vocational/Technical Plan (VTEA, Tech/Prep, School-to-Career, CalWORKs, &al.)
	A = Accreditation Plan


Example: [Self-explanatory.]
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CHART OF ACCOUNTS: RESPONSIBILITY CODES

CODE
TITLE

01
Superintendent/President

02 Director, Human Resources

03 Director, Grants & Educational Foundation

09
Director, Small Business Development Center

10
Vice President, Academic Affairs

11
Dean, Trade and Technical

12
Dean, Business Education

13 Dean, Fine/Applied Arts & Behavioral Sciences

14 Director, Theatre

15
Dean, Physical Education & Athletics

16
Dean, Humanities 

17
Director, MESA

18
Dean, Mathematics and Science

19
Dean, Health Occupations

21
Associate Vice President, Technology & Learning Resources

22
Director, Computer Services

24
Director, Community Services & Public Information

26
Associate Vice President, Workforce & Community Development

27
Vallejo Center

28
Vacaville Center

30
Vice President, Student Services

31
Dean, Admissions & Records

32
Director, Student Development

33
Dean, Counseling & DSP

34
Director, Research & Planning

35
Dean, Financial Aid, Job Placement, & EOPS

37
AmeriCorps Supervisor

40
Vice President, Administrative & Business Services

41
Director, Facilities

42 Director, Fiscal Services

43 Graphics Supervisor

44
Bookstore Manager

46
Chief, College Police & Public Safety

50
Civic Center

70
Director, SUCCESS Consortium
as of 16 SEP 99
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Strategic Plan:

Vision, Mission,

Values & Directions

	Our Vision
	Our Mission

	Solano Community College will be a premier educational institution for academic development, workforce preparation and lifelong learning. To achieve our vision, Solano Community College is committed to excellence, innovative teaching and learning, and student success through the unified efforts of the campus community.
	The mission of Solano Community College is to provide the highest quality academic, occupational, cultural, developmental, and continuing education programs that are dedicated to the achievement of student learning outcomes and responsive to the needs of our community. In fulfilling our mission, we are committed to a diverse educational and cultural campus environment that prepares our students for productive participation in the 21st century.

	Our Core Values

	Solano Community College is committed to excellence. We have adopted the following Core Values to guide our policies, procedures, and daily practices:

Focus on Students. We exist to meet the educational needs of our students. Everything we do contributes to and promotes the quality of their access, learning, and success.

Accountability. We are individually and collectively responsible for achieving the highest levels of performance in fulfilling our mission. We continually evaluate ourselves in an effort to improve our effectiveness and efficiency in meeting the educational needs of our community.

Quality. We share a commitment to excellence and continuous improvement. We emphasize the best in teaching and learning, student achievement, the use of technology, and the delivery of support services.

Innovation. We encourage and support creativity, collaboration, and risk-taking. We foster and promote innovation in the design, development, support, delivery, and management of all programs and services.

Diversity. We are a multicultural and diverse organization, an enriching blend of people and ideas. This college is a place for all people, an environment devoted to fostering the diversity of our staff, faculty, and student body. We recognize the worth of each individual and his or her ideas, and treat each other and those we serve fairly, with compassion, and with respect.

Respect. We demonstrate a commitment to the value of each individual through trust, cooperation, and teamwork. We seek active participation, open communication and exchange of ideas, and collaborative decision-making.

Responsiveness to the Community. We recognize that our students and our community deserve our best efforts and are committed to understanding and serving their educational needs. We seek to initiate and cultivate working partnerships with business, industry, government and other institutions.

Proactive Leadership. We continually set aggressive goals and commit ourselves to their achievement. We recognize the importance of learning in people's lives and understand our responsibility to provide educational leadership that responds to the current and future needs of our communities.


Strategic Directions and Goals

Strategic Direction 1: QUALITY TEACHING AND LEARNING (QTL)

Quality Teaching and Learning is based on establishing and maintaining high academic standards. Solano's programs are focused on student needs and, as a result, quality teaching and learning is central to achieving our Vision and Mission. Maintaining high quality as a consistent academic standard will create pride in our institution and foster student learning and success. Supporting the delivery of quality instruction is a priority in making instructional and programmatic decisions and allocating resources.

Goal 1:
Improve the quality of instruction.

Goal 2:
Improve student success.

Strategic Direction 2: STUDENT ACCESS (SA)

Ensuring student access requires us to provide a range of educational opportunities that maximize our students' potentials and enable them to succeed. Our commitment to student access to education at Solano College is a central focus of the institution.

Goal 1:
Improve the "user friendliness" of SCC for entering students.

Goal 2:
Improve access to SCC for area residents.

Strategic Direction 3: INSTITUTIONAL DIVERSITY (ID)

Our community and world is becoming increasingly diverse given the rapid pace of social change, mobility, and the impact of technology and media on our lives. Solano College will actively demonstrate a commitment to appreciating the value of differences among people at an institutional level by inclusive practices, policies, procedures, programs and activities. In order to become a premier, 21st century institution, we have an obligation to involve diverse students, staff, faculty and administrators in decision-making and committee structures, and to provide positive role models throughout the campus. We must attack the myths about diversity that separate and divide us and appreciate how increased diversity enhances our campus community.

Goal 1:
Increase diversity throughout the SCC campus community.

Goal 2:
Increase awareness that will enhance respect of multiple cultures.

Strategic Direction 4: ORGANIZATIONAL CULTURE (OC)

The Solano culture reflects the integration of personal and professional values, beliefs, and behaviors that are rooted in traditions and history as well as in our current context. We will work cooperatively and collaboratively together towards a common Strategic Plan. This Plan seeks to improve communication among people and groups and to build a climate of trusting relationships throughout the campus.

Goal 1:
Improve communication throughout the campus community.

Goal 2:
Improve campus-wide decision-making processes. 

Strategic Direction 5: TECHNOLOGY (T)

We define technology to be both classroom/laboratory equipment and computer technology used for instructional purposes and administrative support. In order to be fully effective and efficient as an organization, Solano must select appropriate and innovative applications of current technologies. Achieving and maintaining an up-to-date data and technology infrastructure will allow Solano College to offer and coordinate a range of instructional and administrative programs and delivery systems.

Goal 1:
Increase SCC's instructional support of expanding technologies.

Goal 2:
Develop the technology infrastructure needed to improve campus services.

Strategic Direction 6: FISCAL STRENGTH (FS)

Solano College will provide sufficient fiscal resources to create, maintain and enhance meaningful educational programs and services to achieve the College's Strategic Plan. An appropriate level of financial resources provides a reasonable expectation of financial viability for hiring highly qualified personnel, purchasing equipment and maintaining. To identify new sources of funding required to support innovation, the District will cultivate mutually beneficial collaborative partnerships with local businesses, industries, educational institutions, and agencies.

Goal 1:
Increase the level of financial support for college priorities.

Goal 2:
Optimize the efficient use of financial resources.

Strategic Direction 7: COMMUNITY RELATIONS (CR)

Solano College must be proactive in shaping its future. We must be strategically responsive to external demographic, economic, technical, and social changes. We have redefined our community to include a wide range of individuals and organizations that have a stake in our success. The College will cultivate partnerships and collaboration with local, regional, national, and international organizations such as educational institutions, businesses, government, and non-profit agencies.

Goal 1:
Increase SCC's presence in the community.

Goal 2:
Meet the training and education needs of organizations in Solano County.

Approved by SCC Board of Trustees: 2 AUG 2002
Mission Statement revised and approved: JUN 2005
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