Governance & Organization Manual "




SADDLEBACK
COLLEGE

Our Vision:

Saddleback College will be the first choice of students who
seek a dynamic, innovative, and student-centered

postsecondary education.

Our Mission:

Saddleback College enriches its students and the south Orange County
community by providing a comprehensive array of high-quality courses and
programs that foster student learning and success in the attainment of academic
degrees and career technical certificates, transfer to four-year institutions,

improvement of basic skills, and lifelong learning.
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INTRODUCTION

Saddleback College’s Governance and Organization Manual documents the college’s decision making
processes and administrative structure with emphases on the strategic planning process, roles of the
college and South Orange County Community College District, participatory governance and committee
structure, and college administrative functions in fulfilling the college’s mission:

Saddleback College enriches its students and the south Orange County community by providing a
comprehensive array of high-quality courses and programs that foster student learning and success in
the attainment of academic degrees and career technical certificates, transfer to four-year institutions,
improvement of basic skills, and lifelong learning.

College Decision Making and Participatory Governance

As required by the Accrediting Commission of Community and Junior Colleges, the California Education
Code, and Title 5, California Code of Regulations, college processes have been established to provide
for the effective participation of faculty, staff, administrators, and students when important college
issues are discussed and decisions made. Each Division is encouraged to hold regular meetings where
issues are discussed and information conveyed. Participation and input is encouraged no matter the
rank of the employee or official title. Classified and Academic Senate members are encouraged to con-
vey information to and from their constituencies providing input and feedback at all levels. Discussions
on significant issues are often presented at the bi-annual President’s Breakfast or at all college meetings.

The classified representative bodies and the Academic Senate have procedures in place to select rep-
resentatives to serve on campus committees and decisions making bodies. Representatives from each
group sit on the strategic planning groups, and leadership serves on the Planning and Budget Steering
Committee and on Consultation Council. It is their responsibility to carry input from the groups they
represent to the decision making bodies where the mission, vision, and goals of the college are deter-
mined so that all voices are heard.

College leadership has worked with the Board of Trustees to increase the ability of faculty to serve in
key leadership roles by increasing the amount of reassigned time and/or stipends available to them.
The college dPresident, Chancellor, and Board of Trustees work closely with the academic senate when
making decisions on academic and professional matters. The Deans Cabinet meets bi-weekly. On
opposite weeks all administrators and managers meet to review issues of importance.

Students are represented on all bodies. ASG designates representatives to all governance committees
and to Consultation Council. The ASG President is seated with the other governance leadership
at Board of Trustee meetings.'

Role and Responsibilities of the Governing Board, Chancellor, and the College President

Role of the Governing Board
Saddleback College and the South Orange County Community College District constituent groups derive

' Accreditation Draft Self Study Report, Standard IV
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their roles and responsibilities through Government Code, California Education Code (E.C.), the California
Code of Regulations (CCR) Title 5, board policy and accompanying administrative regulations.

Roles and Responsibilities of the Trustees

California Education Code, Division 7 EC§ 70902 defines the Role of the Board of Trustees. “Every
community college district shall be under the control of a board of trustees, herein referred to as the
‘governing board.” The governing board for each community college district shall establish, maintain,
operate and govern one or more community colleges in accordance with the law.” The governing board
shall do all of the following:

Establish policy for and approve current and long-range academic and facilities plans and programs
and promote orderly growth and development of the community colleges within the district.

Establish policies for and approve credit courses of instruction and educational programs.

Establish academic standards, probation, dismissal and readmission policies, and graduation requirements
not inconsistent with the minimum standards adopted by the board of governors.

Employ and assign all personnel not inconsistent with the minimum standards adopted by the board
of governors, establish employment practices, salaries, and benefits for all employees not inconsistent
with the laws of the state.

To the extent authorized by law, determine and control the district’s operational and capital outlay
budgets . . . determine the need for elections for override tax levies and bond measures, and request that
those elections be called.

Manage and control district property. The governing board may contract for the procurement
of goods and services as authorized by law.

Establish procedures not inconsistent with minimum standards established by the board of governors to
ensure faculty, staff, and students the opportunity to express their opinions at the campus level, to ensure
that these opinions are given every reasonable consideration, to ensure the right to participate effectively
in district and college governance, and to ensure the right of academic senates to assume primary respon-
sibility for making recommendations in the areas of curriculum and academic standards.

Establish rules and regulations governing student conduct.

Establish student fees as it is required to establish by law, and, in its discretion, fees as it is
authorized to establish by law.

In its discretion, receive and administer gifts, grants, and scholarships.
Provide auxiliary services as deemed necessary to achieve the purposes of the community college.

Within the framework provided by law, determine the district’s academic calendar, including
the holidays it will observe.

Hold and convey property for the use and benefit of the district. The governing board may acquire,
by eminent domain, any property necessary to carry out the powers or functions of the district.

Board Policy 112 Duties and Responsibilities of the Board of Trustees (adopted August 27, 2007)
delineates the duties and responsibilities of the board of trustees within the district and expresses their
commitment to:

Establish the mission of the District;

6 Introduction
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e Assure the development and implementation of short-term and long-term educational and facilities plans;

e Assure fiscal health and stability;

e Monitor institutional effectiveness and educational quality;

¢ Delegate power and authority to the Chancellor/Chief Executive Officer to effectively lead the district;
e Work respectfully with the Chancellor and the District/College faculty and staff;

e Refer suggestions and concerns to the Chancellor;

e Work respectfully with other Board members;

e Hire and evaluate the Chancellor;

e Advocate for and protect the District;

e Establish policies that implement the District mission and goals, and set prudent ethical and legal
standards for college operations;

e Represent the public interest.

Board policies are available to all district employees and the public. Corresponding administrative
regulations are available to all employees on MySite. New board policies, updates and revisions are
acted upon at most monthly board meetings. On the bottom of each board policy is a notation of the
policy history, when adopted and when revised. 2

Delegation of Authority to the Chancellor

California Education Code §70902(d) states that “the governing board of a community college district. . .
may adopt a rule delegating the power to the district’s chief executive officer or any other employee
or committee as the governing board may designate.” Acting in compliance of this statute the SOCCCD
Board of Trustees adopted Board Policy (BP) 2100 Delegation of Authority to the Chancellor. This policy
ensures that the Board of Trustees employs a qualified person as chancellor and chief administrative
officer of the district. The chancellor has full authority and responsibility for the proper conduct of the
business and education programs of the district.

The Board of Trustees specifically authorizes the Chancellor to perform, but is not limited to, the
following functions:

1. To hire academic and classified employees for the district, subject to ratification by the Board.

2. To authorize and direct employees of the district to incur travel expenses, including but not limited
to mileage to conduct district business, including conference travel, within the limits and budget
requirements (CA Ed. Code, Section 87032).

3. To sign applications for funds and contracts for the district, subject to ratification by the Board
(CA Ed. Code, Section 81655).

4. The Board hereby delegates to the Chancellor or his or her designee the authority to accept employee
resignations on its behalf at any time. Resignations shall be deemed accepted by the board when accept-
ed in writing by the Chancellor or his or her designee. If the resignation does not specify an effective

2 Accreditation Draft Self Study Report, Standard IV
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date, the Chancellor or his or her designee shall fix an effective date for the resignation which shall be
within 60 days. When accepted by the Chancellor or his or her designee, the resignation is final and
may not be rescinded. All such resignations shall be forwarded to the Board for ratification at the next
regular meeting (CA Ed. Code, Sections 87730 and 88201).

5. To establish and maintain the district’s purchasing procedure (CA Public Conract Code, Sections
20650, et seq, and CA Ed. Code, Sections 81641 et seq; Board Policy 3200).

Board Policy 2001 (Administrative Organization) further provides:

The Board of Trustees affirms its legal responsibility to adopt policies governing the District and its
colleges. In so doing, it directs the Chancellor to implement those policies within an approved organiza-
tional structure (CA Ed. Code, Section 70902).

For the District and the colleges to be governed and administered in an effective manner, it is necessary
that lines of communication be established within the organization so they allow for the orderly trans-
action of business.

The Chancellor is authorized and responsible for organizing all District standing and ad hoc committees
to assist in the operation of the District. Each College President is authorized and responsible for orga-
nizing college committees as needed to assist in college operations.

To support the board’s stated philosophy concerning internal administration, it is the policy of the
board that all matters called to its attention by District personnel or by students shall be presented
through the Chancellor. Conversely, the board shall direct appropriate matters through the Chancellor.

Delegation of Authority to the College President

As stated in Board Policy 2101 regarding Delegation of Authority to the College President, the President
is “the Chief Executive Officer of the college . .. The President is responsible for implementing the
colleges’ strategic plan and district policies. The President’s administrative organization shall be the
established authority on campus and the College President is the final authority at the college level.”

According to the SOCCCD job description for the College President (ID #006):

Definition

The President is the chief executive officer of the college, with leadership and management responsi-
bility for the effective operation of the college, including the educational programs, student support
services, personnel, annual budgets, facilities, community and external relations, planning, evaluation,
and special projects related to the mission of the college.

Supervision Received and Exercises
Reports and is directly responsible to the district Chancellor.

Exercises supervision over the administration, faculty, and classified staff of the college.

Examples of Duties and Responsibilities
Discharges responsibilities in accordance with the policies, procedures, and approved plans of the
district and the Board of Trustees, as well as state and national requirements.

8 Introduction
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Provides leadership for the educational programs of the college, ensuring the effective operation of
curriculum development, program review and academic planning processes, and instructional support
services.

Provides leadership for student support services necessary to ensure student access to college programs
and services, student success in educational programs, and student development.

Directs all aspects of college personnel management, including the selection of a qualified and diverse
faculty and staff, effective evaluation processes, teaching and work assignments, professional develop-
ment activities, contract administration, and disciplinary actions when necessary.

Directs the development and management of annual college budgets, in accordance with accepted
governance and accountability standards.

Provides leadership to ensure that campus facilities are well planned and well maintained.

Maintains an effective administrative organization and delegates appropriate responsibilities to the
college administrative staff.

Provides leadership for the development of the college’s long-range plans, annual goals, and short-term
objectives.

Is responsible for the safety and well being of college staff and students.
Implements a college governance program which is participative, accountable, and effective.
Promotes effective communication within the college, with the district, and with the Board of Trustees.

Represents the college to the community, schools, four-year colleges and universities, state and national
agencies, professional organizations and other public entitities.

Assists the College Foundation in its efforts to develop resources for the college.
Attends meetings of the district and Board of Trustees.

Performs additional duties as assigned by the Chancellor and the Board of Trustees.

Introduction 9
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PARTICIPATORY GOVERNANCE

Representatives of the California Community College Trustees, Chief Executive Officers of the California
Community Colleges, and the Academic Senate of the California Community Colleges recommended
curtailing the use of the term “shared governance” in favor of the more precise terms defined by
Education Code §70902 (b)(7), which requires the Board of Governors to enact regulations to “ensure
faculty, staff, and students...the right to participate effectively in district and college governance.”
Education Code §70902 (b)(7) further specifies “the right of academic senates to assume primary
responsibility for making recommendations in the areas of curriculum and academic standards.”

The Board of Governors adopted Title 5, California Code of Regulations, which defines the right of the
Academic Senate, the Classified Senate, and the Associated Student Government (ASG) to participate
effectively in District and College governance.

Title 5 procedures specify different levels of involvement for each body:

¢ The Academic Senate represents faculty;
¢ The Classified Senate represents classified staff; and
e ASG represents students.

The meetings of the Academic Senate and ASG are open meetings pursuant to Government Code
§54950 et. Seq. The meetings of the Classified Senate are also open meetings.

Participatory Governance 11
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

ACADEMIC SENATE

The Academic Senate shall be the representative body of the Saddleback College
Faculty, established for the purpose of participating with the Administration of
Saddleback College and the Board of Trustees in the formulation of college and
district policy in academic and professional matters, to include but not be limited
by Board Policy 2100.1, BP 2100.2, and sections 53200-53204 of Title 5 of the
Administrative Code of California. The Academic Senate shall also communicate
with other colleges in the formulation of policy in academic and professional
matters.

2 senators from Advanced Technology & Applied Science
2 senators form Business Science

3 senators from Counseling Services & Special Programs
1 senator from Emeritus Institute

2 senators from Fine Arts

3 senators from Health Science/Human Services

1 senator from Learning Resources

3 senators from Liberal Arts

4 senators from Mathematics, Science & Engineering

2 senators from P.E./Kinesiology & Athletics

3 senators from Social and Behavioral Sciences

(1 senator for every 10 full-time faculty)

Ex Officio — Classified Senate representative; Student representative for Associate
Student Government

The Associate Faculty representational area may select four Senators.

The Academic Senate President, President Elect, Vice President, Past President,
and Secretary and any faculty member currently holding office in the Academic
Senate for the California Community Colleges shall constitute the Executive
Committee of the Academic Senate of Saddleback College, represent the Faculty
at large and are seated in addition to those members of the Academic Senate.

Meeting Times: Every other Wednesday from 2 p.m to 4 p.m

12
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

ASSOCIATED STUDENT GOVERNMENT

The Associated Student Government (ASG) plans, organizes, promotes, sponsors
and finances a comprehensive program of activities and services for all Saddle-
back College students. ASG, along with numerous campus clubs, participate in
the planning and execution of special events such as: Blood Drives, Club Fairs,
Homecoming, Earth Day, Multicultural Day, Campus-Wide BBQs and many more.
ASG Members are also actively involved in various campus committees such as
the Budget Committee, Food & Beverage Committee, and President’s Council, to
name a few.

ASG President

Chancellor of the Exchequer

Diversity Student Council Ambassador
Chief Justice of the Judiciary

Executive Cabinet Vice President, Secretary of E-Cab, Secretary of Events, Secre-
tary of Publicity, Secretary of Commerce, Secretary of State, and General Mem-
bers

Senate Vice President, Senate Secretary, Senator of Advanced Technology and
Applied Science, Senator of Student Services, Senator of Veterans Affairs, Senator
At-Large and Emeritus, Senator of Business Science, Senator of Counseling
Services and Special Programs, Senator of Fine Arts and Media Technology,
Senator of Health Sciences, Senator of International Students, Senator of Kine-
siology and Athletics, Senator of Liberal Arts, Senator of Library and Learning
Resources, Senator of Math, Science, and Engineering, Senator of Social and
Behavioral Sciences

Inter-Club Council Vice President, Assistant Vice President, Secretary, Director of
Publicity, Director of Events, Director of Publicity for Clubs, Director of Finances

Participatory Governance 13
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STANDING COMMITTEE CLASSIFIED SENATE
(COUNCIL)
PURPOSE The Classified Senate shall represent classified employees of Saddleback College

within the governance and decision-making at Saddleback College on matters
that are not related to collective bargaining and contract negotiations

A. To represent the opinions, needs and concerns of the classified staff in
all aspects of governance and decision-making at Saddleback College
on matters that are not related to collective bargaining and contract
negotiations.

To support the professionalism of the classified staff.

C. To encourage individual leadership, contribution, and development
among the membe49 member representatives to serve on the College
and District decision-making committees

E. To provide a centralized method of communication between classified
staff and other areas of the College.

F. To collect and disseminate information of interest to the classified staff.

G. To represent the collective interests of the classified staff in all matters
before any appropriate policy-making committee.

MEMBERSHIP President
President Elect
Past President
Secretary
Treasurer

Members at Large:
Counseling Services & Special Programs
Counseling Services & Special Programs

Classified Senate Standing Committee Positions:

Academic Senate, Accreditation, Accreditation Steering Committee, Book

Store, BP & AR, CSEA Representative, California Community College Classified
Senate(4CS), Campus Environment, College Foundation, Commencement,
Consultation Council(CC), Disaster Preparedness, Chancellors Docket and Cabi-
net, Equipment, Events Coordinator, Food & Beverage, Foundation Board of Gov-
ernors, Marketing, Outreach, Planning Budget Steering Committee(PBSC), Safety
Committee, Staff Development, Student Information System(SIS), Technology,
Strategic Planning Groups, Educational Development, Student Affairs,
Operational Support and Resources, College Advancement.

MEETING TIME: 2nd and 4th Wednesday, 12:15 p.m. to 1:30 p.m.

14 Participatory Governance
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

CONSULTATION COUNCIL

The Consultation Council serves as the college’s main strategic planning and
recommending body. The Consultation Council is composed of representative
from all college constituent groups. Members commit to serving on the
Consultation Council for a two-year period.

President (Chair; non-voting)

Vice President of Instruction

Vice President of Student Services
Academic Senate President

4 additional Academic Senate Representatives
Classified Senate President

2 additional Classified Representatives
ASG President

1 additional ASG Representative

2 Deans

Director of Planning, Research, and Grants
Fiscal Director

1 External Affairs Representative

Tuesdays at 1:30 p.m.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

MANAGEMENT TEAM

Consisting of college administrators and managers, the Management Team
meets biweekly. Meetings are led by the college president and provide an
opportunity to discuss issues pertinent to college decision-makers and supervi-
sors, including accreditation, strategic planning, budget, and governance, to

name a few.

President
Vice President for Instruction
Vice President for Student Services

Dean of Advanced Technology
and Applied Science

Dean of Business Science, Vocational
Education and Economic Development

Dean of Counseling Services
and Special Programs

Dean of Fine Arts and Media Technology

Dean of Health Sciences and Human
Services

Dean of Liberal Arts and Learning
Resources

Dean of Mathematics, Science, and
Engineering

Dean of Physical Education/Kinesiology
and Athletics

Dean of Social and Behavioral Sciences
Assistant Dean of Nursing

Assistant Dean of Counseling Services
and Special Programs

Director of Admissions and Records
Registrar

Director of College Radio Station
Operations

Director of Community Education
Director of Emeritus Institute
Director of Facilities

Assistant Director of Facilities

Director of Financial Assistance and
Scholarships

Every other Wednesday, 9:00 a.m.

Director of Fiscal Services
Director Instructional Support Services

Facilities Maintenance & Energy
Projects Manager

Night Custodial Supervisor

Director of the Saddleback College
Foundation

Director of Student Development

Coordinator of Outreach and
Recruitment

Executive Assistant to the President

Director of the Child Development
Center

Assistant Director of the Child
Development Center

Director of College Technology

Director of Supplemental Funding
and Support Services

Director of Learning Assistance
Director of Admissions and Records
Director of Performing Arts

Director of Planning, Research,
and Grants

Director of Public Information
and Marketing

Director of Safety and Security/
Chief of Police

Director of Student Health Center
Deputy Chief of Police
Assistant Athletic Director
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Saddleback College
Strategic Planning Process

SADDLEBACK
COLLEGE

Recommended by the Consultation Council, 6/16/09
Approved by the President, 6/23/09
Revised, 7/24/09
Corrected 5/14/10
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Purpose

Saddleback College’s strategic planning process is a comprehensive and
collaborative tool for enabling the college to effectively achieve its mission and
move towards its desired vision of the future. The purpose of this document is to
outline Saddleback College’s continuous and integrated strategic planning
process whereby the college collectively identifies and prioritizes college-wide
goals and strategies, implements these goals and strategies, and measures and
evaluates the outcomes. Planning improves the efficiency and effectiveness of
the college and facilitates better-informed decisions about the allocation of
college resources. A result of the strategic planning process is a Strategic Plan
that provides the direction of the college for the next three years.

Saddleback College uses a bottom-up approach to strategic planning which both
begins and ends with all instructional programs and student support and
administrative service units on campus and with input from all campus
constituent groups. Utilizing external and internal scans and other planning
documents, decisions are made about the strategic directions of the college and
the goals and strategies needed to move in those directions. Once a Strategic
Plan is finalized, budgeting and other resource allocation decisions will be largely
informed by the Strategic Plan, in conjunction with the needs of instructional
programs and administrative units on campus as expressed in completed
Program and Administrative Unit Reviews. The Strategic Plan will not
predetermine decisions. Instead, it will provide a guide or framework within
which decision making will take place.

Periodic evaluation and review is also an essential part of strategic planning at
the college. Both the process and the resulting plans will be critically evaluated
on an ongoing basis in order to ensure that the needs of the college and all its
constituent groups are being met.
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Planning Bodies

Below is a list of all the planning bodies on campus. A Strategic Planning
Organization Chart can be found on page 6.

Consultation Council

For the purposes of developing the Strategic Plan, the Consultation Council
serves as the college’s main strategic planning and recommending body. The
Consultation Council is composed of all college constituent groups and includes:

e President (Chair; non-voting)

¢ Vice President of Instruction

¢ Vice President of Student Services

e Academic Senate President

e 4 additional Academic Senate representatives
e Classified Senate President

e CSEA appointment

e 1 additional Classified representative
e ASG President

e 1 additional ASG representative

e 2 Deans

e Director of Planning, Research and Grants

e Fiscal Director

¢ 1 External Affairs representative

¢ 1 additional Classified Management representative

Members should commit to serving on the Consultation Council for a two-year
period, and representatives of each constituent group should rotate on and off
the committee in alternate years, if possible.

Planning and Budget Steering Committee

A smaller committee serves as the Planning and Budget Steering Committee
(PBSC) and will coordinate the Strategic Planning process, as well as the college
budget process. This committee will report and make recommendations to the
Consultation Council. The PBSC will include:

Director of Planning, Research and Grants (Co-Chair)
Fiscal Director (Co-Chair)

Vice President of Instruction

Vice President of Student Services

Academic Senate President or designee

Educational Planning and Assessment (EPA) Chair
Classified Senate President or designee

CSEA appointment

1 Dean
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¢ Elected Chair of each of the Strategic Planning Group (if not already
included)

Strategic Planning Groups

The following Strategic Planning Groups (SPGs) are responsible for developing
recommended goals and strategies within their policy area in accordance with
the process outlined in this document:

Educational Development

Student Affairs

Operational Support and Resources
College Advancement

These groups are all standing college committees composed of representatives
from all college constituent groups (see Appendix A for a description of the area
of focus for each SPG and its recommended composition).

Educational Planning and Assessment Committee

The Educational Planning and Assessment Committee (EPA) is responsible for
ensuring that all instructional programs and administrative units on campus
complete a Program Review or Administrative Unit Review in accordance with
the policies established by the Academic Senate (in the case of Program
Reviews) and the Consultation Council (in the case of Administrative Reviews),
as well as Student Learning Outcomes (SLOs) and Administrative Unit Outcomes
(AUOs). These documents form the basis of the college’s strategic planning
process. The recommended minimum composition of the EPA includes:

e EPA Chair

¢ At least 4 additional Academic Senate representatives (preferably at least
one from Instruction and at least one from Student Services)

2 Deans

Research Analyst

Research Specialist

2 additional Classified Senate representatives

1 Classified Manager

20

Strategic Planning




Saddleback College Governance and Organization Manual

Strategic Planning Organizational Chart

Board of Trustees
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Chancellor
Strategic Planning l Participatory
Groups (SPGs) T Governance Groups
President
Educational Academic
Development l Senate
(Faculty)
Student Classified
Affairs Senate/CSEA
D S Consultation D ey S (Staff)
Operational Council Associated
Support & Student Gov
Resources (Students)
College
Advancement Management

Planning & Budget
Steering
Committee (PBSC)

Educational
Planning &
Assessment
Committee (EPA)

Academic Programs, Student Support
Units, & Administrative Units

\_
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Planning Terminology

Mission Statement: A broad description of what we do, for whom we do
it, and our distinctive competencies. It describes the current purpose or
philosophy of the college and our commitment to student learning and
success.

Vision Statement: Describes what we want the college to look like, in
ideal terms, in the future: both the results we would like to achieve and
the characteristics we will need to possess in order to achieve those
results. The Vision Statement provides direction and inspiration for the
Strategic Plan.

Values: Statements of core priorities in the college’s culture that guide
how we operate. They provide ways of choosing among competing
priorities and guidelines.

Strategic Directions: A list of three to five statements that will determine
the major directions or thrusts of planning for the next three years.

Goals: Statements of what the college hopes to achieve in the next three
years in order to attain the agreed upon directions. Goals focus on
outcomes or results, and are SMART (Specific, Measurable, Achievable,
Realistic, and Timely).

Strategies: Statements of approach and methods for attaining goals and
resolving specific issues. While the Strategic Directions and Goals are set
for the entire three year period of the plan, strategies are more fluid and
may be altered and reprioritized during the implementation period of the
plan.

Mission Statement = current/indefinite
Vision Statement - ideal future
Values - current/indefinite

Directions > 3 years

Goals—> 3 years

Strategies > 1-3 years
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Planning Documents and Databases

Below is a list of the planning documents and databases that will be utilized in
the creation of each Strategic Plan. In turn, future versions of these documents
may also be influenced by the Strategic Plan.

District Goals and Strategic Plan

External Scan (environmental scan)

Internal Scan (student and employee surveys)
Program Reviews

Administrative Unit Reviews (including Categorical Program Self
Evaluations)

Equity Plan

Transfer Plan

ARCC Report

Institutional Effectiveness Annual Report(s)
Perkins IV Plan

Educational and Facilities Master Plan
Accreditation Report(s)

inFORM Database

Other documents as deemed necessary
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Steps in the Strateqgic Planning Process

The steps in the strategic planning process are listed below, followed by a
detailed description of each step. A flow chart of the process can be found as
Appendix E.

l. Mission Statement, Vision Statement, and Values
. External Scan

I, Internal Scan

V. Strategic Directions

V. Development of Goals

VI. Determination and Prioritization of Goals

VIl.  Development of Strategies

VIIl. Determination and Prioritization of Strategies

IX. College-Wide Discussion of Proposed Strategic Plan
X Approval of Strategic Plan

XI. Implementation of the Strategic Plan
XIl.  Annual Strategic Plan and Budget Workshop
X, Annual Assessment and Review

I. Mission Statement, Vision Statement, and Values

Yearly, the Consultation Council will review and revise, if necessary, the college’s
mission in accordance with Board Policy 101 to ensure that the mission is in
alignment with the South Orange County Community College District’'s mission
and with the functions of California community colleges as outlined in AB 1725.

Beginning in January each year, members of the Consultation Council will solicit
input from their constituent groups. The Consultation Council will consider all
suggestions, and a final version of the mission statement will be recommended to
the President in April and sent to the Board for approval in May. Every third year,
in conjunction with the strategic planning process, the college will revise the
values and vision along with the mission.

Il. External Scan
Every three years, the Office of Planning, Research and Grants will produce an
external environmental scan that includes a current economic and demographic
snapshot and a forecast for the next three years. This will consist of an executive
summary of available data produced by the College Research Analyst.
Reports/data to be included in this summary will include, at a minimum:

e Orange County Business Council (OCBC) Annual Workforce Indicators

Report

e Economic Modeling Specialists, Inc. (EMSI) Reports

¢ Integrated Postsecondary Education Data Systems (IPEDS) Report

e VTEA Core Indicators Reports
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lll. Internal Scan

Every three years, the Office of Planning, Research and Grants will produce an
internal scan using data from surveys administered to all students (conducted
every two years), and all faculty, staff, and managers (conducted every three
years). The will consist of executive summaries of each survey produced by the
College Research Analyst.

In addition, the Educational Planning and Assessment Committee will produce a
summary report of all Program and Administrative Unit Reviews.

IV. Strategic Directions

Utilizing the internal and external scans as well as other planning documents,
every three years the Consultation Council will conduct a SWOT (strengths,
weaknesses, opportunities and threats) analysis using the form in Appendix C.
Out of this analysis, the Council will develop 3-5 strategic directions consistent
with the college’s mission, vision, and values. Strategic directions are
fundamental to the college in order to achieve its mission and move towards its
desired future.

V. Development of Goals

The strategic planning groups will develop goals for their policy areas based on
the strategic directions identified above. These groups will use the college’s
mission statement, vision statement, values, and the relevant planning
documents listed previously in the development of these goals, which will serve
to guide college decision making for the next three years.

The strategic planning groups will also solicit feedback from as wide a
representation of the college community as possible as they develop the goals.
This can be accomplished by obtaining recommendations from other college
committees (see Appendix B) and subject matter experts in relation to specific
Strategic Directions.

Once developed, the goals should be listed on the attached Strategic Planning
Goals and Strategies Form (Appendix D) and then forwarded to the PBSC for
review.

VI. Determination and Prioritization of Goals

The Planning and Budget Steering Committee (PBSC) will review the
recommended goals to ensure that they are correctly constructed (as SMART
goals) and submitted. If there are questions or concerns, PBSC will work with
the specific SPG to resolve. The goals submitted by all of the SPGs will then be
forwarded to the Consultation Council. The Consultation Council will review and
revise the goals, determine which ones will be retained, prioritize them, and then
return them to the SPGs for further action.
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VIl. Development of Strategies

The strategic planning groups will then develop specific strategies for the
attainment of each of the prioritized goals. Once again, these groups will utilize
the college’s mission statement, vision statement, values, and the relevant
planning documents listed previously in the development of strategies, which will
serve as recommendations for specific actions to be taken over the next three
years.

