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IEC Report, General Counseling 

 
Submitted Spring 2009, 

Covering academic years 05/06-07/08 
 

 
Under the general supervision of the Vice President of Student Services, faculty within 

the general counseling department are available serve all students and potential students 

of Gavilan College.  In addition to providing academic, career, and personal counseling, 

as well as crisis intervention, the department offers approximately 15 sections of 

guidance courses per year. The department also coordinates specific programs, training, 

and project development for  functions for such as transfer articulation, veterans services, 

ASB advising, the Puente Program, GECA, ASSIST, new student orientation, and the 

Transfer Institute. There are currently six full time and 2 adjunct faculty members within 

general counseling who work in tandem with counselors in the college’s categorical and 

specialized programs.   

 

In its continuing efforts to provide the most comprehensive and accessible services to 

Gavilan students possible, the counseling department has focused much of its recent 

efforts on expanding services to students at our Morgan Hill and Hollister sites, 

expanding counseling and course delivery options, honing its ability to retain students 

who are in academic jeopardy, and promoting the college as a viable “two year transfer 

option” for students who enter with strong academic preparation.  As such, the 

department has recently focused on the following strategic initiatives:  

 

• establishment of a regular presence at both off-sites throughout the year 

(including guidance courses and summer and intersession services)  

• development of online delivery options for two guidance courses as well as the 

new student orientation 

• development of an online counseling service 

• development of curriculum to offer GE applicable guidance courses during 

intersession 

• implementation of the college’s “Transfer Institute” 



 ii 

• development of online and face-to-face workshops for students in probationary or 

dismissal status 

• re-implementation of in person orientation sessions at all three sites 

 

Due to the number and scope of initiatives that the department has undertaken, a 

comprehensive evaluation of each has been difficult. In order to ensure that our practices 

are effective and efficient, the department intends to conduct an in depth evaluation and 

analysis of each initiative so that we can best determine the direction in which to proceed. 

Additional initiatives the department has recently become involved with are the 

implementation of the Degree Works system and project coordination with the STEM 

grant project. 

 

Despite the large growth that the college has experienced in the past three years, the 

counseling department has continued to function with essentially the same staffing levels.  

The addition of a part time faculty member, though, has allowed for the expansion of site 

services; once the college is in a financial position to hire the full time counselor 

currently approved on the 5 year faculty hiring plan, the department looks forward to 

expanding services further.   

 

Included in the challenges that confront the department are a lack of dedicated classroom 

space as well as diminishing office space; insufficient full time faculty to keep pace with 

growing enrollments; training students and other staff with the new Banner system; and 

the need for technological upgrades.  In spite of these challenges, though, the department 

continues to operate with the needs and goals of our students as our first priority.  The 

information contained in this report details many of the results of our efforts and our 

plans to continue the growth of the department 

 

Submitted by:  

Leslie Tenney   

Counseling Department Chair 

April 24, 2009  
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Program Review: General Counseling 

 
1. Scope of Program (C.2; D1-4) 

 
a. Purpose of the program (include program mission and program 

organizational  chart):  The mission of the Gavilan College Counseling 
Department is: “ Gavilan College counselors are committed to serving the 

community, students, staff, and faculty by providing comprehensive 

counseling programs and services that support all areas of student 

development and self reliance.”  Counselors within General Counseling 
report directly to the Vice President of Student Services. Under the general 
supervision of the Vice President of Student Services, counseling faculty 
provide services, support, and instruction to a diverse student population 
regarding decisions that affect personal, educational, career and vocational 
goals.   Counselors are professionally trained to diagnose difficulties 
students face in the educational arena, to assist in identifying solutions for 
those difficulties, and to support students throughout the educational 
process. Per Title 5 Regulations, the core functions of the counseling 
faculty are: academic counseling, career counseling, personal counseling, 
crisis intervention, participation in outreach that focuses on maximizing 
students’ academic experience, participation in the college governance 
process in order to advocate for student development, and training and 
professional development. 

 
 There are six fulltime and two part-time (approximately 60%) general 
 counselors.  The counseling department chairperson represents all 
 counseling faculty; in addition to the six generalists, the following faculty 
 are represented: 
 

1. Two fulltime EOPS counselors reporting to the EOPS Associate Dean 
2. One fulltime DRC counselor reporting to the Associate Dean, DRC 
3. One part-time (67%) counselor reporting to the Associate Dean, DRC 
4. One part-time (60%) TriO counselor reporting to the TriO Director 
5. One part-time (60%) athletics counselor reporting the Dean of 

Athletics 
6. One part-time MESA counselor (15 hours per week) reporting the 

MESA director. 
7. One part-time (60%) Basic Skills counselor reporting to the Interim 

Basic Skills Director.   
 
The complete organization of the counselors at Gavilan College can be 
seen in the attached  Student Services  organizational chart. Although 
counselors in the above programs serve students with specific needs and 
defined demographics, counseling services in general counseling are 
available to all Gavilan students, regardless of program affiliation.  It is 
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not uncommon for students enrolled in categorical programs to also seek 
assistance from the general counseling area.    

 
b. Program staffing and productivity: In the past three years general 

counseling has added one full time counselor.  Part time staffing has 
remained fairly constant with two adjunct counselors. In addition to 
instruction and counseling services, department faculty are also assigned 
to coordinate specific ancillary programs.  This includes 40% time for the 
Puente Counselor, 40% for the ASB Advisor, and 80% time for the 
Articulation Officer.  

 
c. Student population served: The demographics of the students served in 

general counseling have also remained fairly constant over the past three 
years.  The demographics of the students served in General Counseling 
mirror the demographics of the general population of the college.  
However, per the campus research office, there has been a significant 
increase in the number of students enrolled at Gavilan as well as in 
increase in the overall proportion of Hispanic students served. The chart 

below is based upon data garnered from the CA Community College 

Chancellor’s Office website (Data Mart): 

 

FTES per academic year  

07-08 4289.18* 

06-07 4030.67 

05-06 3909.57 

*This represents approximately 10% increase in FTES between 05-06 and 07-08. 
 

Headcount Per Semester  

Spring 08 7730* 

Fall 07 7174 

Spring 07 8083 

Fall 06 5776 

Spring 06 7048 

Fall 05 5332 

*This represents approximately 45% increase in headcount between Fall 05 and Spring 
08. 
 
The following data was obtained from the college’s research webpage: 

 

Headcount per Academic Year  

07-08 11,984* 

06-07 10,989 

05-06 9696 

*This represents approximately 23% increase in headcount between AY 05/06 and 07/08. 
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Gender enrollments have remained fairly constant with female enrollment ranging from 
52-54% and male enrollments ranging from 45-47% (with a trend towards slight 
increases in the percentage male enrollments and slight decreases in the percentage of 
female enrollments).  In addition, the greatest differences in reported ethnicity have been 
the following: * 
 
 
 

Ethnicity Hispanic White Unknown/No 
Response 

07-08 37.23% 41.40 11.32 

06-07 39.09 41.58 7.50 

05-07 39.37 43.93 4.88 

 
(*This data was obtained from the Chancellor’s office website. Due to the very large 
increase in the students not reporting ethnicity, trends in ethnicity are very difficult to 
gauge. This may explain why the college’s local data shows increases in the overall 
proportion of Hispanic students served while the Chancellor’s office shows a decrease.) 
 