The strategic planning groups will also solicit feedback from as wide a
representation of the college community as possible as they develop the
strategies. This can be accomplished by obtaining recommendations from other
college committees (see Appendix B) and subject matter experts in relation to
specific goals.

Once developed, the strategies will be added to the Strategic Planning Goals and
Strategies Form (Appendix D) and then forwarded to the PBSC for review.

VIIl. Determination and Prioritization of Strategies

PBSC will review the recommended strategies to ensure that they are in
alignment with the goals and correctly submitted. If there are questions or
concerns, PBSC will work with the specific SPG to resolve. The strategies
submitted by all of the SPGs will then be forwarded to the Consultation Council.
The Consultation Council will review and revise the strategies, determine which
ones will be retained, prioritize them, and then combine them into a proposed
Strategic Plan.

IX. College-Wide Discussion of Proposed Strategic Plan

The proposed Strategic Plan will then be distributed to all college constituent
groups for feedback. A college-wide meeting will also be held for additional
feedback. The Consultation Council will consider all of the feedback and revise
accordingly.

X. Approval of Strategic Plan

At the beginning of the spring semester in the year prior to the effective date of
the new plan, the Consultation Council will consider the final version of Strategic
Plan for recommendation to the President.

Once the Strategic Plan is finalized and approved, it will be posted on the
Saddleback College web site (http://www.saddleback.edu/gov/sp), along with a
Summary Strategic Plan that includes only the Mission Statement, Vision,
Values, Strategic Directions, and Goals. The Strategic Plan will also be
distributed widely throughout the college and district.

Xl. Implementation of the Strategic Plan
The implementation of the Strategic Plan will begin with budget decisions for the
following academic year.
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All resource allocation decisions will be largely informed by the Strategic Plan, in
conjunction with the needs of instructional programs and administrative units on
campus as expressed in completed Program and Administrative Unit Reviews.
For example, all funding requests and allocation recommendations must include
a justification which demonstrates an alignment between the Strategic Plan and a
specific Program or Administrative Unit Review (see Appendix F).

All resource allocation requests will be submitted to the PBSC for review before
forwarding to the Consultation Council for action recommendations.

Xll. Annual Strategic Plan and Budget Workshop

During the fall in-service each year, the PBSC will conduct a strategic plan and
budget workshop, presenting an overview of the approved strategic plan,
outlining the different categories of budget allocations, and giving a breakdown of
spending and available funds for the current academic year.

Xlll. Annual Assessment and Review
On an annual basis, the PBSC will:

e Review resources and make recommendations for the college budget
based on principles and practices set forth in the College Budget
Development Manual and in alignment with the Strategic Plan.

¢ Notify the college community of funding appropriations and direction for
expenditures in accordance with the Strategic Plan.

e Monitor budget and resources to ensure success of the strategic planning
process.

e Complete an Annual Review of the Strategic Plan in the spring of each
year, and make suggestions to the CC for reprioritizing of goals and
strategies.

Each spring, the Consultation Council may reprioritize strategies based upon the
Annual Review and an evaluation of the accomplishments during the year. The

strategic directions and goals, however, will remain constant for the entire three-
year period of the plan.
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Planning Cycle

The entire planning cycle, including both the development and implementation of
the plan, covers five academic years. The breakdown of this process is as
follows:

Year 1 Spring Review and Revision of Mission Statement, Vision
Statement, and Values (BY LAST WEEK OF APRIL)
Internal Scan Summary (BY LAST WEEK OF APRIL)
External Scan Summary (BY LAST WEEK OF APRIL)

Summer | Consultation Council Determines Strategic Directions by
the week of In-Service (BY MID-AUGUST)

Year 2 Fall Strategic Planning Groups Develop Goals (BY 1°" WEEK
OF NOVEMBER)

Consultation Council Determines and Prioritizes Goals
(BY 2"° WEEK OF NOVEMBER)

Strategic Planning Groups Develop Strategies (BY LAST
WEEK OF JANUARY)

Consultation Council Determines and Prioritizes
Strategies (By 2"° WEEK OF FEBRUARY)

Spring College Feedback on Draft Strategic Plan (BY LAST
WEEK OF FEBRUARY)

Finalization of Strategic Plan (BY MID-MARCH)

Year 3 July Implementation of Strategic Plan Begins (Beginning with
all decisions affecting the Year 3 budget)

August | Annual Budget Workshop

Spring | Annual Assessment and Review of Strategic Plan (BY
MID-MARCH)

Year 4 August | Annual Budget Workshop

Spring | Annual Assessment and Review of Strategic Plan (BY
MID-MARCH)

Year 5 August | Annual Budget Workshop

Spring Implementation Ends

Final Assessment and Review of Strategic Plan (BY MID-
MAY)

This cycle is repetitive and begins again in the spring of each 4" year. For
example, while we are still implementing the 2010-2013 Strategic Plan, in the
spring of 2012 we will also beginning planning for our 2013-2016 Strategic Plan.
See the chart on page 14 for a sample timeline for the 2010-2013 Strategic Plan.
Also see the table on page 15 for a detailed view of the overlapping schedule of
the next four planning cycles.
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Strategic Planning Timeline
for 2010-2013

. +Goals
Review and -
2009 Mission, Vision 2009 + External Scan 009 Directions 2009 Determined
and Values and Prioritized
« Strategies College
. gtevteloped Februray Feedback on Finalization of Irgs I(ierzge(gtgilg_n
ralegies 2010 Draft Strategic Plan g
Determined Plan 2011 Budget)

and Prioritized

August Strategic Plan Assessment '
201012011/ | and Budget s0amta | and Review of Final Assessment and
2012 Workshop Plan Review of Plan
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Planning Cycles for Strategic Plans through 2022

Strategic
Plan

2010-2013

Year 1 — Planning Begins:
Mission, Vision, Values;
Scans; Strategic Directions
(Spring 2009-Summer 2010)

Year 2 - Planning: Goals
and Strategies.

Strategic Plan Finalized
(Fall 2009-Spring 2010)

Year 3 — Implementation Strategic

Begins

(July 2010) Plan

Annual Update -

e o 2013-2016

Year 4 - Year 1 — Planning Begins:

Annual Update Mission, Vision, Values;

(Spring 2012) Scans; Strategic Directions
(Spring 2012-Summer 2013)

Year 5 - Year 2 — Planning: Goals

Implementation Ends and Strategies.

(Spring 2013) Strategic Plan Finalized

(Fall 2012-Spring 2013)

Year 3 — Implementation Strategic

Begins

(July 2013) Plan

Annual Update -

(Spring 2014) 2016-2019

Year 4 - Year 1 — Planning Begins:

Annual Update Mission, Vision, Values;

(Spring 2015) Scans; Strategic Directions
(Spring 2015-Summer2016)

Year 5 - Year 2 — Planning: Goals

Implementation Ends and Strategies.

(Spring 2016) Strategic Plan Finalized

(Fall 2015-Spring 2016)

Year 3 — Implementation
Begins

(July 2016)

Annual Update

(Spring 2017)

Year 4 -
Annual Update
(Spring 2018)

Strategic
Plan
2019-2022

Year 1 — Planning Begins:
Mission, Vision, Values;
Scans; Strategic Directions
(Spring 2018-Summer 2018)

Year 5 — Implementation
Ends
(Spring 2019)

Year 2 — Planning: Goals
and Strategies.

Strategic Plan Finalized
(Fall 2018-Spring 2019)

Year 3 — Implementation
Begins

July 2019)

Annual Update

(Spring 2020)

Year 4 -
Annual Update
(Spring 2021)

Year 5 -
Implementation Ends
(Spring 2022)
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Appendices
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Appendix A:
Strategic Planning Groups — Focus and Composition

The Strategic Planning Groups (SPGs) are the strategic planning bodies responsible for
developing recommended goals and strategies. Below is the area of focus for each
SPG and their proposed composition. Given the importance of this work and the need
for as much representation as possible, an individual can only serve on one of these
groups. The chairs of each SPG will be determined by its membership, and need to
commit to serving in this capacity for three years (or through one planning cycle).

Educational Development

e Scheduling e Vice President of Instruction

e OSH Budget e 3 Deans/Assistant Deans (preferably two
o Degrees and Certificates from Instruction and one from Student
e New Programs Services)

e Program Development e  Curriculum Chair

e  Curriculum e Basic Skills Initiative Chair

e Academics e At least 4 additional Academic Senate

e Career and Technical Education representatives (preferably from both

e Honors Instruction and Student Services)

e Distance Education e 2 Classified Senate representatives

e Basic Skills e 1 or 2 ASG representatives

e Faculty and Staff Development e 1 Classified Management representative
e Emeritus

e Grants

e Study Abroad

Student Affairs

e Matriculation e Vice President of Student Services
e Retention e 3 Deans/Assistant Deans (preferably at
e Persistence least one from Instruction and one from
e Course Completion Student Services)
e Degree and Certificate Attainment e Matriculation Coordinator
e Enrollment Services e Transfer Coordinator
e Counseling Services e At least 4 additional Academic Senate
e Transfer representatives (preferably from both
e Student Life Instruction and Student Services)
e Equity and Diversity e 2 Classified Senate Representatives
e Tutoring e 1 or 2 ASG representatives
e Student Support e LAP Director
o Safety e 1 additional Classified Management
e Emergency Planning and representative
Preparedness
e Student Health
e Special Programs
e Food and Beverage
o Bookstore
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Operational Support and Resources

Area of Focus

Proposed Composition \

o New Facilities o Director of Maintenance and Operations
e Scheduled Maintenance e 2 Deans/Assistant Deans
e Maintenance e Atleast 2 Academic Senate
e Custodial representatives (preferably one from
e Grounds Instruction and one from Student
e Parking Services)
e Energy and Sustainability o DSPS representative
¢ Equipment e 2 additional Classified Senate
e Technology representatives
e Transportation e 1 or2 ASG representatives
e Campus Beautification e Fiscal Director
¢ Ergonomics e Director of ITC
e Classroom Set-Up o 1 additional Classified Management
o Facilities Usage representative
e Duplication
College Advancement
Area of Focus Proposed Composition |

e Marketing and Advertizing e Marketing Director
e Web Site e 2 Deans/Assistant Deans (preferably one
e Internet from Instruction and one from Student
e Catalog and Schedule Services)
e Internal and External e Atleast 6 Academic Senate

Communication representatives (preferably from both
¢ Radio/TV Station Instruction and Student Services)
e Outreach and Recruitment Coordinator of Outreach and Recruitment
e Foundation 1 additional Classified Senate
e Alumni (Students, Faculty and representative

Staff) e 1 or 2 ASG representatives
e Community Education ¢ Foundation Director
e Campus and Community Events e Community Ed Director
e Government Affairs e 1 additional Classified Management
e Public Relations representative
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Appendix B:
Saddleback College Committees and
Governance Groups
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Governance Groups

Academic Senate
Classified Senate
Associated Student Government

Strategic Planning Groups

Educational Development

Student Affairs

Operational Support and Resources
College Advancement

College Committees

Alumni Steering

Bookstore

Campus Environment
Career Technical Education
College Foundation
Commencement
Consultation Council

DSPS Advisory
EOPS/Care Advisory
Equipment

Food and Beverage
Marketing

Matriculation Advisory
Outreach

Planning and Budget Steering
Safety (MSE Division)
Safety and Disaster Preparedness
Scholarship

Teacher of the Year
Technology

VTEA Advisory

Writing Center Steering

Management Committees

Deans’ Cabinet
Management Team
President’s Senior Staff

Classified Senate Committees

Staff Development

Academic Senate Committees

Academic Calendar

Academic Appeals

Academic Senate Elections
Academic Senate Executive
Accreditation

Basic Skills Initiative

Constitution and Bylaws
Cross-Cultural Studies Advisory
Curriculum

Distance Education

Educational Planning and Assessment
Equity Diversity

Faculty Development/Flex Activities
Faculty Development/Funding
Full-time Faculty Hiring Prioritization
General Education

Honors Board

Program Discontinuance

Academic Standards and Ethics
Study Abroad

Tenure Review/Mentoring Board
Transfer

Women and Gender Studies Advisory

Associated Student Government
Committees

Budget

Diversity Student Council
Elections

Events Cabinet
Inter-Club Council (ICC)
Judiciary

Leadership Council
Senate

Bargaining Agencies and
Committees

California School Employees Association
(CSEA)

CSEA Chapter 586 Negotiating Team

Faculty Association

Faculty Association Executive

Faculty Association Negotiating Team

Faculty Association Representative Council
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District Committees

Academic Calendar

Board Policy and Administrative Regulation
Advisory Council

Chancellor’'s Cabinet/Docket

Chancellor’'s Coordinating Council

Chancellor’'s Executive Team

College and District Research and Planning

District IT and Research Team

District Leadership Team

District Online Education Council

District Resources Allocation Council

District Technology Committee

Health and Wellness Advisory

inFORM

Master Plan Advisory Council

Records Retention

Sabbatical Leave

SIS Executive Steering Committee

Technology and Learning Services
Coordinating Council

Note:

In addition to the above committees, there
are division and departmental committees,
as well as advisory groups that serve the
career technical, student services and
grants areas.

36 Strategic Planning



Saddleback College Governance and Organization Manual

Appendix C:
SWOT Analysis Form

STRENGTHS WEAKNESSES

e List the strengths of the college. e List the weaknesses of the college.
e What do we do well? e \What can we do better?
® What are our assets? e What are we lacking?

OPPORTUNITIES THREATS

e List external opportunities. e |ist external threats.
o \What are the current needs of our e \What are the economic and other
students and our community? external trends that negatively affect
e What are the economic and other us?
external trends that benefit us? e \What are other colleges doing better
than us?

e \What essential programs are lacking in
other colleges?
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Appendix D:
Strategic Planning Goals and Strategies Form
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GOALS AND STRATEGIES
Name of the Strategic Planning Group

STRATEGIC DIRECTION:

GOAL:

STRATEGIES TARGET | RESPONSIBLE | ESTIMATED | EXPECTED METHOD OF STATUS
DATE PERSON/GROUP BUDGET OUTCOME ASSESSMENT
(Please include the target
date in chronological
order and identify the
responsible person/group
for each activity)
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Appendix E:
Strategic Planning Process Flow Chart

e = S

Program and Strategic
Administrative Directions
Unit Reviews

Annual
Assessment and M iSSion Goals and
Review e ’ Strategies
Vision, and
Values
Resource Allocation Finalized
inalize

Decisions
Strategic Plan

Annual Strategic
Plan and Budget
Workshop
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Appendix F:
Resource Allocation Request Form

NOTE: This form is still in development.
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STRATEGIC PLANNING
RESOURCE ALLOCATION REQUEST FORM

Requestor Information

Resource Requested (List item or position):

Committee to Which Request is Being Submitted:

Requesting Program/Unit:

Date of Request:

Contact Name: Extension:

Manager’s Approval: Date:

Justification

How is this need addressed in your program or administrative unit review? (Please attach copy of most
recent Needs Assessment/Annual Review).

How is this request in alignment with Saddleback College’s Strategic Plan? Please identify specific
strategic directions, goals, or strategies from the most recent plan.

Action Taken

|:| Recommended |:| Not Recommended |:| Other:
for Funding for Funding

Reason for committee’s decision?

Outcomes and Assessment
(To be completed one year after receiving allocation and submitted to the Planning and Budget Steering Committee)

Date Allocation Received:
What were the outcomes of this allocation and how was it assessed?

Describe how this allocation has served to help the college achieve its mission and/or move towards its
vision?

This form must be attached to all resource allocation requests. If recommended for funding,
the recommending committee will forward the form to the Planning and Budget Steering
Committee (PBSC).
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STRATEGIC PLANNING
RESOURCE ALLOCATION REQUEST FORM — PAGE 2

(To be used by the committees in the determination of which requests will be recommended for funding)

Funding Rubric

Alignment with
the Mission and
Vision of the

Request is in
alignment with the
mission and vision

Request is in
alignment with the
mission and vision

Request is
tangentially in
alignment with the

Request is not in
alignment with the
current mission and

(weighted x 1.5)

directions, goals
and/or strategies
are identified.

directions, goals,
and/or strategies
are not identified.

ongoing need of
the college.

of the College and of the college but mission and vision | vision of the
College is clearly stated. is not clearly of the College. college.
stated.
Directly Linked to Request is directly | Request is linked Request is Request is not
: linked to the to the Strategic tangentially linked currently linked to
the Strateglc Plan Strategic Plan. Plan. However, to the Strategic the Strategic Plan
Strategic strategic Plan, or serves an and does not serve

an ongoing need of
the college.

Needs
Assessment

Need is identified
and well-
documented in
PR/AUR using
specific evidence.

Need is identified
and documented
in PR/AUR but
evidence is limited.

Need is clearly
identified in
PR/AUR but not
adequately
documented.

Need is not clearly
identified or
documented, or
PR/AUR has not
been completed.

Impact on Student
Success

Request provides
significant specific
evidence that the
requested
item/position would
improve student
success, and that
there is no
alternative already
existing on
campus.

Request provides
some evidence
that the requested
item/position would
improve student
success. While
alternatives may
exist, they would
not provide the
same benefits.

Request provides
some evidence
that the requested
item/position would
improve student
success, but is not
an absolute
necessity.
Alternatives
already exist on
campus, although
they might not be
as efficient.

Request does not
provide adequate
evidence
documenting the
impact on student
success. Good
alternatives already
exist on campus.

Number of
Students
Benefited

This request will
benefit all students
served by the
college.

This request will
benefit the majority
of students served
by the college.

This request will
benefit some of the
students served by
the college.

This request will not
benefit the students
served by the

college at this time.

Cost Impact

Cost is fair and
reasonable for
expected benefit.

Cost is a concern,
but there is clear
demonstration that
benefits will
outweigh the
costs.

Cost is a concern,
but expected
benefit may
outweigh
concerns.

Cost is prohibitive
or excessive for
item/position
requested.
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Saddleback College
2010-2013
Strategic Plan

Mission
Saddleback College enriches its students and the south Orange County community by providing a
comprehensive array of high-quality courses and programs that foster student learning and success in the
attainment of academic degrees and career technical certificates, transfer to four-year institutions,
improvement of basic skills, and lifelong learning.

Vision
Saddleback College will be the first choice of students who seek a dynamic, innovative, and student-
centered postsecondary education.

Values
Saddleback College embraces:

Commitment
We commit to fulfilling our mission to serve the south Orange County community.

Excellence
We dedicate ourselves to excellence in academics, student support, and community service.

Collegiality
We foster a climate of integrity, honesty, and respect.

Success
We place our highest priority on student learning and delivering comprehensive support for student
success.

Partnership
We strive to develop strong and lasting partnerships among students, faculty, staff, and the community.

Innovation
We anticipate and welcome change by encouraging innovation and creativity.

Academic Freedom
We endorse academic freedom and the open exchange of ideas.

Sustainability
We promote environmental sustainability and use our resources responsibly to reduce our ecological
impact.

Inclusiveness
We cultivate equity and diversity by embracing all cultures, ideas, and perspectives.

Global Awareness
We recognize the importance of global awareness and prepare our students to live and work in an
increasingly interconnected world.
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Saddleback College
2010-2013
Strategic Plan

STRATEGIC DIRECTION #1: Improve Student Preparedness
Saddleback College will ensure that students gain the foundational skills necessary to complete college

level work and achieve career goals.

GOAL1: 80% of all students who seek certificates, associate degrees, and declare transfer as a goal
will be assessed, placed and complete a professional educational plan.

STRATEGIES:
A. Fully implement use of My Academic Plan (MAP).

B. Develop and implement a plan to fund the matriculation program.
C. Create a more comprehensive and efficient system for assessment and testing.

GOAL 2: Increase by 5% the number of individuals with an unidentified career goal who receive
career assessments and job acquisition skill development services.

STRATEGY:
A. Develop a comprehensive career, job, and life development program.

GOAL 3: Improve the progression rate of students in Math, English and the ESL program sequence
from levels 300 to 200 and from 200 to transfer courses by 5% in each level.

STRATEGIES:
A. Develop and implement a comprehensive follow-up and retention plan for those students

who have been identified as “at risk” and/or are on academic probation.

B. Establish and implement a plan that promotes student completion of their basic skill
courses as outlined in their educational plan.

C. Develop a comprehensive tutoring program.
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Saddleback College
2010-2013
Strategic Plan

STRATEGIC DIRECTION #2: Excel In College Transfers
Saddleback College will increase student transfers to four-year colleges and universities.

GOAL 1: Improve by 5% student transfers to four-year institutions.

STRATEGIES:
A. Establish a comprehensive stand-alone Transfer Center.

B. Establish a system to identify and support student populations who have been unsuccessful
in reaching their intent of transferring to a college or university.

C. Establish a Preparing for a Career in Teaching (PACT) Center.
GOAL 2: Improve by 15% the number of students classified as transfer ready.
STRATEGIES
A. Expand and utilize technological resources to increase the number of transfer ready
students.
B. Develop and implement a transfer ready outreach plan.

GOAL 3: Increase by 20% the number of students in the Honors Program.

STRATEGIES
A. Match counseling services to the increase in honors students.

B. Develop a class scheduling process that more effectively meets the needs of honors
students.

C. Develop and implement an honors outreach plan.
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Saddleback College
2010-2013
Strategic Plan

STRATEGIC DIRECTION #3: Enhance Resources
Saddleback College will improve its ability to expand and develop alternative sources of revenue to
support college priorities.

GOAL 1: Increase external foundation contributions to $1 million annually.

STRATEGIES
A. Establish and utilize a comprehensive alumni database to increase contacts and support.

B. Expand business, community, and individual partnerships to increase financial
contributions.

C. Strengthen planned giving.
GOAL 2: Realize a minimum of $1 million in savings per year through the implementation of
college efficiencies.
STRATEGIES

A. Increase grant funds.

B. Establish a comprehensive and efficient system to effectively identify, review, revise, and
implement college efficiencies on an annual basis.

GOAL 3: Meet funding requirements to fulfill the “20-year Facilities and Scheduled
Maintenance Plan”.
STRATEGIES
A. Establish funding and commence construction of the new sciences building.

B. Secure adequate basic aid and college funding for scheduled maintenance.
C. Develop alternative funding sources to support planned projects.
GOAL 4: Improve the efficiency of college-wide communications and marketing strategies
through a centralized system.
STRATEGIES

A. Enhance communication with students and faculty to include the latest technology.

B. Develop and implement a plan that integrates marketing and public relations into the larger
college community.

C. Create an innovative Visitors’ Center.

D. Develop and implement a campaign to increase the number of high school employees that
would recommend Saddleback College.
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Saddleback College
2010-2013
Strategic Plan

STRATEGIC DIRECTION #4: Foster Innovation
Saddleback College will employ innovative ways to enhance programs and meet increasing student and

workforce demands.

GOAL1: Meet or exceed state targets for each Career Technical Education (CTE) Perkins core
indicator.

STRATEGIES
A. Establish and implement a system of tracking student progress toward program completion.

B. Develop and implement a student success program to improve the percentage of students
completing CTE degrees certificates, and occupational skills awards.

GOAL 2: Establish an integrated and comprehensive economic and workforce development
program.

STRATEGIES
A. Form collaborative partnerships with local, state and national organizations to enhance CTE.
B. Develop career pathways and career ladders with industry and education partners.

GOAL 3: Double the training services offered to faculty in the areas of teaching innovation and
best teaching practices

STRATEGY

A. Expand the scope of the Institute for Teaching and Learning.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

ACADEMIC APPEALS AND STANDARDS COMMITTEE

To review, evaluate, and approve or deny student petitions requesting academic
renewal, permission to repeat a course, increases in or removal of unit limits,
and reinstatement f rom disqualification status.

Director, Admissions and Records

Dean of Counseling and Special Programs, VP Student Services
4 Counselors

Instructor, Mathematics

Instructor, Reading

Every Thursday at 1:30 p.m.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

BOOKSTORE COMMITTEE

Provide a forum for communicating needs of students and faculty to the book-
store managers and for the bookstore managers to communicate their processes
and new programs to assist students and faculty. In addition, this committee
assesses all bid proposals in alignment with the SOCCCD District contract
management, renewal, and/or bid process.

Student Development, Chair
Faculty, HSHSEI

Faculty, SBS

Dean, Kinesiology, Physical Education & Athletics
Faculty, ATAS

EOPS (Classified Senate)

Faculty, MSE

Faculty, MSE

VP, Student Services

VP, Instruction

Text Manager, Follett

ASG Student Representatives (3)

TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

CALWORKS STATE ADVISORY COMMITTEE

The Chancellor’s Office regularly convenes the community colleges CalWORKs
State Advisory Committee. The committee provides guidance on policy develop-
ment, overall program implementation, best practices, and identifies needs of
students and the colleges CalWORKs program. The representatives also dissemi-
nate information about CalWORKs within the region, association or constituency

Composition of committee (number of members)

CalWORKs Coordinators from Ten Regions across the State (10)

California Community College Business Officers (1)

California Community College Student Services Officers (1)

California Community College Academic Senate (1)

California Community College Financial Aid Services (1)

California Community College Student Senate (1)

California Community College Chief Instructional Officer (1)

California Community College DSPS Program Representative (1)

California Community College Child Care and Development Representative (1)

California Community College EOPS/CARE Program Representative (1)

The committee meets approximately four times per year and as needed. The
committee also communicates regularly via email.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

CAMPUS ENVIRONMENT COMMITTEE

An opportunity for students, staff and faculty to come up with creative ways to
maintain and improve the appearance of the campus.

Student Development, Chair
Faculty, ATAS

Faculty, SBS

Dean, Fine Arts

Faculty, ATAS

Community Alliance Network
Faculty, MSE

Faculty Rep, MSE

Faculty Rep, MSE

Community Alliance Network
Faculty, LALR

Faculty, Fine Arts

Maintenance & Operations
Classified Senate, Graphics Department
Faculty, ATAS

Dean, ATAS

Classified Senate, Fine Arts PIO
Faculty Rep, Fine Arts

ASG student Representatives (3)

TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

COMMENCEMENT COMMITTEE

The Commencement Committee plans, designs, and implements all arrange-
ments for the College’s annual commencement ceremony. Members solicit
advice and input from the College community regarding ideas for improving this
event.

Director, Student Development (Chair)
Classified Staff, Student Development

Faculty, CSSP

Classified Staff, Student Development

Director, Campus Safety

Director, Admissions and Records

Director, Public Information and Marketing
Dean, Counseling Services and Special Programs
Counselor and Matriculation Coordinator
Registrar

Outreach Coordinator

Vice President for Student Services

Classified Staff

Classified Staff, Video Production Specialist, Fine Arts and Media Technology
Assistant Director of Facilities

Faculty, CSSP and Transfer Center Coordinator
Faculty, Emeritus Art Instructor/Painting

Dean, Fine Arts and Media Technology
Classified Staff, VPSS Office

Faculty, Physical Education and Kinesiology

Classified Staff, Lighting and Sound Designer, Fine Arts and Media Technology

TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

DEANS’ CABINET

The Dean’s Cabinet reviews, makes recommendations and determinations
regarding staffing. College wide planning, budget, administration, and curriculum
implementation. The Cabinet services as the central administrative coordinating
body for all programs affecting students.

Vice President for Instruction (Chair)

Dean, Business Science Division

Dean, Fine Arts & Media Technology

Dean, Counseling Services & Special Programs
Dean, Social & Behavioral Sciences

Dean, Advanced Technology & Applied Science
Dean, Mathematics, Science & Engineering
Dean, Liberal Arts & Learning Resources

Dean, Physical Education

Assistant Dean, Counseling Services & Special Programs
Assistant Dean, Director of Nursing

Director, Emeritus Institute

Every other Wednesday, 9:00 a.m. to 11:00 a.m.
AGB 107
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

DSPS ADVISORY COMMITTEE

An advisory committee consisting of professionals from the disability commu-
nity throughout South Orange County serves as a formalized forum for mutual
discussion, and exchange of information and recommendations shared between
the Saddleback College Special Services Department and the professional
community. The committee advises the program on trends, issues and needs in
the various fields of disability. This mutual exchange can provide for the devel-
opment of programs and services for disabled students attending Saddleback
College

Chair: DSPS Coordinator/Counselor

DSPS Irvine Valley College

Career Specialist, University Deaf and Hard of Hearing Program
Department of Rehabilitation Representative (3)

Director of Special Education, Laguna Beach Unified School District
Adult Transition Program, Capistrano Unified School District
Orange County Department of Education

Area Manager, Regional Center of Orange County

Dayle MclIntosh Center Representative

J. Serra Catholic High School Representative

Santa Margarita Catholic High School Representative
Silverado High School Representative

Laguna Hills High School Representative

El Toro High School Representative

Trabuco High School Representative

Mission Viejo High School Representative

Aliso Niguel High School Representative

Capistrano Valley High School Representative

San Clemente High School Representative

Dana Hills High School Representative

California State University Fullerton Representative
University of California Irvine Representative

Irvine Valley College Representative

Annually
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

EOPS/CARE ADVISORY COMMITTEE

The purpose of the advisory committee is to assist the college in developing and
maintaining effective extended opportunity programs and services.

The term of each committee member shall be for two years, July of the year of
appointment to June 30 of the second succeeding year. Members may serve
more than one term. The committee shall consist of no fewer members than the
members of the local Board of Trustees. Members shall serve without compen-
sation. Members may be reimbursed for necessary expenses incurred

in performing their duties.

The Advisory Committee should include representation from college personnel,
EOPS students, local or feeder high schools, community and business sector and
four-year colleges where possible.

The EOPS Advisory Committee shall meet at least once during each academic
year. And, the CARE Advisory Committee and/or interagency group meetings
shall meet at least twice during each academic year.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

EQUIPMENT COMMITTEE

The College Equipment Committee receives an annual budget amount from the
Fiscal Office, solicits requests both instructional and non-instructional campus
wide, reviews department/division equipment requests, in regards to College
Equipment Plan, Program Reviews and the College Strategic Plan and in consul-
tation with the Technology Committee, makes appropriate recommendations
for funding of requests annually to the Planning and Budget Steering Committee
(PBSC). The PBSC then makes recommendations to the Consultation Council (CC)
and President who then notifies the College Equipment Committee of their
decisions and the campus community is then notified of the approved requests.
The Committee maintains an instructional and non-instructional three year College
Equipment Plan as well as a history of previous expenditures. The Committee
membership is a shared governance committee with representation from Faculty,
Classified Staff, Administration and Classified Leadership. Meetings are held as
needed on Thursday afternoons from 4:00 to 5:00 pm in the Technology and
Applied Science Conference Room. Only committee members have voting rights
and the meeting is open. Agendas are given to the Committee members prior

to each meeting and all requests are kept for the members to review. Minutes
are sent to the Academic Senate for posting on their web site.

Deans (2)

Faculty (2)

MSE Faculty Rep.

CSEA Rep.

Classified Management Representative
Classified Representative

Budget Manager
College Equipment Committee Timelines and Process 2008-2011

1. College Equipment Committee reviews forms for Competitive Equipment
Request 2010-2011.xls and Non-Instructional Equipment Request 2008-
2009.xls

2. Forms titled Competitive Equipment Request 2010-2011.xls and Non-
Instructional Equipment Request 2010-2011.xls emailed out to campus
by January 30, 2011.

3. Completed forms due February 20, 2011 at 5:00 pm to dtaylor@saddle-
back.edu for the priority listings and the necessary forms for consid-
eration for this next year’s 2010-2011 Saddleback College Competitive
Equipment/Furniture requests and Non-Instructional Equipment
Request 2010-2011.
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EQUIPMENT COMMITTEE 4. Recommendations from the College Equipment Committee to the Plan-
(COUNCIL) ning and Budget Council within 3 weeks of receiving the Budget from
the Fiscal Office, March 27, 2011.

5. Amount available for fiscal year 2010-2011, to be disbursed after July 1,
2011, assuming no mid year budget adjustments are made by the State.
The manager/dean approved electronic form requests and a priority list-
ing from each area/division must meet this deadline for the Saddleback
College Equipment Committee’s consideration for next fiscal year.

6. Priorities for each item requested from the area/division will be 1, 2, 3,
etc. in increasing sequence, 1 being the highest priority, for any item to
be considered by the committee. On the appropriate form, under your
justification, be sure to include relevant information from your program
review.

7. Equipment is defined as anything $200 or more per each item on a
single request. Questions about definitions of equipment or technology
can be addressed by Mark Schiffelbein, mschiffelbein@saddleback.edu,
Technology Equipment Chair, Carol Hilton, Chilton@saddleback.edu,
Fiscal Office or Don Taylor, College Equipment Committee Chair,
dtaylor@saddleback.edu .

WASC Accreditation:

In order to comply with WASC accreditation guidelines which state that resource
allocation must be tied directly to integrated planning, the Planning and Budget
Steering Committee (PBSC) is currently devising a process that will be required
for all funding requests and decision-making. This process will go into effect for
the 2009-2010 academic year.

MEETING TIME: TBD

58 Committees




Saddleback College Governance and Organization Manual

STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

FOOD AND BEVERAGE COMMITTEE

Provide a forum for communicating needs of students, faculty, and staff to the
Cafeteria, Coffee Cart, and Food Vending managers and for those managers to
communicate their processes and new programs to assist students and faculty.
In addition, this committee assesses all bid proposals in alignment with the
SOCCCD District contract management, renewal, and/or bid process.

Student Development Office, Chair

Classified Staff, Graphics Department

Faculty, Counseling Services & Special programs
Faculty, Physical Education & Kinesiology
Faculty, HSHS

Classified Staff, Student Development Office
Vice President, Student Services

ASG student Representatives (3)

TBD
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STANDING COMMITTEE FOUNDATION

(COUNCIL)

ESTABLISHMENT Fall 2009

PURPOSE This committee serves as a liaison between the campus and community to
encourage financial and in-kind support to the college and partnership opportu-
nities. Members of this committee provide input into Foundation programs and
activities to best serve campus needs.

MEMBERSHIP Director, Performing Arts Operations
Friends of the Library
Dean of Athletics
Counseling
Director of KSBR
Other members to be determined

MEETING TIME: Monthly, To be determined.
Administration and Governance Building, President’s Conference Room
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

INTERNATIONAL STUDENT ADVISORY COMMITTEE

The International Student Advisory Committee is comprised of members who
have a vested interest in institutional polices and practices that impact interna-
tional students at Saddleback College. The Committee has been established to
discuss and address the following as they pertain to international students:

e Qutreach

e Admissions criteria

e Student services

e Co-curricular programming and student activities

e Immigration policies and practices

International Student Program Specialist
TBD, Classified Staff

TBD, Community Member

TBD, International Student Representative

2 Faculty

Coordinator of Outreach and Recruitment
Director of Admissions and Records

Registrar

Director of Public Information and Marketing
Director, Learning Assistance Program
Co-Chair of English as a Second Language Department

Co-Chair of English as a Second Language Department

Bi-annual meetings (once each semester)
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STANDING COMMITTEE MARKETING AND COMMUNICATIONS COMMITTEE
(COUNCIL)

PURPOSE Plan and implement college-wide marketing and communications activities,
including advertising, public relations, special events, and branding strategies.
Develop college-wide standards for print and electronic communications.

MEMBERSHIP Director of Public Information and Marketing (Chair)
Dean of Fine Arts

Coordinator of Outreach and Recruitment
Director of Community Education
Foundation Director

Director of Admissions and Records

College Public Information Officer

Senior Graphic Designer

Fine Arts Public Information Officer

Director of College Radio Station Operations
Video Production Specialist

Assistant Athletic Director

At least two faculty members

MEETING TIME: Wednesdays, 1:30 p.m.
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STANDING COMMITTEE
(COUNCIL

PURPOSE

MEMBERSHIP

MEETING TIME:

MATRICULATION ADVISORY COMMITTEE

The Matriculation Advisory Committee meets to oversee the matriculation
program’s various components and to ensure quality services to our students.

DSPS Coordinator/Counselor

English Composition Instructor

Senior Matriculation Specialist

Reading Instructor

Senior Matriculation Specialist

Vice President for Instruction

Reading Instructor

Director of Admissions, Records & Enroll. Services
Reading Instructor

Mathematics Instructor

Dean/Counseling Services & Special Programs
Dean/Math, Science & Engineering
Matriculation Coordinator/Counselor
Admissions & Records Registrar

ESL Instructor

Dean/Liberal Arts/Learning Resources

Senior Matriculation Specialist

Coordinator Outreach & Recruitment

Vice President for Student Services

Counselor

Counselor

Meets three times during the academic year.
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STANDING COMMITTEE
(COUNCIL)

OUTREACH COMMITTEE

PURPOSE To provide guidance and input regarding issues of General Outreach for Saddle-
back College. Family Night, High School Counselor’s Day, and Senior Day Task
Force Task Force Committees report to this group.

MEMBERSHIP Coordinator of Outreach and Recruitment, Chair
Director of Student Development
Director of Community Education
Career Services Technician
Director of Public Information and Marketing
Transfer Center Coordinator
One (1) Dean
Director of Admissions and Records
Senior Matriculation Specialist
Disabled Students Program Specialist
At least five faculty

MEETING TIME: Wednesdays, 11:30 a.m. to 12:30 p.m.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

PLANNING AND BUDGET STEERING COMMITTEE

The Planning and Budget Steering Committee (PBSC) will coordinate the Strate-
gic Planning process and the college budget process. This committee will report
and make recommendations to the Consultation Council

Director of Planning, Research, and Grants (Co-Chair)

Fiscal Director (Co-Chair)

Vice President of Instruction

Vice President of Student Services

Academic Senate President or designee

Educational Planning and Assessment (EPA) Chair

Classified Senate President or designee

One (1) Dean

Elected Chair of each of the Strategic Planning Groups (if not already included)

Every other Thursday, 1:30 p.m. to 3:30 p.m.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

PRESIDENT’S EXECUTIVE TEAM

The purpose of the Presidents Executive Team includes: the dissemination of
information, to advocate for student needs, promote professional development;
and collective planning and collaborative decision making

Vice President for Instruction
Vice President for Student Services

Director of Fiscal Services

Mondays at 3:00 p.m.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

SCHOLARSHIP COMMITTEE

The Scholarship Committee is a standing college committee which coordinates
the giving of donations to scholarships, and the procedures for distribution of
funds to students. The committee is also responsible for the planning of a schol-
arship award ceremony in which scholarships are announced and the recipients
and donors are recognized

Vice President of Student Services

Director of Student Development

Administrative Assistant, Student Development
Administrative Assistant, Student Development
Theatre Production Manager, Performing Arts
Director of Performing Arts & Operations
Director, Saddleback College Foundation

Project Specialist, Saddleback College Foundation

Director of Financial Aid and Scholarship

Committee meets monthly from December through May.
Additional meetings are held as necessary in the

AGB Small Conference Room

Meeting dates and times will vary
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AD HOC COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

TEACHER OF THE YEAR

To manage the nomination process for the Saddleback College Professor of the
Year and the Orange County Teacher of the Year processes.

Committee membership is contingent and follows the following process:

First round: the Associated Student Government Senate narrows the pool of
candidates and nominates one full-time and one part-time faculty member for
the honor(s).

Second round: a committee comprised of students, the Deans that oversee the
departments of the finalists, as well as the Academic Senate approve of and put
forward the finalists.

TBD
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STANDING COMMITTEE TECHNOLOGY COMMITTEE
(COUNCIL)

PURPOSE The Technology committee is a standing committee that serves to develop and
coordinate the College Technology Master Plan. This plan will provide for the
replacement and/or upgrading of existing technology as well as recommendations
for new and emerging technologies.

MEMBERSHIP Chairperson

Administration
2 Deans

Faculty
2 appointed by Academic Senate
Classified Staff

1 appointed by CSEA
1 appointed by Classified Senate)

Classified Leadership
Director of Fiscal Services
Director of College Technology)

MEETING TIME: Thursdays, 10:30 a.m. to 11:30 a.m.
AGB Conference Room
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

VETERANS EDUCATION AND TRANSITION SERVICES (VETS)

The purpose of the VETS Advisory Committee is to advise and assist the Saddle-
back College VETS program in meeting its mission and reaching its vision.

College President

Committee Chair and VETS Director

Vice President of Student Services

Dean of Counseling Services & Special Programs
Director of Fiscal Services/ Veterans Affairs
Director of Admissions & Records

Director of Financial Aid

Director of Public Information and Marketing
Director of Student Health Center
Coordinator of Outreach and Recruitment
Classified Leader At Large

Faculty at Large

Academic Administrator At Large

VETS Counselor

Veterans Club Advisor

VETS Virtual One Stop Webmaster
Adapted Kinesiology Chair

Special Services Representative
Student-Veteran

Veterans Center Director

Laguna Hills VA Satellite Clinic

Camp Pendleton Representative

Veterans of Foreign War

American Legion Post 862

CSU Long Beach Representative

CSU Fullerton Representative

TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

ACADEMIC APPEALS COMMITTEE

To review student applications for special academic matters, give directions to
Admission & Records, and to communicate to students the decisions made by
the faculty and administration regarding their issue

TBD
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STANDING COMMITTEE ACADEMIC CALENDAR COMMITTEE

(COUNCIL)

PURPOSE To determine the Academic Calendar
MEMBERSHIP Open

MEETING TIME: TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

ACADEMIC SENATE ELECTIONS COMMITTEE

To solicit nominations for the Senate Executive committee, coordinate and
oversee the election process and verify the election of officers.

Open

TBD
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STANDING COMMITTEE ACADEMIC SENATE EXECUTIVE COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:
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STANDING COMMITTEE ACCREDITATION COMMITTEE

(COUNCIL)

PURPOSE To direct the Accreditation Self Study and address concerns from ACCIC or
WASC.

MEMBERSHIP Open

MEETING TIME: TBD
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STANDING COMMITTEE ACADEMIC STANDARDS AND ETHICS COMMITTEE

(COUNCIL)

PURPOSE To adjudicate issues regarding academic standards & ethical conduct.
MEMBERSHIP Open

MEETING TIME: Convenes when required.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

BASIC SKILLS INITIATIVE COMMITTEE

The mission of Saddleback’s Basic Skills initiative is to establish a comprehensive
and interactive college-wide approach to building students’ basic skills to prepare
them for success with college-level coursework while supporting them to reach
their educational goals. Faculty and staff across the disciplines provide this
supportive foundation by using the best practices in basic skills’ education (i.e.
reading, writing, math, ESL and student services support.)

BSI Coordinator

Reading Discipline Expert
English Discipline Expert

ESL Discipline Expert
Information Competency Discipline Expert
Math Discipline Expert
Advisory Committee
Counselors/Student Service Rep
LAP Director

Research Analyst

Faculty at Large

Pres. Academic Senate/Rep

Rep Enrollment Management

Adjunct Faculty

Discipline Specialists with Coordinator — every Tuesday
Entire BSI Advisory Group — every other Tuesday, 3:30 — 4:45 pm
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STANDING COMMITTEE CONSTITUTION & BYLAWS COMMITTEE

(COUNCIL)

PURPOSE To review and recommend changes to the Academic Senate Constitution and
By-laws.

MEMBERSHIP Open

MEETING TIME: Convenes when required.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

CROSS-CULTURAL STUDIES ADVISORY COMMITTEE

To support and promote cross-cultural studies in both its academic and extra-
curricular activities at Saddleback College. This includes the development of
curriculum, the organizing of events to raise awareness of multicultural issues
and perspectives, and the maintaining of a Cross-Cultural Studies Center with
resources for the use of faculty, staff, and students on campus.

TBD

TBD
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STANDING COMMITTEE CURRICULUM COMMITTEE

(COUNCIL)

PURPOSE The College Curriculum Committee reviews, approves, and recommends
additions, deletions, and changes in the curriculum. The Curriculum Committee
articulates and coordinates curriculum matters with Irvine Valley College, and
serves to review, approve, and recommend new programs and instructional
requirements for students.

MEMBERSHIP Chair
Vice President of Instruction
Academic Senate President
Curriculum Publication Specialist
Curriculum Assistant
Articulation Officer
CurricUNET Representative
Business Science 1 Dean and 2 Faculty
Counseling and Special Programs 1 Dean and 2 Faculty
Emeritus Institute 1 Director and 2 Faculty
Fine Arts 1 Dean and 2 Faculty
Health Science & Human Services 1 Dean and 2 Faculty
Kinesiology 1 Dean and 2 Faculty
Learning Resources 1 Dean and 2 Faculty
Liberal Arts 1 Dean and 2 Faculty
Math, Science & Engineering 1 Dean and 2 Faculty
Social & Behavioral Sciences 1 Dean and 2 Faculty
Advanced Technology & Applied Science 1 Dean and 2 Faculty

MEETING TIME: Tech Review meets in September and October on Tuesdays from 8:30 — 5:30.
Curriculum Committee meets on alternating Thursdays at 3 p.m.
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STANDING COMMITTEE DISTANCE EDUCATION COMMITTEE

(COUNCIL)

PURPOSE To develop policies and to encourage practices that contributes to the quality
and growth of distance and online education at Saddleback College.

MEMBERSHIP Open

MEETING TIME: TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

EDUCATIONAL PLANNING AND ASSESSMENT COMMITTEE

The Educational Planning and Assessment Committee (EPA) is responsible for
ensuring that all instructional programs and administrative units on campus
complete a Program Review or Administrative Unit Review in accordance

with the policies established by the Academic Senate (in the case of Program
Reviews) and the Consultation Council (in the case of Administrative Reviews),
as well as Student Learning Outcomes (SLOs) and Administrative Unit Outcomes
(AUOs). These documents form the basis of the college’s strategic planning
process

The recommended minimum composition of the EPA includes:
EPA Chair

At least 4 additional Academic Senate Representative (preferably at least one
from Instruction and at least one from Student Services)

2 Deans

Research Analyst

Research Specialist

2 additional Classified Senate Representatives

1 Classified Manager

TBD
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STANDING COMMITTEE EQUITY & DIVERSITY COMMITTEE

(COUNCIL)
PURPOSE 1. To promote student equity and student success, including effective teaching
methodologies and approaches to student learning styles
2. To facilitate training for hiring committees
3. To foster a campus climate conducive to faculty diversity and student
achievement. The committee advises the college on guidelines, laws and
regulations relating to equal employment opportunity and cultural diversity
and promotes the integration of equity and diversity issues in appropriate
activities
MEMBERSHIP
MEETING TIME: TBD
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STANDING COMMITTEE FACULTY DEVELOPMENT/FLEX ACTIVITIES COMMITTEE

(COUNCIL)

PURPOSE To employ the features of the Flexible Calendar Program in order to make
available to faculty members opportunities for improvement in staff (personal/
professional), and instructional areas.

MEMBERSHIP 2 faculty from each of the instructional areas

MEETING TIME: TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

FACULTY DEVELOPMENT/FUNDING COMMITTEE

To oversee the disbursement of Faculty Development Funds for approved
conferences and projects.

1 faculty member from each of the instructional areas

Tuesday, 3 p.m.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

FULL-TIME FACULTY HIRING PRIORITIZATION COMMITTEE

The faculty hiring committee is the mechanism for identifying and prioritizing
the hiring of ne faculty members. The committee reviews requests for new and
replacement faculty positions.

The Faculty Hiring Prioritization Committee is an Academic Senate committee
that is comprised of one faculty representative from each of the instructional
areas recognized by the Academic Senate, and the academic deans. The Vice
President for Instruction and the Academic Senate Past President chair the
committee as ex officio members.

Last Monday in September of each academic year: Oral presentations for each
new requested position.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

GENERAL EDUCATION COMMITTEE

To review the general education requirements for compliance with state
standards and relevance to national, state and community needs and to provide
the curriculum committee with rationale or minority reports on all proposals.

The Academic Senate designates the Curriculum Chair as the chair for this
committee. Membership is limited to one faculty member per division, elected
by the division and approved by the Academic Senate. Two academic adminis-
trators appointed by the Vice-President for Instruction (Advisory, non-voting).
One representative of the Classified Senate (Advisory, non-voting). The Vice
President for Instruction and Academic Senate President of designee (Advisory,
non-voting).

Thursday 4 p.m.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

HONORS PROGRAM BOARD

The Honors Program Board serves to develop and coordinate the Saddleback
College Honors Program

Liberal Arts; Emeritus Institute(Co-Chair)

Social and Behavioral Science (Co-Chair)

Office of Instruction (ex officio)

Transfer Center Director (ex officio)

Liberal Arts

Liberal Arts

Liberal Arts

Liberal Arts

Mathematics, Science, and Engineering

Current Honors Program teaching Faculty (ex officio)

Transfer Center Honors counselors (ex officio)
All ex officer members of the committee are full voting members.
Mondays, bi-monthly

2:30-3:30 p.m.
Honors Student Lounge, Library 315
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

PROGRAM DISCONTINUANCE COMMITTEE

To review, upon formal initiation of the process by the Academic Senate, the
qualitative and quantitative evidence for program discontinuance

Curriculum Chair
Vice President of Instruction
Division Dean

Program faculty

TBD
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STANDING COMMITTEE STUDY ABROAD COMMITTEE

(COUNCIL)

PURPOSE To facilitate opportunities for students to study abroad while receiving credit at
Saddleback and to develop global awareness.

MEMBERSHIP Open

MEETING TIME: TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

TENURE REVIEW/MENTORING BOARD COMMITTEE

To consult with the Faculty Association on tenure review processes in accordance
with California Ed Code 87610.1 and to ensure that all new faculty members
receive an orientation and ongoing mentoring.

TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

TRANSFER COMMITTEE

It is the mission of the Saddleback College Transfer center to ensure a transfer
culture by providing resources and counseling services to empower students so
they can achieve their desired transfer goal and career objective.

TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

WOMEN & GENDER STUDIES ADVISORY COMMITTEE

To support and promote women’s and gender studies in both its academic and
extra-curricular activities at Saddleback College. This includes the development
of an interdisciplinary curriculum that seeks to examine the ways in which race,
ethnicity, class, sexuality and other experiences intersect with gender and how
these perspectives shape our lives. We are committed to both campus aware-
ness and community activism surrounding gender issues and are committed to
the development and maintenance of resources for the use of faculty, staff, and
students on campus.

TBD

TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

CLASSIFIED SENATE

The Classified Senate shall represent classified employees of Saddleback College
within the governance and decision-making at Saddleback College on matters
that are not related to collective bargaining and contract negotiations

A. To represent the opinions, needs and concerns of the classified staff in
all aspects of governance and decision-making at Saddleback College
on matters that are not related to collective bargaining and contract
negotiations.

B. To support the professionalism of the classified staff.

C. To encourage individual leadership, contribution, and development
among the members of the senate.

D. To provide informed member representatives to serve on the College
and District decision-making committees

E. To provide a centralized method of communication between classified
staff and other areas of the College.

F. To collect and disseminate information of interest to the classified staff.

G. To represent the collective interests of the classified staff in all matters
before any appropriate policy-making committee.

President
President Elect
Past President
Secretary
Treasurer

Members at Large:
Counseling Services & Special Programs

Counseling Services & Special Programs

Classified Senate Standing Committee Positions:

Academic Senate, Accreditation, Accreditation Steering Committee, Book

Store, BP & AR, CSEA Representative, California Community College Classified
Senate(4CS), Campus Environment, College Foundation, Commencement,
Consultation Council(CC), Disaster Preparedness, Chancellors Docket and
Cabinet, Equipment, Events Coordinator, Food & Beverage, Foundation Board

of Governors, Marketing, Outreach, Planning Budget Steering Committee(PBSC),
Safety Committee, Staff Development, Student Information System(SIS),
Technology, Strategic Planning Groups, Educational Development, Student
Affairs, Operational Support and Resources, College Advancement.

2nd and 4th Wednesday, 12:15 p.m. to 1:30 p.m.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

CLASSIFIED SENATE STAFF DEVELOPMENT

The Staff Development committee consists of representation from the CSEA and
classified senate members. Funds provide seminars to enhance job skills, work
performance and classified development day and are in compliance with Title 5
Education Code 87153. Funds have also been allocated by the college in order
to provide the staff with opportunities to take classes, attend conferences and
seminars and other activities to promote growth for the individual and improve
job skills. Other activities include group functions designed to enhance commu-
nication, morale and collegial participation. The committee reviews individual
requests for funds and coordinates group functions.

Chairman, Communication Arts
Community Education
Maintenance & Operations
Math/Science/Engineering
Health Sciences

ITC

Student Services

Student Services

PE/Athletics

TBD
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STANDING COMMITTEE BUDGET COMMITTEE
(COUNCIL)

PURPOSE The Budget Committee is a standing committee through ASG’s Senate and con-
sists of a team of students who represent, and are members of, the 3 branches
of student government. The Budget Committee meets as needed to discuss
ASG budgetary matters and is chaired by the Chancellor of the Exchequer, or
treasurer. Though this committee is usually small it is successful in working on
every aspect of the ASG budget as well as developing fiscal recommendations
for the 3 branches. The Budget Committee works on such things as: developing
the budget for the upcoming school year; reviewing funding applications and
allocation requests; revising the Finance Code in the ASG Bylaws; developing
criteria for ASG funded scholarships; overseeing fundraising and the ASB Stamp

MEMBERSHIP

MEETING TIME:
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

DIVERSITY STUDENT COUNCIL

The Diversity Student Council is a standing committee through ASG’s Senate and
its members do not only represent the 3 branches of student government but
also the student population of Saddleback as a whole. Members of the Diversity
Student Council do not have to come from the internal ranks of the student
government but can be any layperson that is a student of Saddleback College.
The Diversity Student Council meets on a weekly basis and is chaired by the
Ambassador of the Diversity Student Council. The goal of Diversity Student
Council is to diversify the campus and plan and inform the student body of
multicultural events sponsored by the committee. The Diversity Student Council
may plan events that recognize such occasions as Persian New Year, Black History
Month, and Cambodian New Year. Diversity Student Council has worked with
the Black Student Union, Appreciation of Pilipino American Culture Club, and

Dr. Anouar Majid, a Moroccan author (A Call for Heresy: Why Dissent is Vital

to Islam & America) and professor of African, American, Native American, and
Mexican Literatures at the University of New England.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

ELECTIONS COMMITTEE

The Elections Committee is a freestanding committee chaired by the ASG
President. The members of the committee are chosen by the President and may
not be running in the election and cannot campaign or endorse any candidate
running. The committee is designed to interpret the rules and procedures of
the election as mandated in the Constitution, Bylaws, and any other relevant
documents or policies published. The Elections Committee meets prior to elec-
tions in order to prepare effectively and efficiently
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

EVENTS CABINET

The Events Cabinet is one of the three branches of the Saddleback College
Associated Student Government. Events Cabinet is chaired by the Vice President
of Events Cabinet and is made up of several secretary positions as well as several
general members’ positions. There are the secretaries of events, state, com-
merce and publicity each with their own purpose in planning the events that

are sponsored by the Associated Student Government. The events planned by
the Associated Student Government are designed to incorporate as many
students as possible and encourage them to participate in campus life. Events
planned and implemented by Events Cabinet are Blood Drives, Homecoming,
Food Drives, and Earth Week. The Events Cabinet also has a small programming
budget that the members preside over. Events Cabinet members are also re-
quired to sit on college wide committees like Commencement, Food & Beverage,
Bookstore, and Campus Beautification. Members of the Events Cabinet may also
represent all of ASG at state events like the California State Student Senate
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

JUDICIARY COMMITTEE

The Judiciary Committee is the oversight committee of the Associated Student
Government and is to remain objective and as unbiased as possible at all times.
Chaired by the Chief Justice of the Judiciary, its membership consists of 2
members from each branch (Senate, ICC, E-Cab) of Student Government who
are nominated and selected by their representative branches. The Judiciary
Committee meets weekly to maintain Attendance Records, Hours Reports, and
Evaluation Records for each member of student government. The committee

is responsible for notifying the chair of each branch if a member is not fulfilling
their obligations on student government. The Judiciary Committee also recognizes
those who have offered exemplary service to ASG. Judiciary Committee is also
responsible for overseeing frequent revisions and changes to the Constitution
and Bylaws and recommending these changes to the Leadership Council and
Senate. The Chief Justice advises Senate on any internal affairs matters as well
as the Constitution and Bylaws revisions.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

LEADERSHIP COUNCIL

The Leadership Council is the Executive Board of the Associated Student
Government. Chaired by the President its membership includes Vice President
of Senate, Vice President of Events Cabinet, Vice President of Inter-club Council,
Chancellor of the Exchequer, Chief Justice of the Judiciary, and Ambassador of
Diversity Student Council. The Leadership Council meets weekly with the Director
of Student Development to discuss ASG overall. It also is an opportunity for the
chairs of all branches and committees to communicate and work together in the
most effectively cohesive manner possible. The Leadership Council brainstorms
ideas for potential upcoming events as well as planning Leadership Retreats and
Workshops. Leadership Council also represents the line of succession to the
Presidency and is responsible for sharing in the burdens and responsibilities

of the President’s position like going to Board and Foundation meetings and
representing Student Government at social gatherings and state events.
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

SENATE

Senate is one of the three branches of the Saddleback College Associated
Student Government. This branch is chaired by the Vice President of Senate
and includes 14 Senate seats, one secretarial position, and the advisory positions
of Chancellor of the Exchequer, Chief Justice of the Judiciary, and Ambassador
of Diversity Student Council. The fourteen senators represent each academic
department as well as other interest groups in order to represent each and
every Saddleback Student effectively. Senators include Advanced Technology

& Applied Science; At-Large Students & Emeritus Institute; Business Science;
Counseling Service & Special Programs; Fine Arts; Health Sciences & Human
Services; Kinesiology & Athletics; Liberal Arts; Library & Learning Resources;
Mathematics, Science, & Engineering; International Students; Social and
Behavioral Sciences; Student Services; Veterans Affairs. It is the Senator’s
responsibility to meet with their Division Dean/Director/Department Chair

to report on events or concerns and relay all pertinent information back to
Senate in the weekly meeting. Senate also receives college-wide allocation
requests through the Funding Application Process for funding from Senate’s
Contingency Fund. Senate, advised by the Chancellor of the Exchequer, reviews
each application and funds deserving events and programs. Senate also has the
ability to make revisions to the Constitution and Bylaws. Members of Senate
may also represent all of ASG at state events like the California State Student
Senate.