For the counseling department at Gavilan, it appears that the most significant 
demographic chance change has been in the total numbers of students served nrolled at 
the college.  Between AY 05-006 and 07-08, the total number of students enrolled at the 
college grew by approximately 23%.  
 
d. Number of students served: The general counseling department tracks the numbers 
of students served based upon appointments attended and the number of students seen on 
a walk-basis.  During the fall and spring terms, students can meet with a counselor either 
by appointment or walk-in; during the winter intersession and summer terms, counselors 
are generally available on a walk-in basis only.  Following are the data for the past three 
academic years*: 
 

Term Appointments Attended Walk-ins Attended 

   

Spring 08 1300 1414 

Intersession 08 14 1000 

Fall 07 1380 1656 

Summer 07 13 2755 

Spring 07 1218 1376 

Intersession 07 6 1022 

Fall 06 1290 1472 

Summer 06 1 2670 

Spring 06 1564 1612 

Intersession 06 71 832 

Fall 05 1610 1774 
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* Data obtained from SARS student appointment system. 
  
A term-by-term comparison follows: 

05-06 

 07-08 06-07 05-06  

Summer-
Appointment 

2 13 Not included in 
reporting period 

 

Summer-Walk-In 2761 2755 Not included in 
reporting period 

 

Spring-
Appointment 

1300 1218 1564  

Spring Walk-In 1414 1376 1612  

Intersession-
Appointment 

14 6 71  

Intersession—
Walk-In 

1000 1022 832  

Fall--Appointment 1380 1290 1610  

Fall—Walk-In 1656 1472 1774  

 
These numbers are based on students seen on the main Gilroy campus only (SARS 
tracking for the off-sites has been incomplete and/or inconsistent.  This concern has been 
addressed and more reliable data should be forthcoming). It should be noted that 
fluctuations in these numbers are based on numerous factors including: total number of 
appointment hours available, shifts of counselor availability to the off-sites, shifts in 
appointment vs. walk-in availability in order to accommodate more students during 
registration periods, Banner implementation, etc. 
 
e.  As stated above, the counseling department provides the following services: 
 

 Academic counseling: This includes assessing, planning, and implementing 
immediate and longer-range academic goals.  Students are assisted in developing 
education plans, understanding placement and assessment information, 
researching transfer data and requirements, application processes, etc.  These 
services are provided on an individual basis and in specific guidance courses 
offered by the department.  Also included is transcript evaluation from all 
previous colleges attended. 

 
  Career counseling: students are assisted in assessing interests, aptitudes, and 

abilities and how to apply this information to current and future employment 
trends and goals.  These services are also provided individually and in specific 
guidance courses. 

 
 Personal counseling: students are assisted with personal, family or other social 

concerns.  These services are provided on an individual basis; when concerns are 
beyond the scope of counseling that the generalists are trained to provide, 
referrals to outside services and agencies are made.   
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 Crisis intervention: Counselors are available for crisis intervention on an as 
needed basis.  Two years ago, all counselors began participating in the college’s 
collaborative emergency response system.  On a month-by-month rotation, 
counselors carry a cell phone allows them to respond to emergency situations.  
Again, as needed, arrangements are made with other resources on campus and in 
the community. 

 
 Outreach: Counselors participate in outreach efforts by making classroom 

presentations, visiting local high schools (especially San Benito High School), 
participating in community mixers and meeting with high school students at 
events such as GavFest, etc. 

 

 College governance: Members of the department participate in the Curriculum 
Committee, the Academic Senate, Student Services Council, Department Chairs, 
GCFA, Faculty Development Committee, GECA, and the Expenditure Reduction 
task Force.  Counselors also regularly participate in hiring committees and tenure 
review committees.  Additional involvement in the past three years has also 
included the Basic Skills Committee and President’s Council. 

 
 Online counseling: The department now offers counseling services to students to 

assist with a range of counseling services including such things as schedule 
planning, general education information, prerequisite verifications, general course 
information, etc.  Students with detailed or more personal concerns are referred to 
in person counseling. 

 
 Department Website: The counseling department website contains a range of 

information including FAQ's, self help resources for students and staff, student 
success strategies, and career planning and transfer information and resources.  

 
 Articulation: The counselor responsible for articulation is assigned 80% time to 

develop and maintain articulation agreements with numerous campuses.  These 
include course-to-course, major-to-major, and general education agreements. 

 

 Instruction: Counseling Department faculty are responsible for teaching a range 
of courses including Self-Assessment and Career Development, Life Skills for 
Higher Education, Planning College Success, Peer Counseling, and Contemporary 
Leadership. 

 
 New Student Orientation:  The department has adapted its orientation program 

to allow students to complete the orientation online.  The online orientation is 
updated on a regular basis.  In the past two years, the department also secured 
funding that allowed offing a limited number of face-to-face orientation sessions. 

 

f. Budgetary allocations:  The department chair oversees budgets for both counseling 
and guidance.  The allocations for the past three (4-5-6’s) years follow: 
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630010: Counseling 

 

 05-06 06-07 07-08 

Office Supplies $2300 $2300 $1344 

Meeting expenses $200 $200 $135 

Printing $1350 $1350 $1190 

Postage 0 0 0 

Travel-Faculty 0 0 $489 

Mileage $1100 $1100 $203 

Equipment repair 0 0 0 

Software support 2190 $2190 1970 

Instructional Supply 0  0 

Office Equipment 0  0 

F/A $200-$499 0  513 

Total $7140 $7140 $5972 

 
 
493110: Guidance 

 

 

 05-06 06-07 07-08 

Software support $300 $300 0 

Instructional Supply $1900 $1900 $2686 

Total $2200 $2200 $2686 

 
 

 

g. Comparison to other colleges: Comparisons to sister college Evergreen Valley 
College and Hartnell college are made due to similarities in size and demographics: 
 
 
 

Headcount/academic 

year: 

 
05-06 

 
06-07 

 
07-08 

Total full 

time 

counseling 

faculty: 

FT faculty 

to student 

ratio: 

      

Gavilan 9696 10,989 11,984 9 1:1332 

Hartnell 15,077 15,545 16,549 17 1:973 

Evergreen Valley 19,179 27,331 18,280 16 1:1142 

 
 

 
 



 ix 

2. Strategic Initiatives: 
 

a. What specific accomplishments have occurred to support college-level 

strategic initiatives during the past three years: 
 

o Re-implementation of face-to-face orientation sessions 
o Increased counseling hours at Morgan Hill and Hollister sites 
o Increase in online course options 
o Increase in course sections offered 
o Implementation of “Transfer Institute” to enhance recruitment 
o Collaborative efforts with admissions, assessment, and outreach 

offices to streamline matriculation processes 
o Partnering efforts to enhance services to Basic Skills students. 
o Collaboration with child development faculty to facilitate delivery of 

services to vocationally oriented students.  
o Developed and supported implementation of off site high school High 

Step program. 
o Additional of online counseling component 
o Adjunct counselors were hired to serve/enhance services for: athletics, 

Basic Skills, off sites, and FYE students. 
o Developed webpage for transfer students that includes: transfer 

agreements, links to outside resources, transfer websites.  Links from 
counseling webpage and CTC website. 

o Focus on increased number of course to course, major to major and 
GE articulation agreements. 