Associated Student Government Committees 103




Saddleback College Governance and Organization Manual

104 Associated Student Government Committees



Saddleback College Governance and Organization Manua

COLLEGE ADMINISTRATION

College Administration 105



Saddleback College Governance and Organization Manual

SADDLEBACK COLLEGE MANAGEMENT
ORGANIZATIONAL CHART
(AS OF SEPTEMBER 8, 2010)

Dr. Tod A. Burnett

President

Director of Fiscal Services

Carol Hilton

Director of Planning,

Research & Grants
Gretchen Bender

Director of Public Information

& Marketing
Jennie McCue

Dr. Don Busché (Acting)
Vice President
for Instruction

Dean, Math, Science
& Engineering

Dean, PE/Kinesiology &
Athletics/Athletic Director

James Wright

Tony Lipold

Dean, Social &
Behavioral Sciences
Patricia K. Flanigan

Dean, Business Science, Workforce & Economic
Development
Ken Patton

Dean, Advanced Technology
& Applied Science
Don Taylor

Director of Technology
Mark Schiffelbein

Director of Learning
Assistance
Patti Weekes

Dean, Liberal Arts/
Learning Resources
Kevin O’Connor

Director of Community
Education
Estella Castillo-Garrison

Assistant Dean, HS/HS
Tammy Rice

Dean, Health Sciences
& Human Services
Donna Rane-Szostak

Director of
Emeritus Institute
Sandra Marzilli

Director of Radio Operations
Terry Wedel

Dean, Fine Arts
& Media Technology
Bart McHenry

Director of Performing Arts Operations
Kate Realista
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Director of Facilities
John Ozurovich

Assistant Director of Facilities
Michael James

Director, College Foundation
Michelle Anstadt

Facilities & Energy Project Manager
Louis Sessler

Executive Assistant to Night Custodial,

President Supervisor
Sophie Miller Anthony Rodgers

Director of Instructional

Support Services

Eric Garant

Dr. Juan Avalos
Vice President
for Student Services
Director of Dean, Counseling Services

Student Health Center
Brenda Frame

& Special Programs
Jerilyn Chuman

Assistant Dean, Counseling Services
& Special Programs
Terence Nelson

Director of Financial
Assistance & Scholarships
Mary Hall

Child Development Center Manager
Lisa Cavallaro

Assistant Manager, CDC
- vacant

Director of Student Development
Audra DiPadova

Director of Admissions,
Records & Enrollment Services
Jane Rosenkrans

Admissions & Records
Registrar
Joyce Semanik

Coordinator, Outreach
Leslie Humphrey

Director of Safety & Security/Chief of Police
Harry Parmer

Deputy Chief of Police/
Assistant Director
Jim Pyle
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OFFICE OF THE PRESIDENT

As stated in Board Policy 2101 regarding Delegation of Authority to the College President, the President
is “the Chief Executive Officer of the college...The President is responsible for implementing the colleges’
strategic plan and district policies. The President’s administrative organization shall be the established
authority on campus and the College President is the final authority at the college level.”

According to the SOCCCD job description for the College President (ID #006):

Definition

The President is the chief executive officer of the college, with leadership and management responsi-
bility for the effective operation of the college, including the educational programs, student support
services, personnel, annual budgets, facilities, community and external relations, planning, evaluation,
and special projects related to the mission of the college.

Supervision Received and Exercises
Reports and is directly responsible to the district Chancellor.

Exercises supervision over the administration, faculty, and classified staff of the college.

Examples of Duties and Responsibilities

Discharges responsibilities in accordance with the policies, procedures, and approved plans of the
district and the Board of Trustees, as well as state and national requirements.

Provides leadership for the educational programs of the college, ensuring the effective operation of
curriculum development, program review and academic planning processes, and instructional support
services.

Provides leadership for student support services necessary to ensure student access to college programs
and services, student success in educational programs, and student development.

Directs all aspects of college personnel management, including the selection of a qualified and diverse
faculty and staff, effective evaluation processes, teaching and work assignments, professional develop-
ment activities, contract administration, and disciplinary actions when necessary.

Directs the development and management of annual college budgets, in accordance with accepted
governance and accountability standards.

Provides leadership to ensure that campus facilities are well planned and well maintained.

Maintains an effective administrative organization and delegates appropriate responsibilities to the
college administrative staff.

Provides leadership for the development of the college’s long-range plans, annual goals, and short-term
objectives.
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Is responsible for the safety and well being of college staff and students.
Implements a college governance program which is participative, accountable, and effective.
Promotes effective communication within the college, with the district, and with the Board of Trustees.

Represents the college to the community, schools, four-year colleges and universities, state and national
agencies, professional organizations and other public entitities.

Assists the College Foundation in its efforts to develop resources for the college.
Attends meetings of the district and Board of Trustees.

Performs additional duties as assigned by the Chancellor and the Board of Trustees.

Office of the President
Dr. Tod A. Burnett, President

Dr. Don Busché, Vice President for Instruction

Dr. Juan Avalos, Vice President for Student Services

Carol Hilton, Director of Fiscal Services

Michelle Anstadt, Director of the Saddleback College Foundation
Gretchen Bender, Director of Planning, Research, and Grants
Jennie McCue, Director of Public Information and Marketing
John Ozurovich, Director, Facilities, Maintenance, and Operations
Sophie Miller, Executive Assistant to the President

Trish Fain, Senior Administrative Assistant to the President
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OFFICE OF THE PRESIDENT
ORGANIZATIONAL CHART

To President, Saddleback College

A

Director of Fiscal Services Executive AS.S istant to > Director, College Foundation
—> . the President :
Carol Hilton L Michelle Anstadt
Sophie Miller
I
|| Accounting Officer Sr. Administrative Assistant | Sr. Accounting Specialist
Kevin Dalla Betta Trish Fain - vacant

Senior Fiscal/Veterans Specialist Program Assistant - PT
Don Lindboe Judy Davila

Fiscal/Veterans Specialist Program Assistant - PT

Howard Dwight Nancy Cho
Accounting Assistant || Program Assistant - PT
Sashiko (Michelle) Weidenkopf Toni Fuentes

Veterans Office Assistant - PT
Ellen Poling
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Director of Planning, Research
& Grants
Gretchen Bender

Director of Public Information &
Marketing
Jennie McCue

| | College Research & Planning Analyst

Nicole Ortega

College Public Information Officer
Amy Wheeler

College Research Specialist
Shouka Torabi

Senior Graphic Designer
Diane Smith

Grants Analyst
Catherine Arreguin (Substitute)

Senior Graphic Designer - 72.5%
Donna Pribyl

Grants Analyst
- vacant

Graphic Designer
Karen Fong

Publications Technician
Linda Davies
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STUDENT PAYMENT, VETERANS AND FISCAL OFFICE

To provide outstanding service and support in an effective and efficient manner that ensures student
and staff success in achieving objectives.

Carol Hilton: Director College Fiscal Services
1. Manage the Fiscal, Veterans and Student Payment Offices including supervision of personnel

2. Provide college leadership in areas of planning, budget, and fiscal services
3. Serve as member of Presidents Executive Team

4. Serve as college chief financial officer
5

Represent college in all issues relating to budget and fiscal

Donald Lindboe: Senior Fiscal/Veterans Specialist
1. Coordinate the daily operations of the Student Payment and the Veterans Offices

2. Coordinate schedules of temporary and work-study staff

3. Train and provide technical expertise to the staff

4. Administer Veterans Administration (VA) education benefits programs.
5

Prepare a variety of reports and correspondence

Howard Dwight: Fiscal/Veterans Specialist
1. Process payments, refunds, and payment deferrals for students.

2. Administer Veterans Administration (VA) education benefits programs.

3. Assist in providing training and supervision to the permanent, temporary, and work-study staffs of the
Student Payment and Veterans Offices.

4. Coordinate the daily operations of the two offices in the absence of the Senior Fiscal/Veterans Specialist.

Kevin Dalla Betta: Accounting Officer
1. Provide technical assistance to college staff relating to budget, accounting and fiscal issues

2. Complete various reports and spreadsheets

3. Provide expertise in accounting systems software
4. Coordinate with district staff
5

Provide assistance to the Director of Fiscal Services

Michelle Weidenkopf: Accounting Assistant
1. Process payments, refunds and payment deferrals for students.

2. Respond to inquiries regarding various charges and fees.
3. Audit student accounts for accuracy and completeness.

4. Provide general clerical and administrative services.
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Ellen Poling: Veterans Office Assistant (28 hrs per week)
1. Assistin administration of VA education benefits programs.

2. Provide routine supervision of VA work-study staff.

3. Provide general clerical and administrative services.
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STUDENT PAYMENT,
VETERANS and FISCAL OFFICE
ORGANIZATIONAL CHART

To President, Saddleback College

<
<

Director of Fiscal Services
Carol Hilton

Accounting Officer
Kevin Dalla Betta

Senior Fiscal/Veterans Specialist
Don Lindboe

Fiscal/Veterans Specialist
Howard Dwight

Accounting Assistant
Sashiko (Michelle) Weidenkopf

Veterans Office Assistant - PT
Ellen Poling
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OFFICE OF PLANNING, RESEARCH and GRANTS

The Planning, Research and Grants Office facilitates college-wide continuous improvement and innovation
through integrated strategic planning, institutional research, resource allocation and grant development.

This office plays a central role in the decision-making needs of the college in order to promote institu-
tional effectiveness and to sustain vitality in a rapidly changing environment. The goals of the Office of
Planning, Research and Grants include providing support through data-based information that is useful
for planning and decision making and support in the development of funding opportunities.

Gretchen C. Bender, MPA — Director
1. Provide leadership, coordination, and support on all matters related to strategic and other college
planning and educational research.

2. Provide leadership, administration and advocacy in the functions of long and short range planning,
educational research fund development, grant writing and oversight.

3. Develop, organize, facilitate, implement, review and evaluate a comprehensive, integrated, and
collaborative strategic planning process for the College.

4. Direct the College in the development of its Facilities and Education Master Plan.
Work with the Academic Senate, Classified Senate, and College faculty and staff to enhance faculty and
staff professional development programs to achieve College strategic planning and research goals.

6. Collaborate with the Academic Senate for the integration of Student Learning Outcomes, Administrative
Unit Outcomes, and Program Reviews with College planning process for accreditation processes.

Support the College accreditation efforts and the program review process of non-instructional units.

8. Serve as liaison to other educational providers, including K-12, and higher education partners on matters
relating to strategic planning, research, and grants.

9. Coordinate research efforts related to strategic planning, accountability reporting mandates such as the
ARCC (Accountability Reporting for Community Colleges), and all other activities related to institutional
effectiveness including the Institutional Effectiveness report.

Grants Office

1. Assist college programs and staff in the grant development process including the identification of external
funding opportunities to support College projects.

2. Plan, develop, implement, monitor and evaluate grants.

3. Orient College administrators, managers, faculty and staff regarding project/grant needs and potential
resources; disseminate information about grant opportunities to appropriate staff; prepare and circulate
a manual of guidelines for the preparation of grant applications; provide individual and small group
assistance in identifying potential funding sources for programs.

4. Supervise grant proposal development and submission; assist faculty and staff with grant concept
development; provide training in grant writing; and write and edit grant proposals.

5. Develop and monitor contracts and subcontracts with individuals or organizations related to all grant
activities; prepare, maintain and monitor master calendar of all grant activities and report dates to
comply with all required documentation and guidelines.
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6. Assure compliance with a variety of applicable laws, rules, regulations and restrictions related to the
expenditure of grant funds; provide technical support to faculty and staff in developing grant budgets
and preparing comprehensive reports and summaries of activities.

7. Prepare or oversee the preparation of financial reports, final claim and program reports for submission
to funding agency; maintain official project/grant files, including award document/contract, all financial
expenditure documents, Board approval, personnel documents, reports, and claims.

8. Develop and maintain a grants web site for the College; maintain files, records, and database of all grant
proposals and activities.

9. Facilitate advocacy relationships with personnel in funding agencies, corporate and private foundations,
legislative staffs and associations; represent the College in partnership collaboratives in community,
governmental, and professional organizations as appropriate and/or as assigned; attend District, College,
Foundation and other meetings as required.

10. Serve as liaison with other departments, divisions, and outside agencies; interact with other staff to
provide needed data to support grant applicants; work with the college foundation and/or its grant
writer to seek grants; work with outside agencies that provide grants to build partnerships.

Research & Planning Office

1. Assist in implementation of program reviews, College planning activities, accreditation processes, and
decision-making processes related to student success and institutional effectiveness.

2. Coordinate procedures for College enrollment tracking, measurement, and planning; provide research
support including data acquisition and analysis for enrollment management and planning.

3. Participate in Program Reviews; develop and create surveys for the College’s annual mandatory Program
Review process; plan and implement survey schedules; collect, input, and process data from surveys;
provide research and technical assistance to programs for the analysis, interpretation, and presentation
of data in their final reports.

4. Participate in the analysis, report preparation, and dissemination of information/results related to sta-
tistical, demographic, and empirical studies used in College programs and services; consult with College
administrators regarding research needs, current studies, results of research, and related matters; edit
and review College statistical information for accuracy and conformity to standards.

5. Develop and implement effective and sound survey instruments as determined by the administration,
faculty, or staff for both required and investigative data trends analysis; collect and process data; analyze
data and present results in comprehensive reports; assist College leadership to access student demo-
graphic data as well as with data analysis for additional planning purposes.

6. Participate in a variety of reports and external surveys; write or provide technical and editorial assis-
tance in the writing and publishing of special reports and publications; complete surveys as requested/
required by external private or public agencies.

7. Provide the necessary research support to existing grants as required; provide research support for grant
applications.

8. Coordinate with District Information Technology and District Research and Planning Office staff for the
development and implementation of an accurate, effective and useful District management information
system.
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9. Coordinate with College leadership for a campus-wide research agenda; edit and review College-related
statistical information for accuracy and conformity to standards; assist College leadership with other
specific research requirements including those for accreditation.

10. Operate computer and peripheral equipment including the technical aspects of current spreadsheet
and database management software; utilize query programs to access mainframe data; download and
transfer data as required for various projects.

11. Create, design, and maintain assigned office website; publish latest research information on site.
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OFFICE OF PLANNING,
RESEARCH and GRANTS
ORGANIZATIONAL CHART

To President, Saddleback College

<
<

Director of Planning, Research
> & Grants
Gretchen Bender

| | College Research & Planning Analyst
Nicole Ortega

College Research Specialist
Shouka Torabi

Grants Analyst
Catherine Arreguin (Substitute)

Grants Analyst
- vacant
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OFFICE OF PUBLIC INFORMATION and MARKETING

Saddleback College’s Office of Public Information and Marketing directs the college’s public relations and
marketing efforts, including but not limited to media relations, coordination of college-wide marketing
and branding efforts, promotion of college news and events to the internal college community and exter-
nal south Orange County community, government relations, event planning, and other communication
and marketing-related activities.

The college’s graphics and publications department provides graphic services for the college community.
Services include design of newsletters, brochures, programs, fliers, banners, signage, and other graphics
as needed.

Director of Public Information and Marketing — Jennie McCue

Plan, organize and direct the public information, community relations, media, marketing, graphic and
web design, publications and other internal and external communication programs, services, opera-
tions and activities for the college; create, write, produce, publish, and distribute a wide variety of
materials; train, supervise and evaluate the performance of assigned personnel; provide for media
coverage; plan, organize, and administer public relations activities; chair the college’s marketing
committee and lead the development of the college’s marketing plan; coordinate the production of
various print and electronic publications, coordinate with District public affairs, governmental relations
and marketing efforts.

College Public Information Officer - Amy Wheeler

Performs a variety of activities involving public information and marketing activities, including publicity,
advertising and promotions; writes and coordinates press releases with the press and broadcast media;
develops and disseminates a wide variety of information and publications of public interest; serves as
a college liaison with the media, disseminates internal and external communications through press
releases, website home page announcements, My Site announcements, and social networking sites.
Composes website content. Oversees social networking and other public relations activities for the
college’s alumni program.

Senior Graphic Designer — Diane Smith (40 hours/week) and Donna Pribyl (29 hours/week)

Leads, plans, coordinates and participates in a variety of graphic design activities including photography,
printing, typesetting, concept development, publication design and layout; produces a variety of
publication, graphic design, and instructional graphics; assists other staff in the design of publications
and materials; operates and maintains a variety of equipment used in the production of graphic
materials; and performs a variety of technical duties relative to assigned area.

Graphic Designer — Karen Fong

Produces a variety of publications, graphic design, and instructional graphics; assists other staff in

the design of publications and materials; coordinates and participates in the production of the annual
schedule of classes and student handbook, involving computer applications, graphic design, concept
development, and layout; performs a variety of duties related to the production of signage; operates
and maintains a variety of equipment used in the production of graphic materials; and performs a
variety of technical duties relative to assigned area.
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Publications Technician — Linda Davies

Performs a variety of technical duties in the production of typeset publications and documents including
booklets, brochures, flyers, forms, programs, note paper, business cards, teaching aids, instructional
materials, newspapers and other similar items; operates and maintains a variety of equipment used in
the production of publications; and performs a variety of technical duties relative to assigned area.
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OFFICE OF PUBLIC INFORMATION
and MARKETING
ORGANIZATIONAL CHART

To President, Saddleback College

<

Director of Public Information
& Marketing
Jennie McCue

College Public Information Officer
Amy Wheeler

Senior Graphic Designer
Diane Smith

Senior Graphic Designer - 72.5%
Donna Pribyl

Graphic Designer
Karen Fong

Publications Technician
Linda Davies
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DEPARTMENT OF FACILITIES MAINTENANCE AND OPERATIONS

The Facilities Maintenance and Operations Department directs construction, modification, and main-
tenance of the college’s facilities and physical resources including buildings, swimming pools, athletic
fields, electro-mechanical systems, grounds and landscape maintenance, custodial services and vehicle
and equipment maintenance. The Department also provides pool vehicle dispatching services for
Saddleback College and District. In support of the many diverse activities at the college, the department
sets up equipment for many special events.

John Ozurovich — Director of Facilities
1. Plans, organizes, coordinates and directs facilities operations and activities.

Mike James — Assistant Director of Facilities
1. Assists Director of Facilities in directing daily operations of department.

2. Provides direct supervision of building maintenance, grounds maintenance, equipment/automotive
maintenance and day custodial staff.

Eric Garant — Director Instructional Support Services
1. Manages and coordinates special projects

Louis Sessler — Facilities Maintenance & Energy Projects Manager
1. Directs construction management and maintenance

2. Manages personnel performing electrical, plumbing, HVAC, and swimming pool maintenance.

Anthony Rodgers — Night Custodial Supervisor
1. Supervises night custodial operations

2. Manages College’s recycling program
Jessica Cha — Senior Administrative Assistant

Vacant — Administrative Assistant
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OFFICE OF THE PRESIDENT
FACILITIES, MAINTENANCE and OPERATIONS
ORGANIZATIONAL CHART

To President, Saddleback College

|

Director of Facilities

- Technician
Jeffrey Harvey

| | Irrigation Systems Specialist

Grounds Maintenance
Lower Campus

Dennis Wyche -

Lead Groundskeeper
Brian McMahon

Groundskeeper
Emerson Abbott

Groundskeeper
J. Araiza

Groundskeeper
Jose Huerta

Groundskeeper
Patrick Eades

[ John Ozurovich
Senior Administrative [
ASS.IStant Assistant Director of Facilities Administrative Assistant (121)
Jessica Cha )
Michael James
Director of Instructional Day Grounds Maintenance Building
Support Services Custodial Services Upper Campus Maintenance
Eric Garant | Custodian || Lead Groundskeeper Lead Building Maintenance
N. Avram Scott Cowley Worker
Paul Bonkowsi
|| Custodian | Groundskeeper — -
Renee Barenbaum Jose Arreola Building Maintenance
Worker
- - t
|| Custodian | Groundskeeper vacan
Don Pif Robert Colli — -
on rter obert Collier Building Maintenance
Worker
- Groundskeeper Pablo Saldana
Automotive/Equipment Russell Jones
Mai
amtenance. Lockemith
Lead Automotive || Groundskeeper T. Weinstein
- Diagnostic Technician Raul Leal
Scott Smith -
Painter
Groundskeeper James Drever
Automotive Diagnostic B L. Silva y
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FACILITIES, MAINTENANCE and OPERATIONS
ORGANIZATIONAL CHART

To President, Saddleback College

A

Director of Facilities
John Ozurovich

Assistant Director of Facilities
Michael James

Facilities & Energy Project Manager
Louis Sessler

A

HVAC Electrical/Mechanical
> Maintenance Maintenance «
| Lead Plant Engineer Lead Electrician
Alan Cherry Gerald Doolittle
| HVAC Technician Electrician
Ruben Flores Randy Keith B
| HVAC Technician Plumber
Christian Hanson Michael DeBaun |
| HVAC Technician Plumber
Richard Rodriguez P. Figueria B
Swimming Pool Custodian
— Maintenance Worker Martha Medrano
Kenneth Fernandez
Custodian
A. Salazar
Custodian
Stefan Szekely
Custodian
- vacant
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Operations Supervisor,

Night Shift
Anthony Rodgers
A
Custodial Services Custodial Services Custodial Services
Upper Campus Team Middle Campus Team Lower Campus Team
Lead Custodian - Lead Custodian o> Lead Custodian
Francisco Salinas Robeto Araujo Alex Isai
Custodian || Custodian Custodian
Roman Bernal F. Cinto [ Alfred Bermudez
Custodian [ | Custodian || Custodian
Kan Buth Dawn Crowe E. Dubei
Custodian [ | Custodian || Custodian
D. Carter R. Morales M. Guardado
Custodian [ | Custodian Custodian
Joaquin Esparza J. Nguyen A. Hernandez
Custodian || Custodian | Custodian
Jorge Fernandez John Polikaitis Manuel Ontiveros
Custodian || Custodian || Custodian
Jesus Godinez R. Lothian D. So
Custodian
A. Gonzalez
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OFFICE OF INSTRUCTION

The Office of the Vice President for Instruction has ten instructional divisions. The Vice President, with
office support from the Dean of Academic and Physical Support Services and Vocational Education,
assists the instructional divisions to meet the College’s goals and objectives.

Dr. Don Busché (Acting) — Vice President for Instruction
Kathleen Schlick — Executive Assistant

Linda Bashor — Curriculum Publications Specialist
Brooke Lange — Curriculum Assistant

Sheri Nelson — Senior Administrative Assistant

Britnee Holmes — Administrative Assistant II- Academic Senate Office

Office of Instruction 127



Saddleback College Governance and Organization Manual

OFFICE OF INSTRUCTION
ORGANIZATIONAL CHART

To President, Saddleback College

A

Vice President for
Instruction
Dr. Don Busché (Acting)

A

Dean, Math, Science
& Engineering
James Wright

Dean, Social &
Behavioral Sciences
Patricia K. Flanigan

Dean, PE/Kinesiology &
Athletics/Athletic Director
Tony Lipold

Dean, Advanced Technology
& Applied Science
Don Taylor

Dean, Business Science, Workforce

& Economic Development
Ken Patton

Director of Learning
Assistance
Patti Weekes

Dean, Liberal Arts/
Learning Resources
Kevin O’Connor

Director of Technology
Mark Schiffelbein

Assistant Dean, HS/HS
Tammy Rice

Dean, Health Sciences
& Human Services
Donna Rane-Szostak

Director of Community
Education
Estella Castillo-Garrison

Director of Radio Operations

Dean, Fine Arts

Director of
Emeritus Institute
Sandra Marzilli

& Media Technology
Terry Wedel Bart McHenry
Director of Performing Arts
Operations

Kate Realista
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To President, Saddleback College

OFFICE OF INSTRUCTION
ORGANIZATIONAL CHART

<
<

Vice President for

A

Instruction

Rapid Technology

Director, Rapid Technology
Ed Tacket

Program Senior Lab
Technician
Ben Dolan

Y

Dr. Don Busché (acting)

Director of Technology

Curriculum Publications
Specialist
Linda Bashor

Services —
Mark Schiffelbein

A

Curriculum Assistant

Administrative Assistant

Maria Lakow

— 29 hrs.
Brooke Lange

Progam Coordinator
Sherri Banes

ITC — Innovation &
Technology Center

Senior Lab Technician
Tom Smith

Network Systems
Administrator
Mark Sierakowski

Webmaster
Rob Hartman

Lab Technician
Will Graff

Network Systems
Tech. Il
Mike Estes

Applications Specialist Il
- vacant

Network Systems
Tech. lll
Melissa Klimowicz

Applications Specialist Il
Vivian Nguyen

Network Systems
Tech. I
Agustin Espinoza

Applications Specialist Il
Valerie Senior

Network Systems
Tech. Il
Tu Pham

Applications Specialist Il
Jan Mastrangelo

Network Systems
Tech. |
Russ Hamilton

Multimedia Technician
Rick Founds

Network Systems
Tech. 1-72.5%
Quentin Bohn

Multimedia Technician
Will Lakow

Instructional Designer

50%
- vacant

Multimedia Technician
Dana Manley

130

Office of Instruction




Saddleback College Governance and Organization Manual

Copy Center

Executive Assistant D|r§ctor of . Senior Copy' Center

— Kathleen Schiick Community Education Technician

Estella Castillo-Garrison Karen Burch

Senior Administrative Community Education .

. o Copy Center Technician
— Assistant Program Specialist John Hobson
Sheri Nelson Linda Wood

Administrative Assistant
Britnee Holmes

Director of
Emeritus Institute
Sandra Marzilli
A

Y

Senior Administrative Assistant : -EFn-e-riIu-s-Pzi-n-e;,iE)I-o-ggll-F-ir;eT AFt; :
— (Substitute) — Chair/Instructor i
Elsa Amadin : Lesley Lowe i

Administrative Assistant

'

_E Emeritus Fine Arts Instructor
1
1

| (Substitute) Pamme Turner i
BarbaraAnzlovar | | « !
Administrative Assistant 1 Emeritus Kinesiology Instructor,

—  Part Time, Off-Campus ) Claudia Cline '
Diann Shea R H

Lab Technician, Art

1 1
| Emeritus Kinesiology Instructor|

1 1

1

1

- vacant 1

— Part Time, Off-Campus o o e H
Jay Sampson e e e mmmmm—————— .
1 1

1 Emeritus Fine Arts Instructor ;

) Maria Kiernan :

1 1
. H

| Emeritus Instructors - :

: Part Time - 73 :

1 1
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DIVISION OF ADVANCED TECHNOLOGY AND APPLIED SCIENCE

The Advanced Technology and Applied Science Division serves traditional students as well as diverse
populations, community and public agencies, and business and industry. The Divisions mission is to
provide quality technical instruction and career preparation to our students and participate in the
vision and mission of Saddleback College. Recognizing career development as an intrinsic part of the
educational process and respecting the complexities of the changing workforce, the Division serves
the needs for both immediate job placement and long-term career planning. The Division believes
that education should be self-directed, lifelong learning that benefits the individual, the community,
and society. It takes responsibility for involving faculty, employers and the community in educational
and career planning activities.

Don Taylor — Dean of Advanced Technology and Applied Science

Elle Dubois — Senior Administrative Assistant

1. Administrative Assistant to the dean

2. Cooperative Work Experience Program coordination and curriculum update
3. Cosmetology Program coordination and curriculum update

4. OSH reports, payroll and absence reports, instructor load sheets
5. Grade collection, review and audit

6. Textbook collection, review, submission and audit

7. Instructor committee assignments, office schedule preparation
8. Field trip requests

9. Work orders, property transfers, key requests

10. Contracted classes and independent studies

11. New faculty training in payroll and related procedures

12. Student help coordination and training

13. Advisory Committee coordination for Cosmetology program

14. Paperwork for interviewing and hiring new associate faculty

15. Paperwork, orientation for new associate faculty

Maria Miller — Senior Administrative Assistant
1. Administrative Assistant to the dean
Division curriculum files, maintain and update
Class scheduling and reporting
Special topics course updating
Material Fee updates

Assignment letters to associate faculty

N o v ks~ wN

Paperwork for interviewing and hiring new associate faculty
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8. Paperwork, orientation for new associate faculty

9. Division catalog revisions

10. Certificate program revisions

11. ATAS Division Handbook update

12. Technical Review and curriculum Committee preparation

13. Agenda and Minutes for Division and Department Chair meetings
14. Maintain Advisory Committee lists, letters, minutes

15. Brochure inventory control, update, print and distribution

16. Division flyer update and print

17. Website content management

18. Student help coordination and training

19. Budget, requisitions, transfers

20. Supply control and purchases

21. Accounting of categorical accounts

22. Oversee accounts for division and a specified group of departments
23. Process and fax any division forms as necessary

24. Oversee office equipment including machine supplies, repair, and maintenance

Vacant — VTEA Project Specialist
1. Budgets, expense transfers
Perkins IV accounts, dedicated revenue, fee-based accounts
Faculty development grant files
Field trip expenses, audits

Conference requests, reimbursement claims

o Uk~ wnN

Grade collection, review, audit

Blake Stevens — Architecture, Drafting, Manufacturing Chair

Lem Chin — Architecture/Drafting Instructor

Vacant — CAD Drafting Instructor

Eugene Evancoe — Electronic and Computer Maintenance Technology Chair
Tom Smith — Senior Lab Technician, ATAS 50%

Clifford Meyer — Automotive Technology Chair

Darrell Deeter — Automotive Technology Instructor

Brian Yarnall — Senior Lab Technician, Automotive, 50%
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William (Mike) Dale — Lab Technician, 55%

Morgan Barrows — Environmental Studies, Marine Science, Aquarium and Aquaculture Chair
John Richards — Lab Technician, Environmental Studies 50%

Suzanne Hewitt — Family & Consumer Science and Nutrition Chair

Lindsay Fox — Fashion/Fashion Merchandising Chair

Diane McGroarty — Fashion Merchandising Instructor

Arlene Thomas — Interior Design, Travel and Tourism Chair

Alinde Herron — Interior Design Instructor

Priscilla Kessler — Sr. Lab Technician, Consumer and Family Resources (11 mo.)
Karen Taylor — Graphics Chair

Chris Claflin — Graphic Design Instructor

Will Baldwin — Lab Technician, Graphics 50%

Robert Farnsworth — Horticulture Chair

Zane Johnson — Horticulture Instructor

Yvonne Alliman — Lab Technician, Horticulture

Tina Maldini — Greenhouse Assistant 50%

Vacant — Construction Instructor

Part Time Instructors (107-110)
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ADVANCED TECHNOLOGY
and APPLIED SCIENCE
ORGANIZATIONAL CHART

To Vice President for Instruction

<
<

Dean, Advanced Technology
& Applied Science <
Don Taylor
A
Senior Administrative | Architecture/Drafting Chair | | ' Architecture/Drafting Instructor |
Assistant ' Blake Stevens : ) Lem Chin i
Elle Dubois B mmmmmmmmmmmmmmmmmmmeo L bemccccccbmmcmmm——m———— K
(T TTTTTTTmmTTmTn H it '
Senior Administrative i Automotive Technology Chair (o | Automotive Technology !
i : Clifford Meyer ! ! Instructor !
Assistant ] i : Darrell Deeter i
Maria milter -~} FTTTEEEmmmmmmmmmmmee e s B e L b 4
Senior Lab Technician, ! Electronic and Computer ! ' CAD Drafting Instructor |
ATAS (130) 50% — Maintenance Technology Chair {— [ _vacant |
Tom Smith P Eugene Evancoe : Bmmmmmmmmmmommomemooee .
———————————————————————— ' Construction Instructor H
Lab Technician, Environmental i Environmental Studies/Marine | — _vacant |
Studies (122) 50% — Science/Aquatics Chair — e 4
John Richards b Morgan Barrows _____! I Fashion Merchandising Instructor :
Senior Lab Technician, o ———————— . — Diane McGroarty :
Automotive - 50% —] 1 Family & Consumer Science | (R byt et SRR
i : and Nutrition Chair b P m e .
Brian Yamall ! ; : i Graphic Design Instructor |
! Suzanne Hewitt i ! Chrie Clafl 1
—_  tTmmmmmmmmmmmmmmmsmeees * ris Claflin :
Lab Technician, f e e e e . ARl PP
Automotive - 55% — Sr. Lab Technician, H Fashion/Fashion ! o ————_— .
William (Mike) Dale Consumer/Sciences - 11 mo  f——— Merchandising Chair — : Horticulture Instructor :
Priscilla Kessler : _______ I__| rld_s_a}/_lio_x _______ i _11 ______ %zirle-_ {qh_n_sE)P ______ :
Lab Technician, T Graphics Chair | | + Interior Design Instructor |
Graphics - 50% — Karen Taylor I i Alinde Herron i
Will Baldwin fommmmmmmmmmmmommmms ! fommmmommmmmmmmommmems )
— ' Horticulture Chair L ' '
LaHb -I:'Chﬂlmam ! Robert Farnsworth i : Instructors - PT - 107 :
orticulture | tmmmmmmmmmmmmsssmsssmm--od [ Mmmemmemmemoemoemmemmee
Yvonne Alliman i -7
i Interior Design/Travel Chair |_|
1 1
Greenhouse Assistant temmons A_ rl_e_n © _T_h_o mas . H
50%
Tina Maldini
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DIVISION OF BUSINESS SCIENCE, WORKFORCE AND
ECONOMIC DEVELOPMENT

The Business Science Division provides a comprehensive, high—quality education in all areas of business.

A variety of occupational and professional programs are offered for entry — level employment and
upgrading of existing skills. The Division provides opportunities for retraining in new careers as well

as unique educational partnerships with business and industry. The Division provides comprehensive
programs for students pursuing a Certificate or Associate degree program, and/or baccalaureate degrees
at universities or other institutions of higher education. The curriculum is designed to provide experi-
ences that enable students to be responsive to the needs, values and work patterns of a technology—
changing global society.

Mira Manchik — Senior Administrative Assistant
1. Assists in coordination and communication of Department Chair needs and activities

Advisory Committees (Advisory Committee letters and lists)
Class Schedules

OSH reports

Enrollment reports

Instructor office hours schedules

Certificated and Classified hiring

Budget

L 0 N o Uk W

Textbook orders

=
o

. Requisitions and POs

[y
[y

. Division dBase

[E
N

. Conference requests and reimbursements

[EEN
w

. Perkins (budget, payroll, hiring, etc.)

=
o

. RapidTech (budget, payroll, hiring, etc.)

[E
ul

. Faculty in—service

[EEN
[e)]

. Curriculum

. Student aides

[ Y
00

. Ads and marketing materials

19. Student Evaluation of Faculty summaries

Valerie Martin — Senior Administrative Assistant (Curriculum)
1. Assignment letters

2. Course syllabi

3. Curriculum changes

4. Class Schedule development
5

Curriculum
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Grades

Key requests

Field trip requests; insurance waivers

© ® N o

Absence reports

10. Hourly payroll and substitute pay requests
11. Off-campus classes

12. Budget and POs

13. Supplies and inventory
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BUSINESS SCIENCE, WORKFORCE
and ECONOMIC DEVELOPMENT
ORGANIZATIONAL CHART

To Vice President for Instruction

A

Dean, Business Science,
> Workforce &
Economic Development
- vacant
A A
Senior Administrative
— Assistant
Valerie Martin
e H
Senior Administrative |1 Accounting Department Chair ;
- Assistant i Walt DeAguero E
Mira Manchik pinieiniieiee *
— - | ACCT Instructor - FT H
Administrative Assistant - : Anthony Teng |
— 25 hrs e et
- vacant

1
| | Real Estate Department Chair |
i Martin Welc ‘

138  Division of Business Science, Workforce and Economic Development



Saddleback College Governance and Organization Manual

e H 1 Camnitar & Infarmation 1

i Business Department Chair | ! Computer & Informatloq !
— Barbara Cox i | Management Dept. Chair |
p o TommEe i | IMC Director :
______________________ \______doyceQuade _____:

[ BUS Instructor - FT R PP .
i Patrizia Goldberg : CIM Instructor - FT '
Attt ! Tom DeDonno :
| BUS Instructor - FT R .
: Alex Llorente ' CIM Instructor - FT !
fTTTTTTTTITTI T ! Caroline Gillay '

| BUS Instructor - FT N U .
' Linda Newell ' CIM Instructor - FT !

1

Steve Korper

CIM Instructor - FT H
Larry Moore :

CIM Instructor - FT H
Pat Sullivan i

Lab Technician, Computers |
H Richard Matuschek i
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DIVISION OF FINE ARTS AND MEDIA TECHNOLOGY

The Division of Fine Arts and Media Technology is committed to both the education and cultural enrich-
ment of the people of South Orange County. Consisting of seven distinct areas, Art, Music, Photography,
Speech, Theatre and Performing Arts Productions, and Cinema/Television/Radio, the Division offers
diverse range of instructional opportunities to students as well as producing a spectrum of visual and
performing arts events. Dedicated to the principles of intellectual and artistic excellence, the Division of
Fine Arts and Media Technology prides itself on the quality and integrity of its instructional and artistic
offerings.

Bart McHenry — Dean of Fine Arts and Media Technology

Suzie Bugay — Senior Administrative Assistant
1. Assistant to the Dean
2. Division reports
Load, overload, OSH, LHE's
Payroll and absences for certificated and classified staff
Course scheduling
Curriculum and catalog

Office procedures and assignment

© N o v kW

Liaison with public/students/division

Joyce Bartlomain — Senior Administrative Assistant
1. Budgets

2. Requisitions and purchase orders

3. Room utilization

4. Master Calendar

5. Field trips

6. Grades

7. Textbook orders

8

Liaison with public/students/division
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FINE ARTS and MEDIA TECHNOLOGY

To Vice President for Instruction

ORGANIZATIONAL CHART < |
Dean, Fine Arts <
> & Media Technology [<«—
Bart McHenry
Senior Administrative e ——— .
Assistant i Speech Department Chair |
Suzie Bugay {___ Kimberly Stankovich __ i
Senior Administrative H Art Department Chair ,
Assistant : Richard White i
Joyce Bartlomain fTTTTTTTTTTTTTTTTImmms !
1 1
Fine Arts . _ iPhotography Department Chair,
Public Information Officer Senior Lab Technician, ' - vacant '
Nina el e I
uane Matthews 1 Music Department Chair |
1 . 1
Radio Operations Senior Lab Technician, b _ge_ar_nje_n_ ?9 AL LG
Director o Gty (™ CinemalTViRadio Co-Crar |
on Ginna ! - L
Terry ;Nedel A : Hiromasa Konishi :
_ _ Art Gallery Specialist/ L .
Radio News Director Curator i Cinema/TV/Radio Co-Chair
Dawn Kamber Bob Rickerson b Charles Myers i
1 Cinema/TV/Radio Instructor - |
: Julie Brady Jenner :
Video Production Specialist e e :
Matt Brodet Semior Lab Techmiian SRR
Photography 72.5% : Joey Sellers i
Ken Kinder FomTmmmmmmmmmm s s !
Video Production Specialist ittt 1
Mark Kruhmin Lab Technician i l\-f-USIC II\Tstructor :
, erry Newman
Photography - 50% (AR i ks ;
Lab Techricir Jason Dawes ST —
Commgr:g;tgpe/:;ts - 55% : Scott Farthing i
Senior Lab Technician, P mmm e e e mmmmmmmmmmmm e .
. 1 H 1
Lab Technician MUS'C i Music Instructor i
Communication Arts - 55% Kevin Mowry 1_____Norman Weston !
- vacant Y L L LT .
Accompanist ' Music Instructor '
Cathy Tibbitts i - vacant i
Accompanist - 12.5%
Pennie Foster
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Theatre Arts Department Chair
Patrick Fennell

Theatre Arts Instructor
Kent McFann

Art Instructor
Larry Jones

Art Instructor
Patricia Levin

Art Instructor
Veronica Obermeyer

Art Instructor
Vito Scarola

Art Instructor
Thomas O’Leary

Art Instructor
- vacant

Speech Instructor
Heidi Ochoa

Speech Instructor
Larry Radden

Speech Instructor
- vacant

Speech Instructor
- vacant

Y

Director of Performing Arts
Operations
Kate Realista

Senior Administrative
Assistant
Cathy Beres

Technical Director/
Scenic Designer
Chuck Rogers

Costume/Makeup
Designer
Diane Lewis

Theatre Production
Manager
- vacant

Lighting and Sound
Designer
Tim Swiss

Senior Lab Technician,
Theatre/Carpentry
Michael McCormick

Ticket Office Operations
Manager
Harry Snowden

Assistant Ticket Office
Operations Assistant - 72.5%
Scott Robertson
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Performing Arts and Theatre Operations

Saddleback College’s Performing Arts and Operations coordinate the performing arts programs of the
college to serve the cultural and entertainment needs of students and the community. It is responsible
for the operation of the McKinney Theatre and Studio Theatre facilities including production management,
lighting, sound, costume and scene shops.

Director of Performing Arts and Operations — Kate Realista
e Plan, organize, coordinate, implement, direct and evaluate the operations and activities of the
performing arts programs of the college to serve the cultural, educational and entertainment needs of
students and the community. Research and contract appropriate artists and performances for
productions, including guest artist and summer stock programs.

e Prepare and administer annual program budgets relative to Theatre Arts and Music department produc-
tions, Saddleback Civic Light Opera, Professional Guest Artists Series and Passport to the Arts program-
ming.

e Facilitate the needs of all productions in the theater complex including the theatre, music and dance
departments, professional guest artists, SCLO, rentals and on campus events.

¢ Assign work activities, projects and programs including the ticket office, lighting, sound, costume, stage
and set design and construction; monitor work flow; review and evaluate work products, methods and
procedures; establish and monitor timelines. Evaluate performance of assigned personnel.

¢ Develop public relations and marketing activities to promote and publicize college performing arts
programs and special events; develop, direct and implement audience and patron development
efforts; schedule and present on and off campus theatre, music, dance performances.

¢ Solicit contributions and sponsorships from outside sources to fund college performing arts programs;
research, write and procure performing arts grants that benefit campus performing arts programs; over-
see fundraising activities of the performing arts support organization Angels for the Arts of Saddleback
College.

¢ Provide technical expertise to the division and college concerning performing arts and assure
a clean, safe theatre facility.

Senior Administrative Assistant — Cathy Beres

Performs the full range of administrative, secretarial, and clerical assistance in support of Performing
Arts and Theatre Operations office; secures rights and royalties for performances, facilitates flow of
budgetary requests, liaison to the Angels for the Arts of Saddleback College, secures hospitality for
professional guest artists.

Theatre Production Manager — Vacant

Performs complex technical work in an instructional setting for highly complex subject area; plans,
organizes and supervises a number of theatre production activities within the Fine Arts Division; creates
and maintains the master calendar of events for the theatre complex; assists in the creation of production
budgets; recruits and hires NBU personnel; facilitates production communication; provides event planning,
monitoring and technical support for student lab sessions and all users of the performing arts theatre;
and performs a variety of technical tasks relative to the preparation and production of events.
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Lighting and Sound Designer —=Tim Swiss

Oversees and participates with staff and students in the design and engineering of lighting and sound
elements for a wide variety of theatre productions, college classes, professional guest artists, civic light
opera and other events as assigned; installs, maintains and repairs specialized theatrical lighting and
sound equipment, stage machinery and scenic elements as required; and provides technical staff
assistance to the division.

Technical Director/Scenic Designer — Chuck Rogers

Oversees and coordinates all technical aspects of the staging of college, guest artist, division and com-
munity theatrical performances that utilize the Saddleback College theatre facilities; provides technical
guidance and oversight to stage and student lab sessions; provides a high level of instructional assistance
and support to the theatre arts faculty; ensures proper integration of lighting, sound, staging, set, and
any/all technical elements of events in the theatre facilities; works with the Theatre Production manager
to oversee the production schedules, ASG funded student events within the division, and budget for
theatre department, division and other productions using the theatre facilities; and designs and
coordinates scenic elements for theatre productions as assigned.

Costume/Makeup Designer — Diane Lewis

Designs and participates with students in the preparation of costumes and makeup for theatre produc-
tions: obtains, cuts and sews appropriate materials and notions for the creation of costumes; researches
period, styles and methods, provides renderings for fulfillment of conceptualized design; facilitates
costume maintenance needs for professional guest artists; provides technical staff assistance to the
Performing Arts Director.

Stage/Set Carpenter — Michael McCormick

Performs a variety of duties involved in the construction of scenery and props for theatre productions
including drafting plans, obtaining supplies and operation a variety of hand and power tools, equipment
and machinery; and provides lead supervision over student and part time staff in the construction of
scenery.

Ticket Office Operations Manager — Harry Snowden

Plans, coordinates, implements, promotes and oversees assigned programs, projects, and/or initiatives
for College ticket office operations; performs a variety of technical, administrative, and programmatic
work in support of assigned programs, directs, coordinates, and monitors the work of assigned staff,
and performs a variety of accounting and record keeping duties relative to ticket sales, promotions and
data collection.

Ticket Office Operations Assistant — Scott Robertson

Organizes, oversees and participates in the sale of tickets by phone, internet, mail or in person including
single, group and complimentary tickets, season subscriptions and summer event tickets: performs a
variety of technical, administrative, and programmatic work in support of assigned programs; and
performs a variety of accounting and record keeping duties relative to ticket sales, promotions and
data collection.
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COLLEGE RADIO STATIONS — KSBR, OCRockRadio.com

The mission of the College Radio Stations is to provide students with an educational experience in a
professional broadcasting environment, to reflect credit upon the South Orange County Community
College District as the licensee by exhibiting outstanding performance, and to favorably reflect Saddle-
back College’s goals of service to its community by providing public service programming that addresses
important subject matter within the station’s licensed coverage area. The college radio stations fall
under the direction of the Division of Fine Arts and Media Technology.

Terry Wedel — Director of Radio Operations
1. Manage and direct the operations of KSBR—FM and OC Rock Radio

2. Supervise, coordinate, and train personnel at the stations including paid staff, students, community
volunteers, and contractors

Direct and organize on—air and off—air fundraising activities, including underwriting and events

4. Coordinate the installation, maintenance, and repair of broadcast—related equipment and computer
software

Assure compliance with FCC administrative and technical regulations
6. Be on-call to respond to broadcast emergencies and malfunctions

7. Maintain the District’s agreements and contracts with music licensing organizations and agencies

Dawn Levin — Radio News Director
1. Coordinate the production of news and public affairs programming

2. Oversee news preparation activities; review and select stories for daily broadcasts; report on public
meetings and events; schedule, conduct and record phone interviews with various sources; write and
rewrite news stories.

Host weekly public affairs show on County issues and organizations.
4. Maintain public inspection files according to established FCC rules and regulations.

5. Assign and review the work of assigned student staff.

Judy Davila — Program Assistant (Shared with Foundation)
1. Maintain fundraising database (DonorPerfect)

2. Assist with the coordination of fundraising activities

3. Provide administrative office support duties
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DIVISION OF HEALTH SCIENCES AND HUMAN SERVICES

The Division of Health Sciences and Human Services is comprehensive in nature, consisting of a number
of Health Sciences and Human Services programs. Health Science program offerings consist of Nursing,
the largest program; Paramedic and EMT; Medical Assistant and Medical Insurance; Phlebotomy and
Medical Laboratory Technician; and Sign Language. Human Service program offerings consist of Human
Services and Mental Health Worker.

Donna Rane-Szostak — Dean, Health Science and Human Services
Under the direction of the Vice President for Instruction, the Dean of Health Sciences and Human
Services is responsible for

1. Planning, organizing, and supervising all aspects of the division including; emergency medical technology,
nursing, health sciences, human services, medical assistant, paramedic, and sign language.

2. Participate in the selection of new faculty and classified staff members for the division.

3. Supervise and evaluate probationary and tenured members of the faculty and classified staff in keeping
with the policies of the Board of Trustees and administrative procedures.

4. Interface with the community and external, local and state agencies in all matters of community relations
and academic affairs associated with the division.

5. Chair annual advisory committee meetings with all academic and clinical partners for all allied health
programs

6. In consultation with Academic Chairs, faculty, and classified staff, performing the following duties as they
relate to the division:

a. develop the schedule of classes;

b. manage the assigned facilities;

c. prepare long—range plans, and statements of goals and objectives;

d. planning, analysis, review and revision of division instructional and extracurricular programs

e. develop, submit, and manage the annual budget requests for equipment, supplies, and
personnel;

f. direct and approve curriculum development;

7. Submit and manage the annual budget requests for equipment, supplies and personnel; direct the
acquisition, maintenance and use of both instructional and non-instructional equipment; and maintain
an equipment-replacement plan.

Seek additional fund sources including grant development and academic and clinical partnerships

Provide required accreditation or regulatory reports for college and programs including: Paramedics,
EMT, Phlebotomy, Medical Laboratory Technology, and Medical Assisting.

10. Monitor the use and needs of specialized labs, facilities and equipment for skills labs; supervise the
ordering, inventorying, maintenance and storage of supplies and equipment.

11. Coordinate and facilitate the resolution of student, faculty and staff conflicts and problems.

12. With faculty and the Vice President for Instruction develops schedule of courses to meet the needs
of students and District requirements
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13.
14.

15.
16.

Promote the development of new or revised curriculum; recommend and implement new programs

Assist faculty to update curriculum in keeping with societal, community, technological, demographic and
College changes.

Collaborate with faculty and staff to conduct programs within all programs and departments.

Supervise faculty assignments and oversee workload for full- and part-time faculty in compliance with
Education Code, Union contract, and regulations

Tamera Rice — Assistant Dean, Director of the Nursing Program

1.
2.
3.

10.

11.

12.
13.
14.

15.
16.
17.

Responsibility for overall management of the Associate Degree Nursing Program
Assist Dean in overall management of the division

Serves as the nursing program liaison to the Board of Registered Nursing and the National League for
Nursing Accrediting Commission

Maintains nursing program compliance with the accreditation and legal standards of the Board of
Registered Nursing, the National League for Nursing Accrediting Commission and other accrediting
agencies

Directs the collection and analysis of data for annual reports, self-study reports and site visits required
by the Board of Registered Nursing, the NLNAC and other accrediting agencies

Coordinates the recruitments, admission and ongoing advisement of nursing students
Conducts ongoing systematic program evaluation and assessment of student success

Provides leadership in the development of new programs and alternative scheduling based on industry,
community and college input

Seeks, maintains and evaluates off-campus clinical placements for nursing and health sciences students
in accordance with accreditation guidelines

Seeks and coordinates agreements with clinical agencies to provide funding for additional nursing and
health sciences students and classes

Participates in the recruitment, selection, orientation, supervision and evaluation of faculty for the
nursing program in accordance with the requirements of the accreditation agencies

Plans and conducts regular nursing faculty meetings and other meetings
Directs the development, implementation and evaluation of curriculum for the nursing program

Develops the schedule of classes and faculty teaching assignments for the nursing program and other
assigned courses

Develops and manages the nursing program budget
Serves as the nursing program representative to local, state and national nursing organizations.

Seeks grants
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Lisa Austin — Senior Administrative Assistant

©® N O U A WwWN e

Class schedule and changes

Instructor assignment letters

Division curriculum preparation

College catalog and course outlines

Employment forms for Faculty, Staff and short-term

Payroll for Administrators, Faculty, Staff and short-term
Input Instructor’s office schedules, computer load schedules

Minutes of Division meetings

Janet Jacob — Senior Administrative Assistant

1.

o v kW

8.
9.

Assist Nursing Program Director and Assistant Dean in maintaining compliance with Board of Registered
Nursing and National League for Nursing Accrediting Commission regulations and standards and reports

Manages Nursing faculty meetings, advisory meetings, Career Fair, student orientation, Nursing Pinning,
College Fairs

Maintains all student files, nursing database, new nursing applications
Tracks attrition, retention for BRN and NLN reports
Maintains records of student clinical health, background check and liability insurance clearances

Maintains nursing faculty meeting minutes, nursing team minutes and nursing committee minutes,
and Policy handbook

Maintains waitlist for transition class and advanced placement students
Release students for registration

Schedules appointments for Program Director

10. Update and oversee design and printing of annual student handbook

11. Provide support to division office staff-phones, walk-in students

Ryan Brook — Administrative Assistant

1.

W o N o Uk WwN

Budgets and purchasing

Facilities issues

Distribution and coordination of Textbook Adoption forms

Coordination of collection of syllabi for duplication

Coordination of Institutional Memberships and Material Fees

Publish Division newsletter

Requests to College Equipment and Technology committees and purchasing of approved items
Swipe card and key issues

Pagers and cell phones

10. Conference requests

11. Back up for front desk

12. Special projects as assigned by Dean and Assistant Dean
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Vacant — EMT/Paramedic, HS Program Specialist

1. Provide general administrative support to the EMT and Paramedic Program

Budget, purchasing and inventory

Maintains student clinical schedules

Maintains all student files, paramedic program application

Maintains records of student clinical health, background check and liability insurance clearances

Release students for registration, registration assistance for sponsored paramedic students

N o vk~ w N

Payroll for short-term employees; maintain records

Margaret “Peggy” Dakin — Human Services, Medical Assisting/Medical Insurance, Phlebotomy and
Sign Language — HS Program Specialist

1. Maintains records of student clinical health, background check and liability insurance

2. Manages advisory meetings, College Fairs, graduations and Red Ribbon event

3. Provide support to division office staff, phones and walk-in students

4. Prepare and maintain bulletin boards, marketing, brochures, flyers and mailing lists

5. Order instructional supplies, memberships, subscriptions and textbook desk copies for faculty

6. Prepare program completion certificates

7. Prepare and track student progress in all programs

8. Release students for registration

10. Prepare letters and packets for programs’ licensing boards

11. Provide support to program department chairs and faculty and collect information requested by the

division and college

12. Maintain Human Services facility contracts for the division

Catherine Ayad — MLT Program Assistant
1. Monitor/Manage MLT Grant
Budgets and quarterly reports
Requisitions

Organize meeting and events for MLT

2
3
4
5. MLT Orientation and information sessions
6. MLT applications

7. Minutes for meetings

8. MLT Classes and graduates tracking

10. JTA enrollment of students for EDD

Vacant — Program Assistant (Categorical)
1. Manage contracts for over 100 clinical practice facilities
2. Develop surveys for Health Sciences and Human Services, Programs, faculty and courses.

3. Processes nursing program applications
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4. Provides prospective students information in regards to the Health Sciences programs and application
procedures.

5. Submits and follows up on work orders for all division related needs.

6. General faculty support as related to general Division resources

Victoria Orlich — Nursing Student Success Grant Assistant

1. Monitor/Manage Nursing Student Success Grant
Budgets and quarterly reports
Requisitions
Organize meeting and events for Nursing Student Success Grant
Nursing Student Success Grant orientation and information sessions
Nursing Student Success Grant applications

Minutes for meetings

©® N o Uk~ wN

Nursing Student Success Grant classes and graduates tracking

Jennifer Forouzesh, Diane Pestolesi — Assistant Directors; Nursing
1. Assist with student clinical placement

2. Assist with faculty schedules

3. Evaluate part time faculty

4. Participate in nursing advisory committee

5. Participate in Associate Degree Nursing Director meetings

6. Participate in the Orange County Long Beach Consortium

7. Advise students

8. Assign clinical mentors to faculty

9. Obtain Board of Registered Nursing (BRN) approvals for part time faculty, assistant instructors and
clinical teaching assistants.

10. Monitor technology use and needs in the department and division, maintain inventory of Health

Science software in division computer lab

11. Assist with data collection, reports and self studies for the National League for Nursing (NLN) and
Board of Registered Nursing (BRN)

12. Chair nursing curriculum committee to ensure currency, and compliance with accreditation standards

13. Coordinate Nursing Pinning ceremony each semester.

Randy Hardick — Department Chair, Emergency Medical Technician
1. Prepare and schedule classes

2. Community inquiries

3. Staff meetings, in-services, maintain records

4. Liaison with O.C. Emergency Medical Services and local ambulance services
5

Departmental budget
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6. Liaison for Associate Faculty

7. Attend advisory meeting

8. Faculty evaluation assistance to Dean

9. Academic advisement and counseling

10. Meetings with various agencies

11. Curriculum and instruction liaison for associate faculty

12. Maintains currency of curriculum for County, State and National Guidelines

13. EMT course completion certificates

Kim Branch-Stewart — Department Chair, Human Services
Prepare and schedule classes

Annual Red Ribbon event

Conduct staff meetings

In-service meetings

Departmental budget

Full-time and associate faculty liaison

Advisory Committee Board meetings

Placement for students in certificate programs

L 0 N oL kW N RE

New courses and certificate options

=
o

. Program marketing questionnaires

[EnY
[y

. Annual Graduation Awards ceremony

[EEN
N

. Faculty evaluation assistance to Dean

[E
w

. Academic counseling

[N
S

. Human Services department representative in state and national organizations.

15. Oversees curriculum and certificate programs that require state approvals and certifications

Kay Stevens — Department Chair, Medical Assistant and Insurance/Coding
1. Prepare and schedule classes

Curriculum and development changes

Plan and conduct department and Advisory committee meetings

Monitor class enrollments and make recommendations for closing/adding course sections
Faculty and staff evaluation assistance to Dean

Faculty, staff and student liaison

Interviews and in-service for associate faculty

©® N o U s~ WD

Participate in planning and identifying goals and priorities for Department and division resources and
activities

9. Conduct program review and facilitate the creation and management of program and course level
Student Learning Outcomes
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10.