 
 

b. What specific accomplishments have occurred at the unit or department 

level that demonstrate how goals have been accomplished? 

 

o Secured funding for orientation and academic dismissal workshops. 
o Secured funding to increase off site services. 
o Secured funding to implement electronic ed plans. 
o Secured funding for upgrade of computer equipment.   
o Identified common processes that directly impact students so that there is 

consistency in service delivery 
o Developed both online and in person formats to offer success workshops for 

students in academic dismissal status 
o Increased counseling services at both Morgan Hill and Hollister sites 
o Integrated our requests for electronic education plans into the planning of 

Banner capabilities and services offered via the newly acquired STEM grant.  
It is hope that electronic ed plan capability will be available in the very near 
future via Degree Works. 
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c. Has the service or program supported student success and retention over 

the past three years?  What initiatives have been specifically developed to 

support and retention?  What were the specific, measured outcomes of 

these initiatives? 

 
For the past three years, the counseling department has put a specific emphasis on the 
college’s “academic dismissal” student population.  These initiatives were to ensure the 
establishment of  ongoing relationships with one counselor in order to provide close 
monitoring of performance as well as specific and consistent planning to return students 
to good standing.  Based upon subjective and anecdotal data indicates the department 
suspects that those students who maintain consistent contact with assigned counselors 
and follow the department’s prescriptive remediation plans are significantly more 
persistent from semester to semester and more likely to return to good standing.  
However, the department needs to conduct a formal and in depth evaluation and analysis 
of this initiative. Efforts to enhance these supportive services as well as the a quantitative 
evaluation component are in progress for AY 08-09* 
 
In efforts to retain off site students and promote their success, the department has 
established a consistent presence at both sites.  Initial data here indicates that counseling 
appointments are well utilized (see appointment data presented for Morgan Hill and 
Hollister sites in question #1) Specifically, the Hollister site data in which students 
requested additional counseling availability, indicate the importance of such services.  In 
addition, in a recent survey conducted at the Hollister site (fall, 2008), numerous students  
responded that they would like to have more counseling services available when 
answering the open- ended question “What suggestions would you make to improve the 
services offered at the Hollister site?” (Continuance of these services is affected by 
funding levels.) 
 
Orientations to support student success: The department secured limited funding from 
Basic Skills funds  to allow for the limited reimplementation if of in-person orientation 
sessions. (in-person orientations were routinely offered until approximately six years ago 
when budget cuts necessitated their elimination)  Data Widely respected student success 
research and literature show that college students who are fully oriented and welcomed as 
new students show higher rates of persistence and success.  In an effort to offer this 
option to Gavilan  students, in-person orientation sessions have been offered during the 
summers (approximately 8 to 10 sessions) and intersessions (approximately 3 sessions) 
for the past two years.  These sessions are in addition to the online orientation option.  
The department has modified the orientation design to offer smaller and more 
individualized sessions and student feedback has been positive.  However, this initiative 
also needs to undergo a formal evaluation in order to determine it’s ultimate value.    
 
 
: counselor scheduling to increase accessibility (online, evenings, sites, follow-up for no 
shows, pre-appointment reminders, mailers, welcome letters with services. 
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In an effort to conduct complete evaluations of our the results of our most comprehensive 
strategic initiatives, the department has developed the following plan: 
 
 

Project Lead Term start 

data 

collection 

Term end data 

collection 

Term of data analysis 

Online counseling 
services and courses 

Rosa Sharboneau Fall 2005 Fall 2008 Fall 2009 

Transfer Institute Celia Marquez Fall 2005 Spring 2009 Fall 2009 

Off –site counseling Tim Lister Fall 2005 Fall 2008 Fall 2009 

Online orientations Leslie Tenney Summer 2007 Summer 2009 Spring 2010 

In person orientations Johanna Stewart Summer 2007 Summer 2009 Spring 2010 

Streamling of Matric 
Services 

Leslie Tenney Winter 09 Winter 2012 Spring 2012 

 
 
*The plan for the evaluation of these efforts is being included in the department’s 
updated “SLO at the program at the program level” shown later in this report. 
 

d. Describe community outreach and/or articulation efforts and how this 

benefits the student population served.   

 
• College orientations: continued online but offered alternate format and 

with parents—research shows that new student orientation enhances 
student success, retention, and persistence.  

• Transfer Institute: The benefit is to students prepared to transfer to four-
year level schools within 2 years by offering streamlined and concentrated 
counseling services.  The benefit is also enhanced focus on college ready 
students and demonstration of the viability of Gavilan for these students. 

• High Step: Benefit to local high school students by offering college 
courses on their campuses.  Increased exposure for Gavilan College. 

• Articulation efforts: Due to an increase in the hours dedicated to 
articulation the number of agreements between 04/05 and 07/08 increased 
as follows: 

  

 

 University of 

California 

Campuses (UC) 

California State 

University 

Campuses (CSU) 

Private 

Institutions 

05-06 5 13 10 

07-08 8 17 15 

Percent 
Increase 

60% 30% 50% 
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 Articulation agreements benefit transfer students in that they have assurances that 
 the courses they have taken at Gavilan College will be accepted for equivalent 
 courses at the institutions to which they transfer.   
 
 The department also believes  that articulation between local high schools and 
 community colleges can be very beneficial to students in that they might receive 
 credit at both the high school and college levels.  More importantly, articulation 
 between the two segments allows for curriculum alignment, especially in the basic 
 skills areas of English and math.  This assists the students in becoming better 
 prepared for college level work.  The department also believes that community  
 college articulation with the high schools should only take place between 
 instructional faculty within the specific disciplines.  For example, math faculty at 
 Gavilan must coordinate efforts to align curricula with math faculty at the high 
 schools.   Finally, in terms of transfer level courses,  the universities prefer that 
 community colleges do not articulate courses with high schools that have already 
 been approved by them for transfer.  The universities believe that they can honor 
 articulation agreements if they are kept between two parties only.  These 
 universities contend that by articulating the same courses with the high school 
 systems, they are indirectly being forced into an agreement with a third party 
 without their consent.  
 

• Counselor participation in local high school events including routine high 
school visits enhances the college’s visibility and allows potential high students to 
get direct information regarding options at Gavilan. 

• Counselor services during GavFest, Transfer Day, Career Day, Science Alive, 
etc.—same as above.   In addition, high school students seen during GavFest have 
had the opportunity to review assessment test scores and develop preliminary 
class schedules for the fall terms.  

 
 

 

e.  Describe how the service coordinates with other departments on campus.  