11.

Provide information and assistance to community regarding program and career opportunities,
manage program promotion and marketing, and assist in placement of graduates from program

Oversee department budget, equipment and supplies

Scott Tharpe — Department Chair, Medical Laboratory Technology/Phlebotomy

1.
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14.

Prepare and schedule classes

Community and student inquiries

Staff meetings with faculty; maintain records

Liaison between department and Clinical Affiliates
Interviews and in-service for associate faculty

Oversee departmental budget, equipment and supplies
Liaison between full-time and associate faculty
Advisory board meetings; records

Market MLT/Phlebotomy programs

. Faculty evaluation assistance to Dean
. Academic advisement, counseling of students
. MLT/Phlebotomy Program graduation planning

. Works with program faculty to ensure that curriculum meets requirements for state and national

approvals and accreditations.

Maintains reports and self studies for state and national certifications, approvals and accreditations

Barbara Penland — Department Chair, Paramedic

1.
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Prepare and schedule classes

Liaison between Department and O.C. Emergency Medical Services
Interviews and in-service for associate faculty

Departmental budget

Liaison between full-time and associate faculty

Advisory board meetings

Faculty evaluation assistance to Dean

Academic advisement, counseling of students

Paramedic Program graduation planning

. Meetings with fire chiefs, paramedics, hospitals, County agencies
. Academic advisement, counseling of students
. Curriculum and instruction liaison with Medical Director

. Maintains currency of curriculum for State, County Emergency Medical Protocols and state and national

approvals and accreditations

. EMT and Paramedic student completer certification to O.C. Emergency Medical Services
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Rita Tamer — Department, Chair Sign Language
Prepare and schedule classes

Conduct staff meetings

Departmental budget

Full-time and associate faculty liaison
Create new courses and options
Faculty evaluation assistance to Dean
Curriculum and development changes

Student and faculty problem solving

L 0 N oUW

Interviews and in-service for associate faculty
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To Vice President for Instruction |
Dean, Health Sciences
> & Human Services «
Donna Rane-Szostak
A
Assistant Dean, HS/HS e H
Tammy Rice D 1 Nursing Department Chair |
: Diane Pestolesi :
1 1
Senior Administrative e m e mmm——————— .
. 1 1
Assistant ! Nursing Department Chair !
Janet Jacob ' Jennifer Forouzesh :
1 1
' Paramedic Program Instructor/ !
' Director —
HS/HS Program Specialist bmeme- Barbara Penland_____!
- vacant [T TTmmmmmmmmmmmmemmee T
N EMT Department Chair |
H Randy Hardick i
1 1
U HSMSInstructor 4 | F HSHS Instructor |
: Alda Babusek C Randy Hardick :
T HSHS Instructor |+ HSHS Instructor |
i Barbara Belyea I Rob Henry i
T HSHS Instructor L |+ HSHS Instructor |
i Betsy Branch-Stewart | | 1 Margaret Huang :
T HSHS Instructor ¢+ |+ HSHS Instructor |
' Betsy Brewington v Barbara Huggins :
T HSHS Instructor ¢ |+ HS/HS Instructor |
: Julie Bright N Phillis Kucharski !_
: HS/HS Instructor i HS/HS Instructor H
: Linda Call 1 Susan Nawa-Raridon o
i HS/HS Instructor L HS/HS Instructor L
: Jennifer Forouzesh v Janine O’'Buchon :
H HS/HS Instructor H HS/HS Instructor H
i Ginny Giguere il Barbara Penland |
' HS/HS Instructor i HS/HS Instructor L
: Linda Gleason : Diane Pestolesi :

156 Division of Health Sciences and Human Services



Saddleback College Governance and Organization Manual

HEALTH SCIENCES and
HUMAN SERVICES

ORGANIZATIONAL CHART
Senior Administrative
Assistant

:' American Sign Language : Lisa Austin
— Department Chair o

i RttaTamer i Administrative Assistant

______________________ Ryan Brook

! Medical Assistant Department |
—] Chair H

i Kay Stevens i HS/HS Program

----------------------- o Specialist

:r Human Services Department : Peggy Dakin

i Chair —

{_._.Kim Branch-Stewart ___;

U HSIHS Instructor |
| Rita Tamer :
T HSIHS Instructor
i Loretta Tharpe i
U HSIHS Instructor
: Scott Tharpe :

: HS/HS Instructor
: Samantha Venable

r HS/HS Instructor i
: Michelle Wolff :

: HS/HS Instructor
: Danuta Zakrzewski

F HS/HS Instructor !
: - vacant :
T HS/HS Instructors !
: -PT-52 :
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DIVISION OF LIBERAL ARTS AND LEARNING RESOURCES

The Division of Liberal Arts and Learning Resources (LA/LR) oversees the largest number of class
offerings for the College and District, across ten academic departments and over 20 programs.

The Division currently offers comprehensive general education courses, providing key course work for
core and breath requirements, as well as critical thinking and life skills for the A.A. degree program

and transfer course work. Also, the division offers a journalism certificate program. Courses offered

are designed to provide students with a strong background in basic and college-level skills in reading,
writing, English As-A-Second Language, as well as in literature, creative writing, humanities, journalism,
library science, philosophy, and international languages in ten language programs.

The division encourages and showcases student writing, publishing the Lariat, a national and State
award-winning college newspaper; Orange Appeal, the College magazine; the Wall, a literary magazine;
and International Voice, a publication of international student writing. And, an annual High School
Writing Awards program reaches out to prospective students.

With a focus on student success and faculty involvement, the LA/LR division provides college-wide
services, including the Library, the Learning Assistance Tutorial Program (LAP), Interdisciplinary
Computer Center (ICC), Writing Center, Reading Lab, International Language Lab, Journalism Lab,
Information Competency Lab, and Open Computer Lab. LA/LR is also the curriculum hub for the
College’s highly successful Honors Program.

Study Abroad has always been an additional defining characteristic of the division, with numerous
travel/study experiences offered each year, including a semester in Oxford, England and a summer
program in Santander, Spain.

The division works closely with Matriculation and the Basic Skills Initiative, the emphasis being on
English, ESL, Reading, and Information Competency. LA/LR faculty are responsible for validating test
instruments and evaluating student challenges.
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LIBERAL ARTS and To Vice President for Instruction

A

LEARNING RESOURCES
ORGANIZATIONAL CHART

Senior Administrative

Assistant
Khaver Akhter |

Learning Assistance Program
(LAP)

Director of
Learning Assistance
Patti Weekes

Y

Instructional Assistant
25 hours
Amy Worthington

Instructional Assistant
15 hours
Romeo Mercado

Instructional Assistant
15 hours
Ed Booth

Instructional Assistant
19 hrs/10mo
Barbara Kipps

Instructional Assistant
19 hrs/10mo
Marilyn Leeburg

Instructional Assistant
10 hours
Harmon Hook

Lab Tech/Computers
25 hours
Clyde Gaier

Lab Tech/Computers
25 hours
Farnaz Mohammadi

Office Assistant
25 hours
Linda Stout

160  Division of Liberal Arts and Learning Services



Saddleback College Governance and Organization Manual

Dean, Liberal Arts/

| Learning Resources Liberal Arts
Kevin O’Connor
A
Library

Library Technician Library Assistant | :'“"-"I_Tl:)-r;;y-C-t;z;ir- ------ :
Debbie Armstrong Kian Farshidpour .' Ana Maria Cobos i
Library Technician Library Assistant | ' LR Instructor - FT H
James Locke Kelly Russell .l April Cunningham i
Library Technician Library Assistant | - 20% : ----- L-R- Ir;sEr-u;:t-o-r- -F:I' ----- :
Laura Bellin Robert Woolfenden .' Wendy Gordon :
Library Assistant || Lab Tech/Computers ' LR Instructor - FT '
Lucila Soria John McCotter .' Elizabeth Horan :
Library Assistant I | : ----- LR Instructor - FT :
Luz-Maria Luna .' Jenny Langrell :
Library Assistant Il | : ----- I_-R- In-s;r-u;:t-o-r- -F:I' ----- :
Vannie Pham .' Tom Weisrock :
T TTTTTTTTTTmmTT T H
— Instructors - PT - 8 i
1
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LIBERAL ARTS and To Vice President for Instruction
LEARNING RESOURCES h
ORGANIZATIONAL CHART Learning Resources
> Dean_, Liberal Arts/
Learning Resources
Kevin O’Connor
'-L“-“l_i()-h-afs_ ______ L‘ j LA Faculty
Senior Administrative i English Chair i pTTTTmsmmmmsmmmmmmm e 1
Assistant — ! Bill Stevenson v LAAnstr:Etor “FT —
Giziel Leftwich Hommmmmmmmmmmmmmmoeoeoe- sy fmyfneam . :
. 1 e
] English Chair ] T H
Senior Administrative — Bruce Gilman E ' LA Instructor - FT —
Assistant || A H ! Cheryl Altman !
Marlene Weintraub [TTmTTmmmoommomemmmemme-e- T [ .
i ESL Chair i i LA Instructor - FT i
— Matthew Hunt H ! —
b H ! Janet Bagwell !
T i S .
1 International Languages Chair i LA Instructor - FT E_
— Carmenmara Hernandez-Bravo ! ! Carol Bander H
1 1 o - -
poTTTTTmmm e i i LA Instructor - FT i
1 Humanities/Philosophy Chair ! ' Maud Brierre '
— Paul Polloczek ! bmmmmmmmmmmmmmmmmmmmmee- .
1 1 e m e ————————————— .
mmmmmmmmeo. 1 LAlnstuctor-FT
i Journalism Chair A . BrendaBruno i
— Mike Reed ! [ .
T LAnstuctor-FT
i Language Lab Chair A _TomCarroll i
— Carmenmara Hernandez-Bravo ! [ .
e mmmmme. b LAInstructor-FT
| ReadingCo-Chais | i ___ MchaelChanning
— Irene Renault/Janet Bagwell ! [ .
e mmmmmmmmwo. 1 LAnstructor-FT
i Reading Lab Coordinator 1 1 {e;ff_r(_e): _C_l"’lrl_‘ _______ i
— Cheryl Altman ! e .
----------------------- i LA Instructor - FT i
! Robert Cosgrove !
i LA Instructor - FT i
! Suki Fisher !
i LA Instructor - FT i
! Jennifer Hedgecock !
i LA Instructor - FT i
! Carmenmara Hernandez-Bravo !
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Instructional Labs
LA Faculty \_ Language Lab 1 Lariat College Newspaper l
LA Instructor - FT ; i Instructor of Record/ E i Lariat Advisor |
_______ '\4 eltfh_e_"‘i '_"f"_‘t_ o ' Language Lab — ! Paul McLeod !
_______________________ .1 Carmenmara HemandezBravo | fommmmmmmmmmmmmmmmmmen
LA Instructor - FT ' Labratory Technician,
L P_O_”Ple_ }f'_h_Vft_ ______ : Labratory Technician, Lariat —
_______________________ . Language 1 Ali Dorri
LA Instructor - FT E Lynda Gravesen e e e e e e .
Carolyn Kuykendall ! ! ' . i
-------------------- * Labratory Technician’ : Magazme Advisor :—
....................... : Language - 50% || ! Kathleen Buckner !
LA Instructor - FT ' St N e e .
Jill Lagatta : even Nguyen e ]
_______________________ a 1 1
....................... ; E Student Editor, Lariat E—
LA Instructor - FT 1 ;
Roni Lebauer ! Reading Lab Labratory Technician,
! .
"""""""""""" ! Labratory Technician, Reading
....................... . Reading || Denise Green

LA Instructor - FT E Denise Green
1

Gary Luke
LA Instructor - FT i Labratc';ry 'I('jgchnlman, ||
Jeanne Mazique i eacing
_______________________ ! Ruby Trott
LA Instructor - FT E
Joshua Pryor !
----------------------- : l Writing Lab l
LA Instructor - FT E i Instructor of Record/ i
Mike Reed H ! Writing Lab —
"""""""""""" * H Matt Hunt H

LA Instructor - FT
Irene Renault

LA Instructor - FT
Kathy Smith

LA Instructor - FT
Carol Ziehm
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LEARNING ASSISTANCE PROGRAM

The mission of the Learning Assistance Program is to provide access to learning opportunities that
promote student success and class retention as well as to foster independent learning and support
instruction in a dynamic learning environment.

Patti Weekes — Director of Learning Assistance

¢ Plan, develop, and implement the goals and objectives of the Learning Assistance Program and Interdisci-
plinary Computer Center; develop and implement program policies and procedures.

e Coordinate program activities with student services and instructional program personnel.
¢ Select, train, motivate, supervise, and evaluate the performance of tutors.

¢ Develop, manage, and evaluate program activities and operations; compile and analyze data related to
program participation and evaluation.

® Prepare, implement, and administer annual program budgets.

e Communicate with District and College administrators and support personnel, representatives of State
and federal agencies, educational institutions, counselors, and others to coordinate programs and
activities.

Amy Worthington — Instructional Assistant (25 hours)

¢ Provide general instruction and assistance to ESL and English students on a variety of course-related
matters.

e Provide continuous training and mentoring for student, volunteer, and paid tutors.
e Schedule English and ESL tutors to maximize coverage during the LAP’s operating hours

e Maintain communication with faculty members: (1) to keep them informed about the LAP’s
program and hours (2) to recruit qualified tutors, asking for faculty recommendations (3) to
offer classroom visits in order to discuss LAP services with students (4) to confer on other course-related
issues.

e Participate in tutor training classes, as requested.

e Prepare various reports and memos for faculty, staff, and tutors regarding LAP operations and activities.

Romeo Mercado — Instructional Assistant (15 hours)

e Provide general instruction and assistance to math and science students on a variety of course-related
matters.

¢ Provide continuous training and mentoring for student, volunteer, and paid tutors.
¢ Schedule math and science tutors to maximize coverage during the LAP’s operating hours.

¢ Maintain communication with faculty members: (1) to keep them informed about the LAP’s program and
hours (2) to recruit qualified tutors, asking for faculty recommendations (3) to offer classroom visits in
order to discuss LAP services with students (4) to confer on other course-related issues.

e Participate in tutor training classes, as requested.

e Prepare various reports and memos for faculty, staff, and tutors regarding LAP operations and activities.
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Ed Booth — Instructional Assistant (15 hours)

Provide general instruction and assistance to math and science students on a variety of course-related
matters.

Provide continuous training and mentoring for student, volunteer, and paid tutors.
Schedule math and science tutors to maximize coverage during the LAP’s operating hours.

Maintain communication with faculty members: (1) to keep them informed about the LAP’s program and
hours (2) to recruit qualified tutors, asking for faculty recommendations (3) to offer classroom visits in
order to discuss LAP services with students (4) to confer on other course-related issues.

Participate in tutor training classes, as requested.

Prepare various reports and memos for faculty, staff, and tutors regarding LAP operations and activities.

Barbara Kipps — Instructional Assistant (19 hours, 10 months)

Provide general instruction and assistance to accounting and English students on a variety of course-relat-
ed matters.

Provide continuous training and mentoring for student, volunteer, and paid tutors.
Schedule accounting tutors to maximize coverage during the LAP’s hours of operation.

Maintain communication with faculty members: (1) to keep them informed about the LAP’s program
and hours (2) to recruit qualified tutors, asking for faculty recommendations (3) to offer classroom visits to
discuss LAP services with students (4) to confer on other course-related issues.

Prepare various reports and memos for faculty, staff, and tutors regarding LAP operations and activities.

Marilyn Leeburg — Instructional Assistant (19 hours, 10 months)

Provide general instruction and assistance to ESL and English students on a variety of course-related
matters.

Provide continuous training and mentoring for student, volunteer, and paid tutors.
Develop, conduct, and schedule online English tutoring; train other online English tutors.

Maintain communication with faculty members: (1) to keep them informed about the LAP’s program and
hours (2) to recruit qualified tutors, asking for faculty recommendations (3) to offer classroom visits in
order to discuss LAP services with students (4) to confer on other course-related issues.

Prepare various reports and memos for faculty, staff, and tutors regarding LAP operations and activities.

Harmon Hook — Instructional Assistant (10 hours)

Provide general instruction and assistance to math and science students on a variety of course-related
matters.

Provide continuous training and mentoring for student, volunteer, and paid tutors.
Schedule math and science tutors to maximize coverage during the LAP’s operating hours.

Maintain communication with faculty members: (1) to keep them informed about the LAP’s program and
hours (2) to recruit qualified tutors, asking for faculty recommendations (3) to offer classroom visits in
order to discuss LAP services with students (4) to confer on other course-related issues.
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e Participate in tutor training classes, as requested.

e Prepare various reports and memos for faculty, staff, and tutors regarding LAP operations and activities.

Clyde Gaier — Lab Technician, Computers (25 hours)
¢ Provide computer assistance to students on a variety of course-related matters.

¢ Design, update and monitor LAP web pages, links to online tutorial support and promotional materials.
¢ Oversee technology and procedures for online tutoring; develop and update online training manual.

e Answer questions and provide information regarding software programs, features and equipment.

¢ Train and oversee federal work-study students and tutors in the Interdisciplinary Computer Center (ICC).

¢ Troubleshoot and assist in performing routine maintenance and minor repairs on disk drives, keyboards,
terminals and printers.

e Participate in the ordering and maintenance of supplies, materials, and equipment.
¢ Assist students with enrollment via MySite and in gaining access to Blackboard.

e Maintain communication with faculty members regarding student support using technology.

Farnaz Mohammadi — Lab Technician, Computers (25 hours)
¢ Provide computer assistance to students on a variety of course-related matters

e Answer questions and provide information regarding software programs, features and equipment.
¢ Maintain a clean and safe learning environment.
¢ Train and oversee federal work-study students and tutors in the Interdisciplinary Computer Center (ICC).

¢ Troubleshoot and assist in performing routine maintenance and minor repairs on disk drives, keyboards,
terminals and printers.

e Participate in the ordering and maintenance of supplies, materials, and equipment.
e Respond to inquiries and requests for information; answer phones.
e Assist students with enrollment via MySite and in gaining access to Blackboard.

e Maintain communication with faculty members regarding student support using technology

Linda Stout — Office Assistant (25 hours)

e Serve as receptionist for the LAP, performing general clerical work, answering phones, maintaining files
and records.

e Perform duties in support of LAP programs, like preparing and maintaining the LAP appointment book and
maintaining up-to-date files and records.

e Present program information to students, faculty, and the community.
e Train and oversee all desk staff, which may include work-study students and tutors.

e Schedule student appointments and provide LAP tutors with schedule cards, listing the appointments the
desk staff has scheduled for them on a given day.
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DIVISION OF MATHEMATICS, SCIENCE AND ENGINEERING

The mission of the Division of Mathematics, Science and Engineering is to develop and inspire all
students in rigorous, high quality post secondary education in lower division courses in mathematics,
science and engineering with vision for tomorrow. The main focus of the six departments within the
Division is to offer lower-division baccalaureate transfer courses and also provide a selection of pre-
college courses by the Mathematics Department. The Division Administrative Unit provides administra-
tive support for the faculty and staff in the Division of Mathematics, Science and Engineering (MSE).

Suzanne Anderson — Senior Administrative Assistant
1. Administrative Assistant to the Division Dean

Meeting agendas and minutes

Special project research

Conference Requests, Reimbursement Claims, In-service forms
Grades

Division reports

Registration and Purchase Orders

Inventory/office supplies

© 0 N O Uk WD

Special Events

[EEN
o

. Curriculum

[y
[y

. Assignment letters

=
N

. Textbook orders and supplemental materials

[EEN
w

. Prerequisite Evaluation input

=
~

. Webpage management

15. Facility maintenance forms

Vacant — Senior Administrative Assistant
1. Division Administrative Assistant

Requisitions and Purchase Orders

Division reports

2. Payroll: classified and academics and absence reports
3. OSH Reports

4. Instructor load cards and loading

5. Grades

6. Scheduling

7.

8.

9.

Special projects research
10. Weekly budget reports
11. Daily enrollment reports

12. Prerequisite Evaluation input
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13. Facility maintenance forms

14. Division budgets, reports, and transfers

Dona Kirsten — Office Assistant (29 hours/week)

General office duties including phone and student contact

Grades

Course outline and syllabi file maintenance

Field course/field trip expenses reports, vehicle requests and insurance
Meet and greet students/faculty/staff/visitors

Direct students with issues and/or concerns

Prerequisite evaluation input

Maintain office equipment

Mail distribution

L 0 N R w N R

10. Provide support and assistance to faculty and staff

11. Assist the Dean and two Senior Administrative Assistants with special projects

Astronomy

The Astronomy Associate Degree Program prepares students for entry-level career opportunities such
as Planetarium or Observatory Technician/Assistant by working with the Saddleback College Solar
Observatory. Completion of the program provides comprehensive preparation for upper-division work
at four-year institutions.

Biology

The Biology Associate Degree Program gives the transfer biological science major the opportunity to
obtain an AA or AS degree in the student’s area of specialization including pre-med and other pre-
professional allied health areas. Completion of the program provides comprehensive preparation for
upper-division work. While a baccalaureate degree is recommended for those considering professional
careers, attainment of an AA or AS degree supports attempts to gain entry-level employment in the
biological science fields.

Chemistry

The Chemistry Associate Degree Program gives the transfer chemistry major the opportunity to achieve
an AA or AS degree in the student’s area of specialization. Completion of the program provides compre-
hensive preparation for upper-division work. While a baccalaureate degree is recommended for those
considering professional careers related to chemistry, the attainment of an AA or AS degree supports
attempts to gain entry-level employment at the technician level in government and academic chemical
laboratories, and in industries such as chemicals, petroleum, foods, pharmaceuticals, medical/dental
products, plastics, and environmental and analytical services.

Computer Science
The Computer Science Associate Degree Program prepares the student for junior-level standing in a
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computer science program. Completion of the program provides the general background and specialized
skills necessary to find employment in industry, business, and academia.

Engineering

The engineering curriculum lets the transfer student achieve an Associate in Science degree in his/her
area of interest. A baccalaureate degree is recommended preparation for those considering profes-
sional careers in this field, and the completion of the suggested program at Saddleback provides com-
prehensive preparation for upper-division engineering. This program is based on recommendations of
the Engineering Liaison Committee of the State of California. It prepares the student for junior standing
at colleges and universities in California in any major branch of engineering work.

Geology

The Geology Associate Degree Program gives the transfer geology/earth science major the opportunity
to achieve an AA or AS degree in the student’s area of specialization. A baccalaureate degree is recom-
mended for those considering professional careers in the geological sciences, and completion of the
suggested program at Saddleback provides comprehensive preparation for upper-division work. The AS
degree also supports attempts to gain entry-level employment as a technician in a number of profes-
sional settings.

Mathematics

The curriculum in mathematics gives the transfer student the opportunity to achieve an AA degree in
the student’s area of specialization. A baccalaureate degree is recommended preparation for those
considering professional careers related to this field, and the completion of the suggested program pro-
vides comprehensive preparation for upper-division work. The Associate degree also supports attempts
to gain entry-level employment in a variety of fields related to mathematics.

Oceanography

The Oceanography Program prepares the student for junior-level standing as an oceanography major.
Completion of the program at Saddleback provides comprehensive preparation for upper-division work
along with a general background and specialized skills to help the student find entry-level employment
in a number of related marine settings.

Physics

The Physics Program prepares students to transfer into majors in physics, chemistry, and engineering
at a four-year institution with junior-year standing. Preparation is also provided for professional majors
including medicine and dentistry. Many other health service majors and technical programs are com-
plemented by completion of this program.
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MATHEMATICS, SCIENCE To Vice President for Instruction
and ENGINEERING
ORGANIZATIONAL CHART 7
Senior Administrative
— Assistant
- vacant

Senior Administrative
— Assistant
Suzanne Anderson

Office Assistant
— 29 hours/week
Dana Kirsten

Senior Lab Technician,
MSE —
Tom Burrows

H SoTmT T e T H
Senior Lab Technician, i Biology Department :
1 Co-Chairs 1
MSE > —
Julie Anderson i Tony Huntley i
H Steve Teh H

Senior Lab Technician,
MSE —
Anita Bandekar

E Computer Science Department
! Chair —
1 1
1 1

Senior Lab Technician, Michele Rousseau

MSE n I
Sara Sheybani
Senior Lab Technician, E Chemistry Department i
MSE > Chair —
Warren Ansaldo : Scott Fier H

Instructional Programmer
Analyst —

1
M. Bruce Lee i Mathematics Department Chair

Jeanne Smith !
1

Senior Lab Technician,
MSE

Lance Potter Astronomy/Engineering/Physics E

Department Chair —
Katherine Meyer-Canales -

Senior Lab Technician,
MSE - 50%
Greg Dickinson

Senior Lab Technician, E Geology/Oceanography E
MSE —> Department Chair —
John Robinson - James Repka H
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Dean, Math, Science
— > & Engineering
James Wright
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E MSE Instructor - FT ! i MSE Instructor - FT !

! Merton Hill ! ! James Repka !

E MSE Instructor - FT : : MSE Instructor - FT i i MSE Instructor - FT E

! Christina Abel ! ! Jane Horlings ! ' Michele Rousseau !

E MSE Instructor - FT : : MSE Instructor - FT : : MSE Instructor - FT E

! Karl Abrams ! ! Bradley Hughes ! ! Lisa Silveira !

MSE Instructor - FT i MSE Instructor - FT i MSE Instructor - FT

William Alston ! ! Tony Huntley ! ! Abby Sirulnik
E MSE Instructor - FT i : MSE Instructor - FT : : MSE Instructor - FT E
! Ronald Anderson ! ! Elizabeth Ininns ! ! Jeanne Smith !

MSE Instructor - FT i MSE Instructor - FT
! Sharyn Ly ! ! Stephanie Sorenson

MSE Instructor - FT i
Peter Borella

MSE Instructor - FT : MSE Instructor - FT
! Sumaya McCleave ! ! Karah Street

MSE Instructor - FT i
Christina Carroll

MSE Instructor - FT i MSE Instructor - FT

Jenny Clark ! ! - vacant ! ! William Summers
MSE Instructor - FT . i MSE Instructor - FT i i MSE Instructor - FT

Jody Cochrane ! Katherine Meyer-Canales ! ! Steve Sworder

MSE Instructor - FT : MSE Instructor - FT : MSE Instructor - FT
Nancy Evans ! ! Kalon Morris ! ! Kaz Tarui

MSE Instructor - FT i MSE Instructor - FT
! Hoa Nguyen ! ! Steve Teh

MSE Instructor - FT i
Patty Evans-Wallin

MSE Instructor - FT :
! Robert Parsons

MSE Instructor - FT
! Karla Westphal

MSE Instructor - FT i
Scott Fier

MSE Instructor - FT i MSE Instructor - FT
! Larry Perez ! ! Jim Zoval

MSE Instructor - FT i
Frank Gonzalez

MSE Instructor - FT . MSE Instructor - FT .

H 1
- vacant o Michael Petricig — Instructors - PT-66
i MSE Instructor - FT P MSE Instructor - FT i
! Mitch Haeri ! H Marcelo Pires !
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DIVISION OF PHYSICAL EDUCATION AND KINESIOLOGY

Tony Lipold — Dean, and Athletic Director, PE/KN & Athletics

1.

N o v ok

o

10.

11.

12.
13.

Reports to the Vice President for nstruction and is responsible for management of the instructional
programs of the division.

Provides administrative leadership and directional support in the development, organization, and
management of the athletic programs of the division.

Exercises direct supervision over assigned employees and works under the direction of the Vice
President for Student Services to provide quality athletic programs and represent the athletic interests
of Saddleback College.

Participates in the selection, supervision, and evaluation of academic and classified employees.
Develops and manages the athletic department budget.
Formulates and prepares budget reports as necessary

Coordinates with the Sports Information Officer the development and submission of information for
college publications.

Prepares statistical data for the evaluation of athletic programs.
Schedules and conducts Athletic Department meetings.

Attends all pertinent athletic meetings including conferences and state meetings and all athletic events
that are mandatory with the conferences.

Maintains an up-to-date Athletic Policy and Procedures manual. Coordinates registration procedures for
athletes each semester, arranges for counseling and academic advisement to assure athletic eligibility of
athletes, and assists coaches and athletes with problems related to registration, transfer, and eligibility.

Completes all athletic eligibility forms.

Oversees and supervises the management of the facilities, reviews all athletic facility use requests,
approves faculty/coaches key requests, coordinates athletic facilities use with Master Calendar, and
works closely with grounds and maintenance staff regarding facilities.

Gerald Hannula — Assistant Athletic Director

1.

Performs a variety of activities involving public information management including publicity, advertise-
ments, and promotion of college athletic programs.

Coordinates news releases with the press and broadcast media; provides highly complex staff assistance
to the Dean of Physical Education/Kinesiology and the Athletic Director; assists the Athletic Director with
athletic eligibility, scholar-athlete recognition, special projects, and reports pertaining to the athletic
department.

Secures, schedules, and supervises game workers at athletic competitions and coordinates public
relations activities with other related offices.

Coordinates information released to the press and broadcast media; compiles statistics; schedules
interviews between coaches or students and the press; monitors sport progress, wins and losses; and
responds to general media questions.

Develops and coordinates the distribution of college publications including brochures, schedule cards,
game programs, and other materials.
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8.

Updates various record lists and statistics on all sports.

Train, schedule, supervise and process pay for workers such as scorekeepers, announcers, etc. for all
offered sports.

Assists the Athletic Director and attends meetings in his place as needed.

Maggie Cheng — Senior Administrative Assistant

1.

© N o U koW

9.

Provides administrative support to the Dean of Physical Education and Athletics and faculty and staff in
the division.

Works closely with Department Chair and uses electronic technology to input schedule and curriculum
changes, track budget, and prepare purchase requisitions and budget transfers.

Tracks and maintains full-time faculty loads.

Assists new faculty, both full-time and associate.

Maintains Dean'’s calendar. Processes paperwork for HR requests.

Responsible for processing paperwork for absences and timesheets for payroll.
Coordinates Division meetings and prepares and disseminates minutes.

Works with Master Calendar to coordinate college events in athletic facilities and coordinates and
obtains permits for classes using other off-site facilities.

Monitors and participates in budget development.

Jess Perez — Administrative Assistant

1.

N o v ks~ wN

9.

Provides administrative support duties to assist the Athletic Director in meeting reporting requirements,
functional responsibilities, and research objectives.

Coordinates office support.

Develops schedules related to athletic activities and services.

Maintains calendars and coordinates committee and other meetings.

Reviews, updates and informs the administrator and others of essential timelines.
Coordinates the flow of activities through the office in relation to priorities and schedules.

Assures the timely completion of work in accordance with established policies, procedures, and
standards.

Facilitates communications between Athletic Director, students, coaches, academic and classified staff,
other offices, educational institutions, and public agencies.

Interacts and relays information, questions, and decisions regarding college athletic programs.

10. Coordinates team transportation.

11. Processes all requisitions (District and ASG) for athletic expenditures, equipment, officials, etc.

12. Assists in all aspects of the CCCAA eligibility process.

Brad Hoseith — Administrative Assistant (50%)

1.
2.

Provides administrative support duties to assist the Assistant Athletic Director.

Maintains Athletic Department website.
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Debra Kerr — Athletic Trainer

1.

Provides athletic training services to athletic teams at home and during travel and applies preventative
and protective taping and padding for athletes.

Under the supervision of a physician, applies general first aid including cleaning and dressing wounds
and applying splints to fractures; performs emergency first aid as required.

Coordinates team physicals; maintains and updates medical records, injury reports, treatment logs, and
progress reports; coordinates insurance claims and medical bills.

Under supervision of a physician, develops and implements rehabilitation of injured athletes; assists in
the development of conditioning programs.

Oversees athletic training room, supply and equipment maintenance and inventory and prepares
purchase orders for supplies and equipment.

Plans, prioritizes, assigns, supervises and reviews the work of student assistants involved in function
activities.

Brad McReynolds — Athletic Trainer

1.

Provides athletic training services to athletic teams at home and during travel and applies preventative
and protective taping and padding for athletes.

Under the supervision of a physician, applies general first aid including cleaning and dressing wounds
and applying splints to fractures; performs emergency first aid as required.

Coordinates team physicals; maintains and updates medical records, injury reports, treatment logs, and
progress reports; coordinates insurance claims and medical bills.

Under supervision of a physician, develops and implements rehabilitation of injured athletes; assists
in the development of conditioning programs.

Oversees athletic training room, supply and equipment maintenance and inventory and prepares
purchase orders for supplies and equipment.

Plans, prioritizes, assigns, supervises and reviews the work of student assistants involved in function
activities.

Kathleen Brennan — Athletic Equipment Specialist/Driver

1.

4.

Performs a variety of duties related to fitting, issuing, repairing, maintaining, and storing athletic and
physical education uniforms, equipment, and supplies.

Supervises and maintains the women’s locker room.
Prepares and maintains related records and reports.

Sets up equipment for athletic events and drives athletes to off-campus games.

Jim Fagan — Athletic Equipment Specialist/Driver

1.

Performs a variety of duties related to fitting, issuing, repairing, maintaining, and storing athletic and
physical education uniforms, equipment, and supplies.

Supervises and maintains the men’s locker room.
Prepares and maintains related records and reports.

Sets up equipment for athletic events and drives athletes to off-campus games.
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Efren Malagon — Athletic Equipment Specialist/Driver

1. Performs a variety of duties related to fitting, issuing, repairing, maintaining, and storing athletic and
physical education uniforms, equipment, and supplies.

2. Supervises and maintains the men’s locker room.
Prepares and maintains related records and reports.

4. Sets up equipment for athletic events and drives athletes to off-campus games.
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PHYSICAL EDUCATION
and KINESIOLOGY
ORGANIZATIONAL CHART

To Vice Presidents for Instruction
& Student Services

Dean, PE/Kinesiology &

>| Athletics/Athletic Director [<
Tony Lipold
Assistant Athletic Director/Sports S S ey . Fmmmm e mm - .
Information i PE Department Chair i i Instructor - FT i
Jerry Hannula ! Jan Duquette ! ! Jennifer Higginson !
Senior Administrative i Instructor - FT i i Instructor - FT i
Assistant ! Nancy Bessette . Jack Hodges !
Maggie Cheng i ! tTTTTTmTTommommmmmmmm e *
i Instructor - FT N Instructor - FT i
Administrative Assistant : Mark Blethen i : Karen Jacobsen i
Jess Perez e ——————— . e e e e e e e .
E Instructor - FT i . Instructor - FT i
! Kerry Crabb ! ! Sommer McCartney !
Administrative Assistant B e LT . e mmmmmmmmmm——mm———— H
(Athletic) - PT e ittt . T ELEEE L P P PP EErE .
Brad Hoiseth ' Instructor - FT R Instructor - FT :
! Brandee Craig ! ! Mark McElroy !
Athletic Equipment et 1 Fmmmmmmmmmmmmm—m e ———— .
Specialist/Driver ! Instructor - FT 1 : Instructor - FT i
Jim Fagan ' Steve Crapo ' ! Nick Trani !
Athletic Equipment i Instructor - FT :
Specialist/Driver ! Claire Elkins !

Efren Malagon i ‘ ittt '
Pmmmmmmmmm o mmmmmmemee 1 1 Adapted Kinesiology Instructor
: Instructor - FT : ! -83% i
Athletic Equipment ! Dorothy Garant ! ! - vacant '
Specialist/Driver fTTTTmmmmmmmommmmmmm e * fomTTTmTmmommmomommmmmmes *
Kathleen Brennan PTmmmmmmmmmmmmmme- e T [TTTTTTmmmmmmmmmmmemmmmes 1
E InsStLuctor -H67.5 o : ; Adapted Kinesiology Instructor |
Athletic Trainer Is_--_--_--_aio.n_-??s. ....... al : Mike Bennett :
1 1
Debbie Kerr b s s s s mmmseemmmmmmmm——e— .

Athletic Trainer E Instructors - PT - 32 E

Brad McReynolds S nELEEEEEE L P PP PP :
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DIVISION OF SOCIAL AND BEHAVIORAL SCIENCES

The Division of Social and Behavioral Sciences provides a comprehensive and varied learning experience
for all students. Our mission is to educate students for a lifetime of success. We offer day and evening,
full-term classes, late start general education classes, and short-term full credit 8 week classes. Our
classes are taught by expert faculty members in a variety of different modes, including large and small
lecture, interactive learning, computer assisted instruction, and online instruction broadcasting.

ANTHROPOLOGY

Anthropology is a diverse and comprehensive discipline that investigates the biological and cultural life
of human beings in all times and in all places. An anthropology degree provides students with an appre-
ciation of other ways of life, different systems of belief and knowledge, and, perhaps most importantly,
a better understanding of the world in which they live. The department of anthropology at Saddleback
College is committed to teaching each of the four sub-fields of the discipline: cultural anthropology,
archaeology, linguistic anthropology, and biological anthropology. The department also has a strong
emphasis on the study of contemporary issues, such as ethnic and transnational identity, political conflict
and social movements, human rights and indigenous rights, the cross-cultural making and meaning of
race and gender, and the anthropological study of science. Saddleback College offers a wide range of
anthropology courses taught both traditionally and online.

CHILD DEVELOPMENT AND EDUCATION STUDIES

The Child Development program at Saddleback College is a theory-based, hands-on early childhood
education program that offers opportunities for students to deepen their understanding of children
and families and the unique teaching and learning process that applies to the early years.

The Child Development program offers options for professional development, professional certification
and transfer to four year institutions. All options are designed to educate and prepare students to work
with culturally diverse groups of children in schools, centers, and homes.

CROSS CULTURAL STUDIES

The Cross-Cultural Studies program is intended to provide an understanding and appreciation of diversity
in the United States. The program is interdisciplinary in scope and explores the history and experiences
of African Americans, Asian Americans, Chicanos(as)/Latinos(as), Middle Eastern Americans, and Native
Americans. The course of study addresses such issues as individual cultural identity, relations between
these cultures and the dominant culture of the United States, cross-cultural communication, and the
contributions of diverse ethnic groups and cultures to a pluralistic society. The objective of the program
is to foster students’ understanding of diversity as it relates to such topics as ethnicity, race, gender,
sexual orientation, religion, and class.

ECONOMICS

Although divided into two main areas, all of economics pertains to one overarching problem: the ability
of human wants to outstrip available resources. Topics covered under “macro” economics are national
income measures, business cycles, unemployment, inflation, economic growth and development, mon-
etary and fiscal policy, government debt: the United States banking system, and international trade and
finance. “Micro” economics focuses on household, business, and some government decision-making.
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Topics include the functioning of markets under perfect (supply-and-demand) and imperfect com-
petition, antitrust and regulation, environmental policy, and the distribution of personal income and
wealth.

EDUCATION

The Education department prepares students for a diverse range of teaching opportunities at a variety
of levels. The program provides support for those just entering the field as well as to those who are
already working in the classroom and community. Classes that meet the early fieldwork coursework
requirements of the California Commission on Teacher Credentialing can also be found in this depart-
ment.

GEOGRAPHY

Geography is a holistic discipline that focuses on Earth’s processes and how humans adapt and manipu-
late their environment. Geographers study and examine the description of plant and animal life includ-
ing man and his industries.

GIS

Geographic Information Systems (GIS) is an interdisciplinary field of study closely linked with geography,
geology, environmental sciences, cartography, spatial analysis, and information technology. GIS has be-

come an indispensable tool for spatial analysis used in many industries such as: public health, business,
emergency services, public works, real estate and environmental concerns.

HISTORY

History studies the chronological records of significant events in the world and the United States includ-
ing explanations of their causes. See the class schedule link on the left to find the wide range of courses
that we offer.

POLITICAL SCIENCE

Political Sciences surveys principles and problems of politics and government in the United States and
globally. We familiarize students with the basic systems and theories, ideologies, and models of political
analysis. We focus on issues of power, freedom, justice, and property. Special topics include area studies
and the issues of ethnicity and gender in political structures.

PSHYCHOLOGY

The goal of the psychology program at Saddleback College is to provide a comprehensive introduction
to the science of psychology for both students whose major is psychology and those taking psychology
courses to fulfill general education requirements. We provide high quality instruction in courses which
meet transfer requirements to many four year institutions. Further, personal growth and insight fos-
tered through coursework in psychology will provide students with a repertoire of skills to relate to the
culturally diverse world in which they live.

SOCIOLOGY

Sociology emphasizes the sociological perspective of human behavior, institutions and patterns of human
interaction, origins and the nature of culture, the socialization processes, social forces and consequences
of sociological change.
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WOMEN'’S and GENDER STUDIES

The Women'’s and Gender Studies program at Saddleback College explores how women’s lives have
been and continue to be affected by society’s values, traditions, and institutions. The curriculum
examines how language and belief structures shape both women’s and men’s status in society and
culture, and how the experiences of women differ by race, class, ethnicity, nationality, religion and
sexual orientation.

In many instances, Women’s and Gender Studies courses provide the only information students may
receive about the literary, artistic, scientific and political contributions of women throughout history.
Students are encouraged to study, interpret and critique the experiences of women by examining the
theories of feminist scholars and the contributions of writers, artists, social activists of varying back-
grounds. In an effort to be as inclusive as possible, the curriculum stresses not only the acquisition of
analytic skills, but also the integration of personal and social awareness.

Linda Hall — Senior Administrative Assistant
1. Assistant to Division Dean

2. Maintenance of policies and procedures books
3. OSH reports

4. New faculty orientation

5. Instructor activity letters

6. Class schedules, room utilizations, load sheets
7. Division correspondence, personnel records

8. Evaluation files

9. Curriculum catalog and course outline files

10. Division liaison with faculty, students, and public
11. Inventory and duplicating log

12. Webpage management

13. Facility maintenance of assigned division spaces

Susan Brown — Administrative Assistant

1. Payroll and absence reports
Textbook orders
Requisitions, Purchase Orders, work orders
Guest speaker honoraria
Conference request, reimbursement claims
Office and instructional supplies
Independent studies, contract classes

Field trip requests
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Webpage management

10. Division budgets, reports, and transfers
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11. Facility and maintenance of assigned division spaces

12. Advertising for division related courses
13. Division liaison with faculty, students, and public

14. Maintain video library

Ann Hillius — Receptionist

Answer telephones

Meet and greet students/visitors/faculty

Direct students with issues and/or concerns
Maintain office equipment

Handle mail

Provide support and assistance to faculty and staff

Assist the Dean, Sr. Admin and Admin with special projects
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Inventory department equipment
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SOCIAL and BEHAVIORAL SCIENCES To Vice President for Instruction
ORGANIZATIONAL CHART <

Dean, Social &
Behavioral Sciences
Patricia K. Flanigan

A
Senior Administrative : T ,-A\F]t-h-rc-)g&(;éy- (-3F1;|-r T :
| Assistant ! - vacant i
Linda Hall i *
i Child Development Chair | |
| | Administrative Assistant Vo Barbara Tamialis i
Susan Brown f e e .
i Educational Studies Chair
i Christina Smith T
| Receptoni R,
Ann Hillius . Cross-Cultural Studies Chair | |
: - vacant '
F Economics Chair | |
| | Cross Cultural Studies : ________ -vacant :
Program f e e .
' Geography/GIS Chair ||
: - vacant '
| | Foster/Kinship Care Director foTTTTTTToTTmomTm e !
Nichole Loftus : HIStOf’y Chair :_
: - vacant '
|| FRCE ProgamAssisant | T p e
Lilia Peterson ' —
. - vacant i
' “Psychology Chair 1|
: - vacant '
! Sociology Chair L
: - vacant '
i\Women's/Gender Studies Chair, |
: - vacant '
i SBSInstructor-FT ||
1
]

Howard Gensler
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! SBSlInstructor-FT || SBSnstructor-FT ' 1 SBSInstructor-FT !
: Bill Billingsley P Scott Howlett b Dan Walsh i
! SBSlInstructor-FT || SBSnstructor-FT | ! SBSInstructor-FT |
L Timothy Braatz i1 Kiis Leppien-Christensen 1 | Ken Woodward i
e B e S S '-
[ L L '
: Cristy Brenner A Margot Lovett S SBS Instructors - FT :
I SBSInstructor-FT 11 SBS Instructor- FT 1
' Allison Camelot P Sharon MacMillan '
i SBSInstructor-FT 1 SBS Instructor- T |
' Claire Cesareo-Silva R Micael Merrifield :
' SBSinstructor-FT ! 1 SBSInstructor- FT !
: Anne Cox P Sherry Miller-White :
I SBSInstructor-FT LI SBS Instructor- FT |
i April Cubbage-Vega L June Millovich i
) SBS Instructor - FT . , SBS Instructor - FT H
: David DiLeo P Amira Rezec '
) SBS Instructor - FT . , SBS Instructor - FT H
i Bob Ferguson P Alannah Rosenberg :
' SBSInstructor-FT LI SBS Instructor- FT |
: Renée Garcia b Christina Smith '
) SBS Instructor - FT . , SBS Instructor - FT H
: Caroline Gee L Maureen Smith '
) SBS Instructor - FT . , SBS Instructor - FT H
: Howard Gensler L Barbara Tamialis '
i SBSInstructor-FT | 1 SBSInstructor-FT |
- 1 1 1 . 1
i Lee Haggerty i i Larry Twicken i
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EMERITUS INSTITUTE

The Emeritus Institute plans and implements a comprehensive instructional program of credit and

non- credit courses designed to meet the educational needs of older adults. The Emeritus classes are
offered primarily at off-campus locations. The Division handles necessary facilities and support services.
A satellite office is operated in Laguna Woods Village community. The program is advised by the Emeritus
Advisory Council, a volunteer community group.

Sandra Marzilli, Emeritus Director
1. Plan, direct and review the activities and operations of the Emeritus Institute program

2. Planning, development, and administration of all courses and educational events
3. Coordinate assigned activities with other College programs, departments and outside agencies
4

Develop, plan and implement Emeritus Institute goals and objectives, recommend and administer
policies and procedures

5. Development and submission of the schedule of classes, and keep curriculum and programs up-to-date
for the Emeritus Institute

6. Advise and assist faculty, students, and community members on matters related to the Emeritus Institute

7. Schedule facilities, work with external agencies to ensure compliance with standards, rules, and regula-
tions of off-campus facilities

8. Select, train, motivate and evaluate personnel

9. Provide highly responsible and complex administrative support to the VP Office of Instruction

Elsa Amadin, Senior Administrative Assistant (Substitute)

Emeritus budget

Faculty/Facility agreements

Curriculum input / Tech Review

Prepare requisitions for payment of facility usage fee, office/fee base supplies
Prepare Department Chairs stipend pay

Advisory committee meetings; minutes, handouts & presentation
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Distinguished Guest Lecture Series; Speaker’s paperwork, develop a weekly program, prepare stipend
pay for the speaker and registration for the students

8. Emeritus instructors/staff personnel records
9. Input, correct, and update Emeritus Class schedule

10. Assist students with registration/enrollment and questions by phone and in person

Barbara Anzlovar, Administrative Assistant (Substitute)
1. Prepare monthly payroll reports
2. Faculty evaluations paperwork
3. Associate faculty relations; new faculty orientations & computer instruction
4

Facility packets each new semester
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Laguna Woods Village gate passes

Class dismissals due to elections and pool switching
Faculty In Service meeting packets

Field trips
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New hire orientation packets
10. Assist with grants for department, other clerical support
11. Assist students with registration/enrollment and questions by phone and in person

12. Supervise work study student

Diann Shea, Administrative Assistant, Part-time, Laguna Woods Village Office
1. Manages the satellite office in Laguna Woods Village

Assists and provides information to Emeritus faculty/students

Assists with Emeritus special events

Updates the Emeritus Policy & Procedure Manual

Updates the Associate Faculty Handbook

Calculates and prepares Laguna Woods Village Potters & Sculptors invoices

Creates flyers for all off campus sites listing classes offered at their facilities
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Assists students with registration/enrollment and questions by phone and in person

Jay Sampson, Art Lab Technician Part-time, Laguna Woods Village, Clubhouse 4
1. Artlaboratory assistant for Laguna Woods Village Emeritus classes
2. Inventory control for Emeritus at Laguna Woods Village

3. Equipment control for Emeritus at Laguna Woods Village
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EMERITUS INSTITUTE
ORGANIZATIONAL CHART

To Vice President for Instruction

A

Director of
Emeritus Institute
Sandra Marzilli
A

Y

Senior Administrative Assistant : -EFn-e-riEu-s-Riﬁééial-o-g;//-F-ir;é :\Ft; :
— (Substitute) — Chair/Instructor i
Elsa Amadin i Lesley Lowe i

Administrative Assistant :
— (Substitute) —
Barbara Anzlovar :

Emeritus Fine Arts Instructor
Pamme Turner

1
Administrative Assistant 1 Emeritus Kinesiology Instructor;
—  Part Time, Off-Campus B Claudia Cline '
Diann Shea I H

1 1
; Emeritus Kinesiology Instructor,
Lab Technician, Art i - vacant :

— Part Time, Off-Campus
Jay Sampson

Emeritus Fine Arts Instructor
Maria Kiernan

Emeritus Instructors -
Part Time - 73
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OFFICE OF COMMUNITY EDUCATION

The Office of Community Education plans and implements a comprehensive self-supporting, fee-based
schedule of short-term, not-for-college credit programs, seminars, and classes that complement the
state-funded instructional program. This includes program planning, coordination with instructional
divisions, scheduling, marketing, and evaluation. Areas of emphasis include youth programs, continuing
education for professionals, consumer education, travel, special interest seminars, and proctoring
services for outside colleges and universities.

Estella Castillo-Garrison — Director
1. Program management

2. Plan, organize, staff, and direct administrative processes, including registration, fee collection, accounting,
purchasing, and other support for classes and programs

3. Select, hire, and evaluate subject matter consultants to coordinate Community Education activities and
programs

Review and schedule not-for-college credit classes for adults and children
Staff development

Implement and maintain registration system

Ongoing community needs assessment

Editor of the Gaucho Guide catalog and email newsletters
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Create and manage the distribution of program catalogs, brochures, flyers, and other materials to publicize
Community Education

10. Maintain Community Education website

11. Compile, analyze, and evaluate data related to program participation

12. Develop and monitor department budget

13. Liaison with College Fiscal Office regarding Community Education accounts
14. Develop and implement Department marketing and advertising plans

15. Maintain instructor contracts and process instructor payments

Linda Wood — Community Education Program Specialist
1. Income and refund reconciliation

Bankcard deposits

Check and cash deposits

Program registration

Process payroll and absence reports

Process Requisitions and Purchase Orders

Maintain budget records and bank statement reconciliations

Order and inventory office and instructional supplies
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Issue program reports
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OFFICE OF COMMUNITY EDUCATION
ORGANIZATIONAL CHART

To Vice President for Instruction

<
<

Director of
Community Education
Estella Castillo-Garrison

Community Education Program
Specialist
Linda Wood
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OFFICE OF COLLEGE TECHNOLOGY

The Office of College Technology provides technical support to the campus and has two locations.

The Innovation and Technology Center (ITC) is located in Village 2 and is responsible for the campus
data network, computers, telephones, audio/visual and web design. The Center for Instructional Design
and Distance Education (CIDDE) is located in BGS 249 and supports faculty and staff in the areas of
distance education, training for computer applications and media design.

Technical support positions are under the supervision of the Director of Technology Services.

Network Systems Administrator
Responsible for the college data network, college servers and complex trouble shooting of data systems.

Webmaster

Responsible for the creation and maintenance of the college web site. The webmaster also assists with
complex web applications and maintains network hardware related to web services.

Network Systems Technicians (I - 111)

Performs work activities relating to the deployment, maintenance and operation of the college’s data
networks, terminals and station equipment. A Network Systems Technician is responsible for a vari-
ety of intermediate level and hands-on technical responsibilities related to local- and wide-area data
networks, including design, engineering, operations, and documentation. In addition, a Network Systems
Technician coordinates installation, management, operation and maintenance of college network
systems.

Applications Specialists (I - 11)

Provides and coordinates software application support including end-user documentation, distance
education support, training, and/or assistance to students, faculty and staff. Application Specialists pro-
vide complex problem-solving resources to users through research, analysis and consultation,

and facilitate the transfer of information between users and technicians.

Audio Visual Technicians

Audio visual technicians deliver and maintain a wide variety of computerized and traditional instruc-
tional support hardware and software to the various classrooms and laboratories as determined by
faculty and staff requests.
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OFFICE OF COLLEGE TECHNOLOGY
ORGANIZATIONAL CHART

To Vice President for Instruction

<
<

Director of Technology
Services
Mark Schiffelbein

Administrative Assistant
(121)
Maria Lakow

ITC — Innovation &
Technology Center

Network Systems
Administrator
Mark Sierakowski

Webmaster
Rob Hartman

Network Systems

Tech. lll
Mike Estes

Applications Specialist Il
- vacant

Network Systems
Tech. 1l
Melissa Klimowicz

Applications Specialist Il
Vivian Nguyen

Network Systems
Tech. Il
Agustin Espinoza

Applications Specialist Il
Valerie Senior

Network Systems
Tech. Il
Tu Pham

Applications Specialist Il
Jan Mastrangelo

Network Systems
Tech. |
Russ Hamilton

Multimedia Technician
Rick Founds

Network Systems
Tech. 1-72.5%
Quentin Bohn

Multimedia Technician
Will Lakow

Instructional Designer
50%
- vacant

Multimedia Technician
Dana Manley
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OFFICE OF THE VICE PRESIDENT FOR STUDENT SERVICES

The mission of the Office of the Vice President for Student Services is all encompassing:

a) to provide professional expertise, support, encouragement, professional development and oversight
for all Student Services programs and budgets: Counseling & Special Programs; Student Development;
Financial Assistance & Scholarships; Campus Safety; The Student Health Center; The Child Development
Center, Bookstore; Cafeteria; Student Government and student discipline;

b) to recruit new students as well as provide services that support all current and potential students in
developing and reaching personal, vocational, and educational goals; and

c) toincrease student success, retention, and graduation and transfer rates.
Dr. Juan Avalos — Vice President for Student Services

Barbara Sendaba — Executive Assistant
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OFFICE OF STUDENT SERVICES
ORGANIZATIONAL CHART

To President, Saddleback College

A

Vice President

for Student Services
Dr. Juan Avalos

A

Director of
Student Health Center
Brenda Frame

Director of Financial
Assistance & Scholarships
Mary Hall

Dean, Counseling Services
& Special Programs
Jerllyn Chuman

Assistant Dean, Counseling Services
& Special Programs
Terence Nelson

Director of Student Development
Audra DiPadova

Child Development Center Manager
Lisa Cavallaro

Assistant Manager, CDC
- vacant

Coordinator, Outreach
Leslie Humphrey

Director of Admissions,
Records & Enrollment Services
Jane Rosenkrans

Admissions & Records
Registrar
Joyce Semanik

Director of Safety & Security/Chief
of Police
Harry Parmer

Deputy Chief of Police/
Assistant Director
Jim Pyle
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OFFICE OF STUDENT SERVICES ~ To President, Saddleback College
ORGANIZATIONAL CHART -

Vice President

A

for Student Services

Dr. Juan Avalos
A

Child Development Center
Manager
Lisa Cavallaro

Y

A

Director of Financial

A > | Assistance & Scholarships
Mary Hall
Administrative Assistant Assistant Manager [
Nicholas Schmidt -vacant o _
Administrative Assistant
Lynn Martin
Senior Child Development Child Development
Specialist Specialist - PT — —
Wesley Thomas Alicia Dunmeyer Senior Financial Aid
— Specialist
Child Development Child Development Ruth Higgins
Specialist Specialist - PT
Colette McClellan Lucie Duran-Herwehe | | Financial Aid Specialist
Hoang-Quyen (Tina) Dang
Child Development Child Development
Specialist Specialist - PT
Shawn Norman Julia Gilman [ | Financial Aid Specialist
Dennis Stachelski
Child Development Child Development
Specialist - PT Specialist - PT
Terry Aragonez Katrina Macasaet | | Financial Aid Specialist
Phuong Vu
Child Development Child Development
Specialist - PT Specialist - PT
Deborah Dautel Jennifer Soto | | Financial Aid Specialist
Javier Williams
|| 1 Part-time Position
-vacant Financial Aid Specialist
— -PT

Patricia Rocklin

Financial Aid Specialist
— -PT
Pheolin Truong
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Executive Assistant (133)
Barbara Sendaba

Office of Outreach, Director of .
Recruitment & Retention Student Health Services
Coordinator of Outreach Brenda Frame
. A

& Recruitment it —m—mm- -- -
Leslie Humphrey Health Center Nurse  Family Pra1cg(cf/e Physician
| Monica Nelson | Ralph Farinella, M.D. |
College Information Operator R pn fannefa, V...t
Sandra Malagon Hoalth Center Nurse [ "Family Practics Physidian |
-PT i 10% :
Debby Vail : Brian Haskins, D.O. '

Health Center Nurse : Family Practice Physician |
-PT : 15% I

Marta McBride ___Jocelyn Won, M.D.
Senior Health Office |} Clinical Psychologist 30%
Assistant — 1 TinaFreeland, Ph.D. |
Lurdes Ricketts fTTTTTTTTITTTe T !