Provide specific examples of how this collaboration has benefited students. 

 

o The department coordinates with the Morgan Hill and Hollister sites to 
provide services at both locations in order to benefit students who 
primarily attend class at these location.  We have also started to 
expand course offerings to the sites for the same reason. 

o Counselors in specialized departments and/or service areas: General 
counseling coordinates efforts with those in categorical or specialized 
programs by having monthly all faculty department meetings, and by 
sharing resources and training.  The department has also coordinated 
and  hosted various training sessions (Banner, data standards, etc.) and 
counseling retreats.  The benefit  goal is coordinated service to 
students that is consistent across departments.       
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o Learning communities: The department collaborates with other 
instructional programs to prove  provide services for specific cohorts 
of students.  For example, learning communities for FYE, Puente, etc. 

o Student Services Council: Increased communication, coordinated 
services, collaborative efforts within all Student Services programs. 

o Basic Skills: Streamlining services in order to coordinate instead of 
duplicate.  The department also had a representative on the Basic 
Skills Committee for approximately two years.  

o Collaboration in Department Chair/Curriculum meetings: Input 
regarding scheduling, course requirements, program planning, etc. 
allows for ongoing student advocacy. 

o Matriculation services:  Collaboration with departments such as 
assessment, Admissions and Records, and Financial Aid.  Examples 
include coordinated assessment test and orientation schedules; new 
student assistance projects during peak registration periods, etc. 

 

f. Briefly describe your program strengths and weaknesses: 

   

  Strengths: 

o The department provides service to students at all Gavilan venues as 
well as online and to evening students. 

o The department faculty is diverse and well experienced. Several 
counselors are bilingual. 

o  The department is retention focused.  
o  The department focuses on student problem solving and  has a self  

sufficiency focus 
o The department takes initiative to grow and adapt to changing student 

needs. 
   
  Weaknesses: 

o There is a need for coordinated and ongoing evaluation efforts for new and 
existing initiatives. 

o There is an imbalance of adjunct to fulltime faculty ratio, Adjunct faculty 
have been hired in order to satisfy need for increased counseling services.  
There are numerous part time faculty in specialized service areas.  The 
part-time nature of these positions presents challenges for coordinated 
communication and service provision.   

 
 
 

 

g. What are some of the needs or challenges facing your program? 

 
o The disproportionate number of adjunct faculty fragments counseling 

services and detracts from a cohesive and consistent program.  While 
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adjunct faculty contribute to direct service delivery, departmental 
participation is broader campus wide efforts is often limited. 

o While many adjunct and categorical counselors receive training, 
communication, faculty representation, and other support from general 
counseling, they frequently operate independently and in isolation.  (these 
limitations are due to factors such as less frequent time on campus, being 
the only counselor within a department, lack of proximity, differing 
departmental policies and practices, etc.)    Our challenges are to ensure 
that all counselors are working toward the same end by using consistent 
measures, tools, and processes.  

o Space limitations (office and classroom) impact scheduling of classes and 
services. (Seven offices for up to 10 FT and PT counselors and no 
dedicated classroom space).  Course offerings are dictated by space 
availability as opposed to student need. 

o Resources are lacking (time, money and expertise) for conducting 

complete evaluation of departmental services and initiatives. 
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3. Program/Student Learning Outcomes: 

 

a. What has your program done to provide high quality of service to 

students?   

 

Due to the nature of this department, all efforts center around the provision of 
quality of service to students.  As discussed throughout this report, specific efforts 
include a department schedule that allows maximum access to counselors, 
guidance courses, and orientations; collaboration with other departments across 
campus; ongoing training and cross training both on campus and off; counselors 
who are able to work with students in all areas (vs. those campus that have major 
or program specific counselors); counselor availability between semesters; 
continued efforts to increase articulation, availability to other campus staff, etc. 

 

 

b. Complete the program/student learning outcomes matrix for your 

program.  Include your assessment plan, data collected, analysis of your 

data and next steps from the information you have gathered.  Use the 

program Outcomes Matrix.  

 

One of the components of academic counseling is to help students develop an 
educational plan that outline “major” course prerequisites and general education 
requirements needed to receive an AA/AS degree, complete a certificate program 
and/or transfer to a four-year institution.  These plans are completed with students 
during scheduled counseling sessions.   
 
Every semester, a considerable number of students schedule counseling 
appointments seeking personal, career, or academic counseling and in particular, a 
plan describing requirements needed to meet their individual goals.  These plans 
serve as tools to assist students in selecting the appropriate courses each semester 
and in the long run, make it possible for them to achieve their goals within a 
reasonable amount of time. 
 
With the help of the new scheduling and student tracking technology (SARS) that 
allows the counseling department to access statistical data regarding the number 
of students who make counseling appointments each semester, the department has 
been able to more formally determine the numbers of students seen each semester.  
Starting with the Spring 2008 semester, we began to track the number of students 
who had counseling appointments and of those, how many completed an 
educational plan.  Initial results are included below: 
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Institutional Outcome Program 

Outcome 

Assessment/ 

Measurement 

Result Use of Results 

Students who complete 
an educational plan will 
be able to describe major 
and/or certificate course 
requirements and when 
appropriate, general 
education and transfer 
requirements.  With this 
plan, students will make 
proper course scheduling 
decisions every semester 
and effectively estimate 
their completion date of 
their academic goals. 

50% of students 
who make a 
counseling 
appointment 
during the spring 
and fall, 2008 
semesters will 
complete a 
comprehensive 
educational plan 
based on the 
student’s personal, 
academic, or 
career goals. 

Each general 
counselor will keep a 
copy of every 
educational plan they 
write. 

Spring 2008:  

897 
unduplicated 
student 
appointments 
yielded 301 ed 
plans (33%) 
 
Fall 2008: 

990 
unduplicated 
student 
appointments 
yielded 524 ed 
plans (53%) 
 

The results seem to 
suggest that at least 
50% of the students 
making counseling 
appointments have 
been [positively 
impacted by the 
messages we 
distribute to them 
regarding the value 
of completing an ed 
plan. 
 
Based on the results, 
new strategies will 
be developed that 
will encourage a 
larger number of 
students to make 
appointments with 
the purpose of 
completing 
educational planes. 
 
The department will 
continue to track the 
number of plans 
completed and will 
further investigate 
what percentage of 
new (first semester) 
students is 
completing ed plans.  
This information will 
be used to evaluate 
the effectiveness of 
the department’s 
methods for 
communicating the 
value of the ed plan. 
 

Students on Academic 
Dismissal (AD) status 

60% of students 
who are on AD for 

At the end of the 
term, all petitions of 

 
TBD 

Results will be used 
to evaluate the 
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will learn strategies to 
return to good academic 
standing. 

spring 09 will: 
 
1. meet the 
conditions agreed 
upon with their 
counselors and 
established on 
their petitions for 
readmission. 
 
2. complete the 
term with a 
minimum of a 2.0 
GPA. 
 
3. be able to 
articulate how he 
or she was placed 
on AD status  

students enrolled for 
spring 09 will be 
reviewed to 
determine if each of 
the specified criteria 
was met. 

 effectiveness of the 
system in place for 
assisting students on 
AD to return to good 
standing.  
Modifications will 
be made as 
appropriate. 

 
 

*Also included in the above matrix is a second Learning Outcome at the Program 

Level.  The department is gathering data during the spring 2009 term to evaluate 

the learning outcome that “students on academic dismissal status will learn 

strategies to return to good academic standing.” 

 

 

 

 

4.  Unit plan/Budget Requests: 

 

a. The department’s goals over the next three years include: 
 

 Expansion of services, especially those in Morgan Hill and Hollister. 
 Complete implementation of the department’s evaluation plan to further 

determine which departmental strategies have been moist effective and decide 
which to expand, which to modify, and which to retire. 

 To strengthen our ability to assist students on academic dismissal status. 
 
b. The department will: 
 

 Hire an additional fulltime faculty member. 
 Fully implement it’s evaluation plan of new initiatives 
 Begin implementation of student success retention workshops for students who 

are academically dismissed 
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c. These goals are reflected in the attached Unit Plan.  Each component of the unit plan is 
tied to the college’s Strategic Plan. 
d. Attached 
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5. Instructional Portion 

 

a. Basic description of program: 

 

The counseling department offers a number of guidance courses throughout the academic 
year as well as during the summer session.  It also offered its first intersession course in 
January, 2009.  Courses are designed to support student retention and success, self-
sufficiency, and decision-making.  Courses are frequently offered as part of or 
supplements to other college initiatives, such Puente, First Year Experience, or Summer 
Bridge.  Pols/Psyc 27, Contemporary Leadership, is also taught each semester by the 
ASB Advisor (reviewed as a separate program). One course, Psyc 52, Peer Counseling, 
has been offered by the Counseling Department on an infrequent basis due to low 
enrollment.  The most frequently offered guidance courses* are: 
 

o Guidance 1/Psyc 5, Self-Assessment and Career Development 
o Guidance 6, Life Skills for Higher Ed 
o Guidance 200, Planning College Success 

 
*Each of these courses satisfies Area E of the Gavilan AA/AS pattern of general 
education.  Guidance 1 and 6 also satisfy Area E of the CSU Breadth; both are CSU 
transferable, and Guidance 6 is also transferable to the UC system. 
 
 
The table below shows the guidance course offerings for the past three academic years. 
 
 
Academic 

Year 
Fall Winter 

Intersession 

Spring Summer Total 

05-06 5 sections 
 
Guid 1=2 
(Gilroy) 
 
Guid 6=1 
(Puente) 
 
Guid 200=2 
(FYE) 
 
 

0 sections 4 sections 
 

Guid 1=4  
(1 online, 1 
Puente, 2 
FYE) 

2 sections 
 

Guid 1=2 
(online) 

11 sections 
 
Guid 1=8 
 
 
Guid 6=1 
 
 
Guid 200=2 

06-07 7 sections 
 
Guid 1=3  

(2 online, 1 
Gilroy) 
 

0 sections 6 sections 
 
Guid 1= 6  

(1 Gilroy, 2 
FYE, 1 
Puente, 2 

3 sections 
 
Guid 1= 2 
(online) 
 
Guid 6=1 

16 sections 
 
Guid 1=11 
 
 
Guid 6=3 



 xx 

Guid 6=2 
(1 Puente, 1 
Gilroy—
cancelled due to 
low enrollment) 
 
Guid 200=2 
(FYE) 
 
 
 
 
 

online) (online) 
 

 
 
 
Guid 200=2 

07-08 4 sections 
 
Guid 1=3 
(2 online, 1 
Gilroy) 
 
 

 

 

Guid 6=1 
(Puente) 
 
 

1 section 
 
 

 

 

 

 

 

 

Guid 6=1 
(online) 

4 sections 
 
Guid 1=4 
(1 Gilroy, 1 
Hollister, 1 
Puente, 1 
online) 

5 sections 
 
Guid 1=2 
(online) 
 
 
 
 
 
Guid 6=2 
1 online, 1 
Gilroy—
cancelled due to 
low enrollment) 
 
Guid 200=1 
(Summer 
Bridge—TriO) 
 
 
 
 

14 sections 
 
Guid 1=9 
 
 
 
 
 
 
Guid 6=4  
 
 
 
 
 
Guid 200=1 
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 2. Student Outcomes:  See attached data provided by the Campus  Researcher. 
 

 
 
3. Staffing Data:  
 

• Of the six fulltime faculty members in general counseling, there are 
normally at least three who teach guidance courses each semester.  
Normally, both adjunct faculty teach at least one course per semester.  

• The Campus researcher has included WSCH is his attached calculations. 
• Of the counselors in general counseling (all of whom teach), there are five 

women and 3 three men.  Of these, 5 five are of Hispanic background and 
three are Caucasian.  Five counselors are also bilingual English/Spanish. 

 
 4. Instructional Budgetary allocations  over the past three years: 
 

Fiscal year Instructional Supplies Software Support 

   

05-06 $2200 $0 

06-07 $1900 $300 

07-08 $3378 $400 

 
 
Increases in the budget for instructional supplies reflect the increase in the number of 
course sections offered as well as the rising cost of supplies.  In addition, online classes 
have necessitated an increase in fees required for online assessment materials.  (The cost 
of these materials, however, is credited to the guidance budget as students pay a materials 
fee for course assessments.)  Software support has enabled the department to use online 
resources for Guidance 1 classes.  In the past, hard copies of assessment materials were 
mailed to individual students.  The process is now significantly streamlined.   
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6 Strategic Initiatives 

 

a. What specific curricula, program, and/or pedagogical modifications were made 

within the program to support college-level strategic initiatives during the past three 

years?   

o Two guidance courses have been adapted for distance learning (Guidance 1 and 
Guidance 6) 

o Guidance 1 content was expanded to 3 units to include additional career 
development theory. 

o Course offerings have been expanded, especially to include offerings at off- sites 
and online. 

o Significant efforts to meet the scheduling needs of students have been made.  
However, the department has the ongoing challenge of securing appropriate 
instructional space. 

o Psyc 52 (Peer Counseling) will be updated and modified according to current 
student needs and instructional practices including service-learning components. 

o An online section of Guidance 1 was offered as a joint effort between Gavilan 
College and San Benito High school Independent Studies Program. 

o GECA students have been integrated into several guidance courses. 
b.  What results have you seen because of these modifications? 

o Online courses are consistently full every semester by the second week of 
registration.  Additional face-to-face courses fill by the start of each semester.  
However, some courses do not always fill to capacity due to time schedules.   

 
c. What methods does the program use to maintain the integrity of academic 

standards and achieve consistency within the discipline, particularly in regard to 

multiple section introductory classes use?  
o The department routinely reviews course curricula and student evaluations and 

shares instructional ideas and techniques.  The department will follow the 
following schedule to systematically evaluate it’s course offerings: 

 

Course Learning 
Outcomes 

Data Collection  Complete 
assessment/ 
analysis 

SLO Lead Assessment 
lead 

Report Lead 

Guidance 1 complete Spring 2009 Fall 2009 Celia 
Leslie 

Celia 
Leslie 

Celia 
Leslie 

Guidance 200 complete Summer 2009 Fall 2009 Michelle  
Blanca 
Leticia 

Blanca Blanca 

Guidance 6 complete Spring 2010 Fall 2010 Celia Celia Celia 

Guid 210 Needed Spring 2011 Fall 2011 Rosa Rosa Rosa 

Psyc 52 Complete Spring 2012 Fall 2012 Leslie Leslie Leslie 

Pols/Psyc 27 Complete Spring 2011 Fall 2011 Johanna Johanna Johanna 
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The department shares responsibility for the section of textbooks, the development of 
curriculum and course learning outcomes.  Instructors also share classroom resources, 
ideas, and practices. 
 
d. What are the programs methods for evaluating and modifying the contents of 

course offerings? 