_ _ | Gynecologist 10% :

Health Office Assistant ' Terese Dearmin, M.D. !
-PT I B LT e .
Elizabeth Elliott : Gynecologist 5% i
T |

i George Kallins, M.D.
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DIVISION OF COUNSELING SERVICES AND SPECIAL PROGRAMS

The Counseling Center provides personal, academic, career, and vocational counseling, advisement,
orientation, assessment, instruction and other programs and services to meet the personal, social,
academic, vocational and educationally related needs of Saddleback College students.

The Office of Special Services provides prescriptive support services and specialized instruction for
students with physical or health impairments, learning disabilities, or hearing, speech, or vision
limitations.

The Center for Career/Life Development offers college, career and re-entry services to first-time
students, people changing careers, and others who are seeking re-direction with their lives. Specific
services include college, occupational, career information materials, as well as computerized college
and career services.

The Extended Opportunity Programs and Services (EOPS) is an outreach and retention program designed
to assist low income and educationally disadvantaged students achieve a college education.

The Cooperative Agencies Resources for Education (CARE) is a supplement program of EOPS. CARE
provides educational support services for EOPS eligible students who are single heads of households
receiving CalWORKs (California Work Opportunity and Responsibility to Kids) funds.

The California Work Opportunity and Responsibility to Kids (CalWORKs) program is designed to help
students develop the skills necessary for employment that leads to financial independence.

Veterans Education and Transition Services (VETS) is a program that provides support services to United
States military veterans, active duty military personnel, and their loved ones.

Personal Counseling
1. Personal growth
Interpersonal relationships
Referral to other agencies or practitioners
Values and personality inventories
Substance abuse
Stress management
Crisis intervention

Women’s issues

L 0 N LR W

Support groups
10. Scholastic difficulties

11. Learning strategies

Career Services
1. Career decision making

2. Career change assistance

196

Division of Counseling Services and Special Programs



Saddleback College Governance and Organization Manual

Interest inventories, personality testing and values assessment

Job readiness preparation and job search strategies

Adults in life transition — unemployment transition

Career trends and labor market information

Computerized career assessment and career search information

Lending Library: books, e-books, guides an videos

L O N oUW

Workshops and individual appointments
10. Career counseling

11. Research majors and schools

12. Nonprofit organization referrals

13. Job postings through Nacelink

14. Job retention skills

15. Experiential learning opportunities referrals

16. Orange County Labor Market Information

Academic Advisement
1. Transfer information

Academic planning

Selection of a major

Planning for pre-professional majors

College catalogues, directories, and related information
Articulation of new courses and programs with four-year schools
Occupational certificate and training programs

Graduation requirements and information
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Articulation of vocational courses with secondary schools
10. My Academic Plan (MAP) assistance

Instructional Courses
1. Educational and vocational planning

Career and vocational exploration
Assessment of prior learning
Personal growth topics

Study Skills

Relationships skill building
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Leadership skill development
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Extended Opportunity Program & Services and
Cooperative Agencies Resources for Education

Academic counseling

Personal and career counseling
Transfer assistance

Peer advisement

Tutoring

Priority registration

Book service

Grants
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Special theme workshops and support groups

CalWORKs/TANF
1. Academic counseling

2. Personal counseling

Individualized career development

On-going support and encouragement

Assistance in completing College Admissions Application
Priority registration

Work Study

Submit request to Social Services for : Books, health fee, material fees, parking permit
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Referral to Re-Entry/Women’s Center seminars and workshops

10. Referral to community agencies

Special Programs
1. Personal growth
2. Personal and career counseling
3. Learning assessment and diagnosis
4. Specialized courses for students with disabilities
5

Individualized assistance for students with physical disabilities and/or learning disabilities
and acquired brain injuries

6. Registration assistance
7. Testing accommodations
8. Alternate media

9. Support Groups

10. High Tech Computer lab
11. Adapted Kinesiology
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Seminars and Workshops

Academic planning workshops

Support groups

College orientations

College and university days

Awareness hours

College major workshops

Women'’s issues seminars/Men’s issues seminars

Job search workshops

L 0 N R w DN R

Financial aid workshops

[
o

. Academic anxiety workshops

[y
[y

. Career Center Orientation

=
N

. Scholarship Search workshops

13. Career Technical Education

Matriculation
1. Assessment of basic skills

Orientation of campus programs and services

Advisement for selection of courses for student educational plan (SEP)
Early intervention for students with academic difficulties

Follow-up of student progress

Research and coordination

N o vk~ w N

English and math prerequisite clearance

Transfer Center
1. Transfer Day
College Fairs both day and evening
Support services for under-represented transfer students
Four-year campus visits
Transfer and transition assistance, application, financial aid
Research and follow up
Articulation Agreements
Transfer Center visits from 4-year schools
UC TAGs (Transfer Admission Guarantee)

L 0 N R w N

[
o

. Workshops (study strategies, financial aid, advising self-esteem issues, college and
community resources)

11. Transfer month activities
12. Gaucho Mentors
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13. Transfer counseling

14. Project Pathways

15. Teacher Preparation Pipeline Grant

16. PACT — Preparing for a Career in Teaching
17. Class Visits

18. DCTC — Don’t Cancel that Class visits

Career Services
1. Weekly Job Search Strategies Workshops
Job postings through NACELINK
Work Experience
Career development workshops
Annual Job/Career Fairs
Computerized career exploration resources
Resume writing and interviewing skills (video tapes and resource books)

How to Keep A Job

L 0 N v kW N

Federal, State, City job listings

[
o

. Orange County Labor Market Information (ERISS computerized program)

[EEY
[E=Y

. Job market trends information (ERISS)

=
N

. Employer resource center

[
w

. On campus employer recruitment

=
S

. Experiential learning opportunities

=
Ul

. Annual Personnel/Temporary Agency Day

[
[<)]

. Internet Employment Search
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<

COUNSELING SERVICES " To Vice President for Student Services
and SPECIAL PROGRAMS
ORGANIZATIONAL CHART
Senior Administrative
| Assistant [TToTTTTmmm e Tomm o T
. . . _ 1+ Counselor Coordinator | _
Gabrielle Landingham (acting) > Steve Handa | <
Senior Administrative Center for Career & Life [m"oTmTmommmmm---- s
| ASS'Stant Deve|opment : COUnse|Or (Genera“st) |
Anne Rocha Career Placement SRR Manambzay ... .
— Officer Pm = mm—mm—m—mm——— - .
Eric Hilden i Counselor (Generalist) | |
Counseling Center | Doug Barr '
Senior Counseling Office Career Guidance e e mmmmmmmmmm—————— .
] Assistant — Officer . Counselor (Generalist) | |
Carla Conn Donald Mineo b PamBarr i
Counseling Office Re-Entry/Women’s Center i Counselor (Generalist) | |
| Assistant —  Services Specialist i Mariana DeSaracho |
- vacant Sholeh Alizadeh e !
- i Counselor (Generalist) | |
Counseling Office Career S_erV'CeS : Pete Espinosa :
| Assistant - PT - Technician bommmmmmmmmmmmmmmeme .
. Mk E I P - 1
Justing Amadeus = “nges i Counselor (Generalist) | |
1 . . I
Counseling Office \____DavidFrancisco ___»
— Assistant - PT e -
Maryam Afshari i Counselor (Generalist) | |
i Paula Jacobs :
Office Assistant e e m e m e m—m——m—————— .
— 20-25 hrs i Counselor (Generalist) | |
Juan De La Cruz | MichaelLong ;
Career Services i Counselor (Generalist) |_
— Specialist i Sharron Nussenbaum |
- vacant PTmTTTmmm T !
i Counselor (Generalist) | _|
i Jan Ventura i
I Counselor (Generalist) | |
i JoAnn Alford i
T TTTTTTTTT i
i Counselors-PT-21
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Dean, Counseling Services

& Special Programs
Jerilyn Chuman

*: Matriculation Coordinator _>: Transfer Center Coordinator | 1 College Articulation Officer ,
1
1

- vacant L Miki Mikolajczak | [} Ralph Meza :
Senior Administrative Senior Transfer Center Articulation Specialist
— Assistant — Specialist | Krista Fisher
Gloria Martin Barbara Benavides
_ — Counseling Office Assistant
Senior Matriculation Transfer Center Specialist | ] 72.5% - vacant
— Specialist B Judi Pohl
Darren England
- . . Office Assistant Community
Senior Matriculation | Rosann Rios Collaborative
B Specialist | Program Specialist
Karen Yang — Substitute TPP Program Technician Community Collaborative
_ — — Grant Funded Overall Coordinator
Senior Matriculation Jorge Guerrero Mary Anstadt
— Specialist
Laura Toscano :r““C““-I““F:'I'“(;“-E | Program Assistant
. _ B ounseiors - =1 - ' Tracy McConnell
Counseling Office O a

— Assistant - 50%

Mursel Azar — Substitute Project Coordinator/Infant

—  Toddler Development
Barbara Tamialis

Program Technician
— 72.5%
Jennifer Gleizer-Drucker
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COUNSELING SERVICES
and SPECIAL PROGRAMS
ORGANIZATIONAL CHART

 To Vice President for Student Services

EOPS/CARE/CalWorks
Coordinator
Georgina Guy
| | Sr. Administrative Assistant
Senior Administrative Leanne Bean
— Assistant

Teresa Camacho

DSP Specialist (LD)
Marie Bowman

EOPS Specialist Bilingual
Maria Paniagua

DSP Specialist

o Sylvia Mejia
| | EOPS Specialist Bilingual
Lori Parra —
|| DSP Specialist
pomTmTomommomem-ommmmee 1 Marlene Sais
1 Counselor (EOPS) .

[ Juanita Baltierra i —
b - L DSP Specialist
ettt H -vacant
i EOPS/CARE/CalWORKS

o Counselors - PT -3 i , —
bmm e + || Alternate Media Specialist

Mike Sauter

Counseling Office Assistant
Kathy Schultz

Program Assistant (catagorical)
72.5% - Summer Lesina

Office Assistant
72.5% -vacant
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Dean, Counseling Services

& Special

Jerilyn Chuman

Programs

A

A

Assistant Dean, Counseling <
—>| Services & Special Programs |«
Terence Nelson
- DSPS Coordinator :
i Ardith Lynch '

| Counselor-DSPS
i Zina Boratynec

Counselor-DSPS
Loma Hopkins

Counselor-DSPS - 20%
Maryam Azary

Learning Disabilities Instructor
] Mike Hoggatt

| 1 Learning Disability Specialist
Kim d’Arcy

1 Learning Disability Specialist

1 - vacant

' Mike Bennett

) - vacant
' Special Services
) Instructors - PT -5
' Special Services
) Counselors - PT -5

1 Adapted Kinesiology Instructor

1 Adapted Kinesiology Instructor

VETS

VETS Director
Terence Nelson

VETS/Outreach Aide - 25%
Tony Belot

VETS Instructors
& Counselors - PT -2

Sr. Administrative Assistant
75% - Brooke Sauter
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OFFICE OF ADMISSIONS AND RECORDS ENROLLMENT SERVICES

The Office of Admissions, Records, and Enrollment Services provides efficient, accurate, and timely
services to students through the admissions, records management, and graduation proceses. The office
also provides roster and grade services to faculty and ensures that the student records are accurate and
reliable for the purpose of an audit.

Director — Jane Rosenkrans
Registrar — Joyce Semanik

International Student Programs Specialist
Monika Connolly

Admissions and Records System Specialist
Craig Connor

Senior Admissions and Records Specialists
Fariba Dai
Shirley Gauthier
Connie Harrington
Doris Muchirahondo

Records Evaluators
Elva Araiza
Jeanne Barnhill
Julie Pahan
Evelia Ramirez

Senior Administrative Assistant
Lurdes Casillas

Admissions and Records Specialists |
Kimia Fahimi
Nancy Fiacco
Kathy McGann
Alicia Olvera

Admissions and Records Specialists Il
Lee Anne Leithem
Donald Powell
My Truong
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ADMISSIONS and RECORDS
ENROLLEMENT SERVICES <
ORGANIZATIONAL CHART

To Vice President for Student Services

Director of Admissions,
Records & Enroliment Services [

Jane Rosenkrans

A

Admissions & Records
Registrar
Joyce Semanik

A

Registration

Senior A&R Specialist
Connie Harrington

Senior A&R Specialist
Doris Muchirahondo

Senior A&R Specialist
Shirley Gauthier

Senior A&R Specialist
Fariba Dai

A&R Specialist |
Alicia Olvera

A&R Specialist |
Kimia Fahimi

A&R Specialist |
Kathy McGann

A&R Specialist |
- vacant

Data Processing

A&R System Specialist
Craig Connor

A&R Specialist Il
My Troung

_| Transcripts & Verifications

A&R Specialist Il
Lee Anne Leithem

A&R Specialist |
Nancy Fiacco

A&R Specialist | - PT
- vacant

A&R Specialist | - PT
- vacant

A&R Specialist Il
Don Powell
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Senior Administrative
Assistant
Lurdes Casillas

_| Evaluations | International Students Program |
Admissions & Records International Students
— Evaluator Program Specialist
Jeanne Barnhill Monika Connolly

Admissions & Records
— Evaluator
Julie Pahan

Admissions & Records
— Evaluator
Evelia Ramirez

Admissions & Records
— Evaluator
Elva Araiza
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OFFICE OF STUDENT DEVELOPMENT

The Student Development Office is guided by the philosophy that students who participate in the life
of a college excel both academically and personally, thus making their college experience more mean-
ingful. Students who participate in co-curricular activities, building relationships with faculty, staff, and
peers are most likely to stay in school and persist to graduation. The Student Development Office is
therefore committed to supporting the leadership and personal development of our students through
opportunities such as the Associated Student Government (ASG) and campus clubs. It is our mission to
attend to the whole person in supporting student success.

In addition, the Student Development Office oversees a variety of other programs and committees.
The office also provides services such as reserving conference rooms and campus posting information.

Audra DiPadova — Director of Student Development
1. Manages Student Development Office
2. Advisor to Associated Student Government
3. Associated Student Government budget development
4. Committee Chair for:
a. Campus Environment
b. Food & Beverage
c. Bookstore
d. Commencement

e. Teacher of the Year

Erin Long — Senior Administrative Assistant — Substitute
1. Associated Student Government budget management
2. Associated Student Government activities

3. Contract management

4

Room reservations (SSC 212)

Valeria Ibarra — Student Development Office Assistant — Substitute
1. Advises the Inter-Club Council and all campus clubs

Processes all club paperwork
Manages project specialists (7)
Room reservations (SSC 212)

Event management

S T

Processes work orders

The Associated Student Government (ASG) plans, organizes, promotes, sponsors and finances a
comprehensive program of activities and services for all Saddleback College students. The ASG Events
Cabinet (E-Cab) and ASG Student hold regular meetings in their new office’s conference room (SSC
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211). ASG Inter Club Council (ICC) holds regular meetings in the Student Lounge (SSC 212).

ASG and ICC, along with numerous campus clubs, participate in the planning and execution of special
events such as: Blood Drives, Homecoming, Earth Day, Multicultural Day, Campus-Wide BBQs and many
more.

ASG Members are also actively involved in various campus committees such as the Budget Committee,
Food & Beverage Committee, and President’s Council, to name a few.

Participating in ASG, ICC and Campus Clubs gives students the opportunity to learn valuable leadership
skills, organizational skills, and communication skills which will enhance their college experience and
provide a foundation for their future. ASG also provides an excellent opportunity to have a voice in
policy making on the campus.

The Associated Student Government (ASG) Funding Program

The Saddleback College Associated Student Government (ASG) is the representative governing body
of the Associated Students of Saddleback College (ASSC). In its capacity as a recognized autonomous
governance group, the ASG plans, organizes, and finances a comprehensive program of activities and
services for all Saddleback College students. The ASG finances its programs of government, services,
and activities through the sale of Associated Student Body cards, contract revenue, and other fundraising
activities. Each year the ASG Budget Committee evaluates the ASSC student-generated revenue and is
fully responsible for soliciting, considering, and awarding campus-wide allocation requests that provide
essential financial assistance for student activities.
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OFFICE OF STUDENT DEVELOPMENT
ORGANIZATIONAL CHART

To Vice President for Student Services

A

Director of Student
= Development
Audra DiPadova

Senior Administrative Assistant
— (127)
Erin Long - Substitute

Student Development
— Office Assistant (120)
Valeria Ibarra - Substitute
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CAMPUS POLICE

The Saddleback College Campus Police Department is a service-oriented police agency. The Campus
Police Department is staffed by fully-sworn Peace Officers, trained and regulated by standards established
by the California Peace Officer Standards and Training (P.0.S.T.) Commission. The officers have the same
authority as a Municipal Police Officer or County Deputy Sheriff.

Campus Police Officers are responsible for patrolling campus grounds, taking crime and incident reports,
conducting investigations, enforcing all applicable laws, traffic regulations and providing a safe environ-
ment for our students, faculty, staff and guests.

Harry Parmer — Director of Safety and Security/Chief of Police
Jim Pyle — Deputy Chief of Police/Assistant Director
Andrew Craven — Parking Coordinator

William Arbuthnot — Police Officer

Joe Clayton — Police Officer

Santos Garcia — Police Officer

Ed Grijalva — Police Officer

Jeffrey Hsu — Police Officer

Dan Lincoln - Police Officer (PT)

Steve Weibel — Police Officer (PT)

Jean Lukas — Senior Administrative Assistant

Jim Crabtree — Safety and Security Assistant

Sue Hines — Safety and Security Assistant
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CAMPUS POLICE
ORGANIZATIONAL CHART

To Vice President for Student Services

A

Director of Safety & Security/
Chief of Police
Harry Parmer

Y

Senior Administrative

— Assistant Deputy Chief of Police/
Jean Lukas Assistant Director o
Jim Pyle
Campus Police Office
|| Assistant
Jim Crabtree Parking Coordinator

Andrew Craven

Campus Police Office

— Assistant Police Officer ||
Sue Hines William Arbuthnot
Police Officer [ |
Joe Clayton
Police Officer

Santos Garcia

Police Officer
Ed Grijalva

Police Officer
Jeffrey Hsu

Police Officer - PT
Dan Lincoln

Police Officer - PT
Steve Weibel
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OFFICE OF STUDENT HEALTH SERVICES

The mission of Student Health Services is to enhance the educational success of Saddleback College
students by promoting wellness and addressing physical and psychological health concerns that create
barriers to learning.

Brenda Frame, R.N. — Director of Student Health Services
1. Develop Student Health Services programs, policies, standards and current objectives

2. Coordinate Student Health Services operations and programs with community based health organizations
and services

3. Supervise Health Center personnel including physicians, registered nurses, psychologists and counseling
interns

Triage and treat routine and urgent medical and psychological issues

4

5. Provide crisis intervention

6. Provide health counseling and education to students in clinical and non—clinical settings
7

Respond to campus medical emergencies

Monica L. Nelson R.N. — Health Center Nurse

1. Provide supervision and direction to Student Health Center personnel, evenings and in the absence of
Director of Student Health Services

Maintain and order pharmaceuticals, medical supplies and equipment
Triage and treat routine and urgent medical and psychological issues
Provide crisis intervention

Provide health counseling and education to students in clinical and non—clinical settings

o vk~ wN

Respond to campus medical emergencies

Marla H. McBride R.N. — Health Center Nurse (45% time)
1. Triage and treat routine and urgent medical and psychological needs of students
2. Provide crisis intervention
3. Provide health counseling and education to students in clinical and non—clinical settings

4. Respond to campus medical emergencies

Debra P. Vail R.N. — Health Center Nurse (25% time)
1. Triage and treat routine and urgent medical and psychological needs of students

2. Provide crisis intervention
3. Provide health counseling and education to students in clinical and non—clinical settings

4. Respond to campus medical emergencies
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Lurdes D. Ricketts — Senior Health Office Assistant
1. Provide receptionist and secretarial services

2. Maintain patient information systems including charts, scheduling, medical information, HIPPA compliant
data and office equipment

Provide accounting, accounts receivable and lab fee reconciliation services

4. Maintain current student health insurance information and accident insurance claim files

Elizabeth J. Elliott — Health Office Assistant (50% time)
1. Provide receptionist and secretarial services

2. Assist with maintenance of patient information systems and office equipment

3. Assist registered nurse in emergency and/or crisis situations
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OFFICE OF STUDENT HEALTH SERVICES
ORGANIZATIONAL CHART

To Vice President for Student Services

Director of
Student Health Services
Brenda Frame
A

Family Practice Physician |
15% l
Ralph Farinella, M.D. 1

Health Center Nurse
Monica Nelson

Health Center Nurse - i Family Practice Physician ;
PT i 10% :
Debby Vail i Brian Haskins, D.O. 1

Health Center Nurse - : Family Practice Physician |
PT : 15% I
Marta McBride : Jocelyn Won, M.D. '

- Elizabeth Elliott

Senior Health Office |, Clinical Psychologist 30%
Assistant — | TinaFreeland, Ph.D. |
Lurdes Ricketts fTTTTTTTTTTTTT TS :

_ : | Gynecologist 10% :

Health Office Assistant ' Terese Dearmin, M.D. |
-PT R e LR EE R e 4

:r ———————————————————— L]

Gynecologist 5% :
George Kallins, M.D. |
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CHILD DEVELOPMENT CENTER

The Saddleback College Child Development Center offers services for preschool age children that are a
minimum of 18 months of age and may remain in the program up to their entrance into kindergarten.

Lisa Cavallaro — Child Development Center Manager
Vacant — Assistant Manager

Nicholas Schmidt — Administrative Assistant

Wesley Thomas — Senior Child Development Specialist
Colette McClellan — Child Development Specialist
Shawn Norman - Child Development Specialist

Terry Aragonez — Child Development Specialist (PT)
Deborah Dautel — Child Development Specialist (PT)
Alicia Dunmeyer — Child Development Specialist (PT)
Lucie Duran-Herwehe — Child Development Specialist (PT)
Julia Gilman - Child Development Specialist (PT)
Katrina Macasaet — Child Development Specialist (PT)
Jennifer Soto — Child Development Specialist (PT)

Vacant — One part—time position

218  Child Development Center



Saddleback College Governance and Organization Manual

CHILD DEVELOPMENT CENTER

ORGANIZATIONAL CHART
~To Vice President for Student Services
R Child Development Center
~ Manager <
Lisa Cavallaro
A
Administrative Assistant Assistant Manager
Nicholas Schmidt -vacant
Senior Child Development Child Development
Specialist Specialist - PT
Wesley Thomas Alicia Dunmeyer
Child Development Child Development
Specialist Specialist - PT
Colette McClellan Lucie Duran-Herwehe
Child Development Child Development
Specialist Specialist - PT
Shawn Norman Julia Gilman
Child Development Child Development
Specialist - PT Specialist - PT
Terry Aragonez Katrina Macasaet
Child Development Child Development
Specialist - PT Specialist - PT
Deborah Dautel Jennifer Soto
| | 1 Part-time Position
-vacant
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STUDENT FINANCIAL ASSISTANCE & SCHOLARSHIP OFFICE

The Student Financial Assistance & Scholarship Office provides services to offset the cost of education
to eligible students through Federal, State and institutional programs assisting in the pursuit of personal
and educational goals.

Mary Hall — Director
1. Program management
2. Program development/scheduling/maintenance/reports/evaluation

3. Staff development and supervision

Lynn Martin — Administrative Assistant
1. Monitoring budget accounts, requisitions, travel arrangements

2. Classified payroll and HR forms

3. Emergency Loans

Ruth Higgins — Senior Financial Aid Specialist
1. Technical support for programs
2. Program reconciliation
3. Internal auditor

4. Perkins Loans due diligence

Hoang—-Quyen (Tina) Dang — Financial Aid Specialist
1. Verification and awarding

2. Coordination of Federal Work Study Program

Javier Williams — Financial Aid Specialist
1. Verification and awarding
2. Outreach

3. Development of program information

Phuong Vu - Financial Aid Specialist
1. Validation of files

2. Verification and awarding

3. Direct Loan Processing

Dennis Stachelski — Financial Aid Specialist
1. Fee Waivers
2. Validation of files
3. Direct Loan Processing

4. Webpage support
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Patti Rocklin — Financial Aid Specialist
1. Scholarships
2. Validation of Files

Pheolin Truong - Financial Aid Specialist
1. Front Counter
2. Advisement to students
3. Validation of files
4. Web grants
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STUDENT FINANCIAL ASSISTANCE
and SCHOLARSHIP OFFICE
ORGANIZATIONAL CHART

To Vice President for Student Services

Director of Financial
>| Assistance & Scholarships
Mary Hall

Administrative Assistant
Lynn Martin

Senior Financial Aid
— Specialist
Ruth Higgins

Financial Aid Specialist
Hoang-Quyen (Tina) Dang

Financial Aid Specialist
Dennis Stachelski

Financial Aid Specialist
Phuong Vu

Financial Aid Specialist
Javier Williams

Financial Aid Specialist
— -PT
Patricia Rocklin

Financial Aid Specialist
— -PT
Pheolin Truong
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OFFICE OF OUTREACH, RECRUITMENT AND RETENTION

The primary goal of the Outreach Department is to attract new students to Saddleback College.

This goal is accomplished through various activities such as high school visits, school presentation,
participation in college fairs, campus tours, community outreach and coordinated campus events such
as: Welcome Week, Family Night and Senior Day. The Student Information Center is also a function of
the Outreach Department.

Leslie Humphrey — Coordinator of Outreach & Recruitment
1. Program planning, development, organization, coordination and implement the outreach, recruitment
and retention programs.

Develop relationships within k=12 school districts and community entities.
Prepare and administer program budgets.
Oversee the Student Ambassador Program/Gaucho Guides

Oversee the Student Information Center

A

Chair of Outreach, Welcome Day, Family Night, Office of Relation with Schools, High School Advisory,
High School Counselor’s Day and Senior Day committees.

7. Oversee Campus Tours

Sandra Malagon - College Information Operator
1. Operates the College switchboard.
2. Provides information and assistance to students, faculty, staff and the general public.
3. Performs a variety of general office support and clerical duties.
4. Provides assistance to students, staff, faculty and the general public at a central reception area.
5

Assist with supervision of the Student Information Center.

Outreach Aides
1. Conduct campus tours.
2. Provide assistance in the Student Information Center.

3. Assists with on—campus activities that promote student recruitment and retention.
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OFFICE OF OUTREACH,
RECRUITMENT and RETENTION
ORGANIZATIONAL CHART

To Vice President for Student Services

<

Office of Outreach,
Recruitment & Retention

Coordinator of Qutreach
& Recruitment
Leslie Humphrey
I
College Information Operator,
Sandra Malagon
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION (CSEA)

The California School Employees Association represents 230,000 dedicated,
extraordinary school support staff throughout California. CSEA members perform
a wide range of essential work in our public schools and community colleges,
including security, food services, office and clerical work, school maintenance
and operations, transportation, academic assistance and para-educator services,
library and media assistance, computer services and more. CSEA was formed in
1927 when a determined group of Oakland custodians came together to support
an elderly custodian who couldn’t afford to retire because public schools had no
pension plan for such employees. This small group of custodians saw the need
to gain rights and benefits for themselves and other school employees, and
began the organization to achieve this goal. Today, CSEA continues to thrive as

a member-run union, democratically controlled by member volunteers in more
than 750 local chapters throughout the state. We are proud of our contributions
toward California’s future and we strive everyday to carry out our mission to
improve the lives of our members, students and communities.
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STANDING COMMITTEE FACULTY ASSOCIATION

(COUNCIL)

PURPOSE The South Orange County Community College District Faculty Association is
committed to the support of all faculty members in the district through the
support and defense of our rights under the contractual agreements that this
association negotiated with the Board of Trustees of this District. The Faculty
Association is committed to a fair and equitable work environment for both our
Full-time and Associated Faculty members by providing freedom to accomplish
our primary goal: providing the very best in education to our students. We
endeavor to work with the Board of Trustees, both local college administrations,
our campus communities, fellow district associations, and the general community
of South Orange County.

MEMBERSHIP Advanced Technology & Applied Sciences
Business Science
Counseling Services and Special Programs
Counseling Services and Special Programs
Fine Arts
Fine Arts
Health Sciences and Human Services
Learning Resources
Liberal Arts
Math, Science & Engineering
Physical Education/Kinesiology
Social and Behavioral Sciences
Associate Faculty
Associate Faculty
Grievance Chairperson

MEETING TIME: TBD
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STANDING COMMITTEE
(COUNCIL)

PURPOSE

MEMBERSHIP

MEETING TIME:

SOCCCD POLICE OFFICERS ASSOCIATION

The purpose of this association is to unite all persons within its jurisdiction for
economic, professional and social advancement. The aim of the association is

to secure adequate compensation for its members for the performance of their
professional duties and to improve conditions of employment through collective
bargaining, legal activities, collective efforts in all areas of labor representation,
legislative and political activity, and attempts to insure themselves and their
families against health, disability, accident and any other problems that may
occur. The association will perform these duties in a manner that brings credit to
and reflects favorably upon professional law enforcement and the campus com-
munities that our members serve.
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SADDLEBACK
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28000 Marguerite Parkway
Mission Viejo, CA 92692
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