Student course evaluations, review of learning outcomes, various classroom assessment 
techniques to check for student understanding.  Data obtained is used to refine and 
modify courses.   
 
e. What staff development efforts has your program undertaken? 

All teaching faculty attend training workshops and take classes to upgrade skills; 
counselors meet and share successful teaching strategies.  In addition, specific training 
has included new refresher training in: 

• Myers Briggs Type Indicator 
• Strong Interest Inventory 
• True Colors certification training 
• Ensuring Transfer Success 
• Annual UC and CSU update training 
• Labor market and career trends   
• Departmental cross training and curriculum development 

 
  
 

f. How is the program articulated with regional four-year colleges and universities 

and district high schools? 

Both Guidance 1 and Guidance 6 satisfy CSU breath requirements; Guidance 6 is also 
UC transferable.  Psyc 52 is CSU transferable.  High school articulation has not been 
pursued.   
 
g. If applicable, how does the program meet all local, state, and federal 

requirements?   N/A 
 
h. If applicable, how has your program collected and responded to the needs of the 

community/field? 
The Counseling department works closely with programs such as GECA, Basic Skills, 
FYE, the juvenile justice system, and High Step to provide appropriate course offerings. 
 

i. Briefly describe your program’s strengths and weaknesses. 

 

Strengths: 
 Courses fill up quickly and satisfy GE requirements. 
 Courses are offered online and in-person as well as at the off-sites. 
 Courses are offered during summer and winter intersessions 
 Courses are particularly relevant to student success. 
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Weaknesses: 
 Some student perceptions seem to be that guidance courses will not be as rigorous 
 other academic courses and students are therefore often under prepared for course 
 workload and expectations. 
 
j. What are some of the needs or challenges facing your instructional program? 
Classroom space is needed.  At present, space availability dictates the guidance schedule. 
The addition of another full time counselor will allow the department to increase course 
offerings.   
 
7. Program/Student Learning Outcomes: Complete the program/student learning 

outcomes matrix for your instructional program since the previous review.  Include 

your assessment, results, and the use of these results on an annual basis. 

 

Guidance courses do not constitute an instructional program. Please refer to question c 
above for a complete schedule of when all guidance courses are scheduled for evaluation.  
In addition, attached is an example of a “Course Plan for Engaging Students and 
Assessing Learning” (Guidance 1) 
 
8. Unit Plan/Budget requests for the Instructional Component of your program. 

 

All information is included in the counseling department Unit Plan.  Please see attached. 
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GAVILAN COLLEGE 
INSTITUTIONAL EFFECTIVENESS COMMITTEE 

 

UNIT PLAN AND BUDGET REQUEST FORM 
Unit:  (Department/Program/Service): Counseling Department  
Responsible Staff: Department Chair, Counselors 

Unit Plan #: 1 
 

Date Completed:  Spring 2010 

Strategy Initiative (Strategy from Strategic Plan; include #): 
Strategy 1: Optimize enrollment, course offerings and services to reflect community needs and growth 

Goal (Goal associated with Strategic Plan Initiative above; include #): 
Optimize enrollment to reflect community needs and growth. 
Objective (s) (What do you want to do?): 
Develop and implement Retention Workshops for students in an “academic dismissal” or “progress dismissal” category. 
Activity (s) (How are you going to accomplish your objective?): 
1. All students in the first term of academic dismissal or progress dismissal categories will attend a mandatory retention 

workshop.  A minimum of 75% of students in this category will attend a workshop prior to enrolling in subsequent 
terms.  The remaining students will participate in a workshop within 30 days of the start of the semester. 

2. Develop workshop formats that address needs and concerns of students in Academic Dismissal status.  Topics will 
include student success strategies, identification of causes for poor performance, goal setting, etc. 

3. Provide workshop facilitation training to all counselors. 
4. Secure re-commitment from Basic Skills for necessary funding to include: staffing, office supplies and instructional 

materials such as student workbooks, etc; funding to offer workshops during the non-academic calendar year; and 
workshop facilitation training. 

5. Develop workshop schedule to accommodate students in summer and early in fall semester. Include a minimum of 
five workshops for each term. 

6. Identify students in AD/PD status following each term's grade reports. Mail dismissal letters to students in dismissal 
status; include workshop schedule and attendance requirements. 

7. Facilitate workshops between semesters and at the start of each semester.  Document attendance and ensure that 
student has participated in workshop prior to semester registration. Ensure that each student is assigned to a 
dedicated counselor prior to or at the time of registration. 

8. Work with MIS department to ensure Banner tracking. monitoring systems to campus wide participation. 
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Specific Outcome Measurements to be Used in Evaluation (What data or information will you collect to show that you have 
achieved what you set out to do?): 
All students in the first term of academic dismissal or progress dismissal categories will attend a mandatory retention 
workshop.  A minimum of 75% of students in this category will attend a workshop prior to enrolling in subsequent terms.  
The remaining students will participate in a workshop within 30 days of the start of the semester. 
Resources Required        No          Yes (Complete Budget Section) 
 

Status Report as of March 2009           (date) (Several sentences on status. Include supporting data.):  Both online and in person 
workshop formats have been developed and are ready for implementation.  However, delays created by Banner 
implementation have not allowed for accurate identification and notification of students in a probationary or dismissal 
status.  It appears that resolution this problem may be reached by the end of fall, 2009, allowing for full project 
implementation by spring 2010.  
 

 



2.26.08 NB        Page 3 of 6 

BUDGET REQUEST SECTION 

Budget Review Year:   
 

 FY 2009 -  10    FY 2010 -11     FY 2011 -  12   

Prior year Unit Plan # matching current request: 
( i f  any) :   
 

  

Required Certifications 

Supervisor’s  Name:   Area  VP Name:  

Comment:   Comment:   

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

1  =  H i g h e s t ;   5  =  L o w e s t  
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 (  A )  Non-Personnel Request              
(  A  )   N o n - P e r s o n n e l  R e q u e s t  

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No  

I f  “yes”  where?   

Speci f ic  I tem(s)  Needed Resource(s )  Being Requested (Brief  Descr ipt ion):  Amount  Requested 

  $  0.00 

  0.00 

 0.00 

 0.00 

 0.00 

 0.00 

Total  Amount  Requested:  $  0.00 
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 (B )  Personnel Request  
( B  )   P e r s o n n e l  R e q u e s t  

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No 

I f  “yes”  where?   

Job Class i f icat ion i . e .  Off ice  Ass is tant ,  Program Services  Specia l i s t    Class i f ica t ion :   

Does  th is  pos i t ion a lready 

exis t  at  the  dis tr ict?  

Is  th is  a  new c lass i f ica t ion?  I f  so ,  you wi l l  need  to  

provide  enough informat ion  so  tha t  a  c lass i f ica t ion  

s tudy can  be  comple ted .  

   Yes        No 

 

Durat ion 

 

Number  of  days ,  months  per  year .  

    Academic  year  

    10-month  

    11-month  

    12-month  

    Other    

Ful l  Time Equivalent  (FTE)                                                                             25%          50%          75%          100% 

Program Number 
What  speci f ic  depar tment /pro jec t  wi l l  th is  pos i t ion  

be  charged  to  
  Program No:    

To Be Completed by Human Resource Department 

Salary  Track p lacement .  Ident i fy  Sa lary  Schedule  $ 0.00     Track    Schedule   

Burdens  

 
  $ 0.00 

Benef i ts    $ 0.00 

Total  Amount  Requested Add sa lary ,  burdens ,  and  benef i t s    $ 0.00 
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UNIT PLAN / BUDGET REQUEST FORM SUBMITTAL PROCESS 

 

1. Staff Member/Department Chair/Supervisor Process:  

 The Staff member completes a new Unit Plan / Budget Request Form or updates a prior Unit Plan / Budget Request form from a previous year.  

 Note: Every Budget Request must be accompanied by a Unit Plan.  

 The staff member sends the Unit Plan / Budget Request Form to their Supervisor. 

 In the Supervisor's section of the Unit Plan / Budget Request form, the Supervisor specifies the Priority Level (High, Medium, Low) and the 
Ranking (1 = Highest to 5 = Lowest).  

 Once ranked by the Supervisor, the Supervisor sends the Unit Plan / Budget Request form to the Area Vice-President.  

   

2. Vice-President Process:  

 The Area Vice-President reviews the Unit Plan / Budget Request form.  

 In the Area VP's section of the Unit Plan / Budget Request form, the Area Vice-President specifies the Priority Level (High, Medium, Low) 
and the Ranking (1 = Highest to 5 = Lowest).  

 The Vice-President or VP's Executive Assistant saves the Unit Plan / Budget Request form, using the Unit Plan Filename filename format.  

 The Vice-President or VP's Executive Assistant sends the Unit Plan / Budget Request form to the webmaster to be made available online.  

 Note: The Webmaster will only accept completed Unit Plan / Budget Request form from the Area Vice-President or the VP's Executive 
Assistant. This process certifies the legitimacy of the form submission.  
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GAVILAN COLLEGE 
INSTITUTIONAL EFFECTIVENESS COMMITTEE 

 

UNIT PLAN AND BUDGET REQUEST FORM 
Unit:  (Department/Program/Service): Counseling 
Responsible Staff: All Counseling Department 

Unit Plan #: 2 
 

Date Completed: Spring 2010 

Strategy Initiative (Strategy from Strategic Plan; include #): 

Strategy # 6: Recruit and develop staff to attract and retain an optimal student population  
Goal (Goal associated with Strategic Plan Initiative above; include #): 

Goal #1 - Continue implementation, within resource constraints, the Five Year Faculty Hiring Plan. Develop a hiring plan to ensure 

adequate professional support staff and administrative support of educational and student success programs of the college 

Objective (s) (What do you want to do?): 

Secure staffing and resources to provide in person orientation sessions geared toward new high school graduates and 
the parents. 
Activity (s) (How are you going to accomplish your objective?): 
1. Establish a Counseling Department task group to develop orientation format. 
2. Secure necessary funding to include: staffing, office supplies instructional materials and incentives for participation, 

etc.; funding to offer orientations during the non-academic calendar year; and orientation facilitation training. 
3. Develop 4 hour orientation format that provides a comprehensive orientation to first time freshman.  Develop 2 hour 

session to address parent questions and concerns. 
4. Provide orientation facilitation training to all counselors. 
5. Develop orientation schedule for Spring and Summer '08.  Promote schedule and participation via various methods 

including outreach, print advertising, and assessment sessions. 
6. Facilitate a minimum of four new student orientation sessions and one parent orientation sessions during the 

summer. 
7. Evaluate student learning via administration of post test. Compare results to students completing online orientation 

sessions. 
8. Work with MIS department to ensure Banner tracking of student attendance. 
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Specific Outcome Measurements to be Used in Evaluation (What data or information will you collect to show that you have 
achieved what you set out to do?): 
25% of incoming Freshmen from local high schools will participate in in-person orientation sessions prior to the 
beginning of each Fall term. 
Resources Required        No          Yes (Complete Budget Section) 
 

Status Report as of                (date) (Several sentences on status. Include supporting data.):   
Action items 1 through 4 have been completed.  Attention now on items 5 through 8.  The department already received 
Basic Skills funds for the implementation of this project.  Orientations have been offered during summers and 
intersessions for the past two years.  The department now needs to formally evaluate its efforts and determine the 
effectiveness of the in-person sessions compared to the online format.  The department will not request additional 
funding until a complete evaluate is completed, slated for spring, 2010. 
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BUDGET REQUEST SECTION 

Budget Review Year:   
 

 FY 2009 -  10    FY 2010 -11     FY 2011 -  12   

Prior year Unit Plan # matching current request: 
( i f  any) :   
 

  

Required Certifications 

Supervisor’s  Name:   Area  VP Name:  

Comment:   Comment:   

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

1  =  H i g h e s t ;   5  =  L o w e s t  
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 (  A )  Non-Personnel Request              
(  A  )   N o n - P e r s o n n e l  R e q u e s t  

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No 

I f  “yes”  where?   

Speci f ic  I tem(s)  Needed Resource(s )  Being Requested (Brief  Descr ipt ion):  Amount  Requested 

  $  0.00 

  0.00 

 0.00 

 0.00 

 0.00 

 0.00 

Total  Amount  Requested:  $  0.00 
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 (B )  Personnel Request  
( B  )   P e r s o n n e l  R e q u e s t  

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No 

I f  “yes”  where?   

Job Class i f icat ion i . e .  Off ice  Ass is tant ,  Program Services  Specia l i s t    Class i f ica t ion :   

Does  th is  pos i t ion a lready 

exis t  at  the  dis tr ict?  

Is  th is  a  new c lass i f ica t ion?  I f  so ,  you wi l l  need  to  

provide  enough informat ion  so  tha t  a  c lass i f ica t ion  

s tudy can  be  comple ted .  

   Yes        No 

 

Durat ion 

 

Number  of  days ,  months  per  year .  

    Academic  year  

    10-month  

    11-month  

    12-month  

    Other    

Ful l  Time Equivalent  (FTE)                                                                             25%          50%          75%          100% 

Program Number 
What  speci f ic  depar tment /pro jec t  wi l l  th is  pos i t ion  

be  charged  to  
  Program No:    

To Be Completed by Human Resource Department 

Salary  Track p lacement .  Ident i fy  Sa lary  Schedule  $ 0.00     Track    Schedule   

Burdens  

 
  $ 0.00 

Benef i ts    $ 0.00 

Total  Amount  Requested Add sa lary ,  burdens ,  and  benef i t s    $ 0.00 
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UNIT PLAN / BUDGET REQUEST FORM SUBMITTAL PROCESS 

 

1. Staff Member/Department Chair/Supervisor Process:  

 The Staff member completes a new Unit Plan / Budget Request Form or updates a prior Unit Plan / Budget Request form from a previous year.  

 Note: Every Budget Request must be accompanied by a Unit Plan.  

 The staff member sends the Unit Plan / Budget Request Form to their Supervisor. 

 In the Supervisor's section of the Unit Plan / Budget Request form, the Supervisor specifies the Priority Level (High, Medium, Low) and the 
Ranking (1 = Highest to 5 = Lowest).  

 Once ranked by the Supervisor, the Supervisor sends the Unit Plan / Budget Request form to the Area Vice-President.  

   

2. Vice-President Process:  

 The Area Vice-President reviews the Unit Plan / Budget Request form.  

 In the Area VP's section of the Unit Plan / Budget Request form, the Area Vice-President specifies the Priority Level (High, Medium, Low) 
and the Ranking (1 = Highest to 5 = Lowest).  

 The Vice-President or VP's Executive Assistant saves the Unit Plan / Budget Request form, using the Unit Plan Filename filename format.  

 The Vice-President or VP's Executive Assistant sends the Unit Plan / Budget Request form to the webmaster to be made available online.  

 Note: The Webmaster will only accept completed Unit Plan / Budget Request form from the Area Vice-President or the VP's Executive 
Assistant. This process certifies the legitimacy of the form submission.  
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GAVILAN COLLEGE 
INSTITUTIONAL EFFECTIVENESS COMMITTEE 

 

UNIT PLAN AND BUDGET REQUEST FORM 
Unit:  (Department/Program/Service): Counseling 
Responsible Staff: All Counseling Department 

Unit Plan #: 3 
 

Date Completed: Spring 2010 

Strategy Initiative (Strategy from Strategic Plan; include #): 

Strategy # 2: Improve student services and enhance curriculum and programs in order to help students meet their educational, 

career, and personal goals 
Goal (Goal associated with Strategic Plan Initiative above; include #): 

Goal # 1:  Increase the number of college-ready students who will graduate with an AA/AS Degree and / or who can transfer within 

two years. 

Objective (s) (What do you want to do?): 

Increase by 15% the number of students will be transfer-ready within two years and / or complete a two year (AA/AS) 
Gavilan program by the end of the Spring 2012 semester. 
Activity (s) (How are you going to accomplish your objective?): 
Secure funding to purchase electronic Ed Plan system to allow counselor and student access for advising and 
modification from various locations including all Gavilan College sites. Ongoing maintenance funding is required to 
ensure software functionality. 
Specific Outcome Measurements to be Used in Evaluation (What data or information will you collect to show that you have 
achieved what you set out to do?): 
Increase by 15% the number of students will be transfer-ready within two years and / or complete a two year (AA/AS) 
Gavilan program by the end of the Spring 2012 semester. 
Resources Required        No          Yes (Complete Budget Section) 
 

Status Report as of March, 2009 (Several sentences on status. Include supporting data.):   
Funding requests have been were submitted twice through the Instructional equipment fund and through several other 
funding services. No funding has been was granted. Counseling department will continue to pursue. Per administration, 
However, the purchase of Degree Works as a supplement to the Banner system was recently completed and a counselor 
is currently receiving 50% release time to design the programming so that student degree audits can be completed with 
Banner.  These degree audits will allow the college to evaluate degree as well as transfer readiness.  is in progress and 
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the college can begin programming efforts in Spring 09. Maintenance funding is to be determined and will be requested 
through the office of the Vice President of Student Services, if needed. 

 



2.26.08 NB        Page 3 of 6 

BUDGET REQUEST SECTION 

Budget Review Year:   
 

 FY 2009 -  10    FY 2010 -11     FY 2011 -  12   

Prior year Unit Plan # matching current request: 
( i f  any) :   
 

  

Required Certifications 

Supervisor’s  Name:   Area  VP Name:  

Comment:   Comment:   

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

1  =  H i g h e s t ;   5  =  L o w e s t  
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 (  A )  Non-Personnel Request              
(  A  )   N o n - P e r s o n n e l  R e q u e s t  

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No 

I f  “yes”  where?   

Speci f ic  I tem(s)  Needed Resource(s )  Being Requested (Brief  Descr ipt ion):  Amount  Requested 

  $  0.00 

  0.00 

 0.00 

 0.00 

 0.00 

 0.00 

Total  Amount  Requested:  $  0.00 
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 (B )  Personnel Request  
( B  )   P e r s o n n e l  R e q u e s t  

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No 

I f  “yes”  where?   

Job Class i f icat ion i . e .  Off ice  Ass is tant ,  Program Services  Specia l i s t    Class i f ica t ion :   

Does  th is  pos i t ion a lready 

exis t  at  the  dis tr ict?  

Is  th is  a  new c lass i f ica t ion?  I f  so ,  you wi l l  need  to  

provide  enough informat ion  so  tha t  a  c lass i f ica t ion  
s tudy can  be  comple ted .  

   Yes        No 

 

Durat ion 

 

Number  of  days ,  months  per  year .  

    Academic  year  

    10-month  

    11-month  

    12-month  

    Other    

Ful l  Time Equivalent  (FTE)                                                                             25%          50%          75%          100% 

Program Number 
What  speci f ic  depar tment /pro jec t  wi l l  th is  pos i t ion  

be  charged  to  
  Program No:    

To Be Completed by Human Resource Department 

Salary  Track p lacement .  Ident i fy  Sa lary  Schedule  $ 0.00     Track    Schedule   

Burdens  

 
  $ 0.00 

Benef i ts    $ 0.00 

Total  Amount  Requested Add sa lary ,  burdens ,  and  benef i t s    $ 0.00 
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UNIT PLAN / BUDGET REQUEST FORM SUBMITTAL PROCESS 

 

1. Staff Member/Department Chair/Supervisor Process:  

 The Staff member completes a new Unit Plan / Budget Request Form or updates a prior Unit Plan / Budget Request form from a previous year.  

 Note: Every Budget Request must be accompanied by a Unit Plan.  

 The staff member sends the Unit Plan / Budget Request Form to their Supervisor. 

 In the Supervisor's section of the Unit Plan / Budget Request form, the Supervisor specifies the Priority Level (High, Medium, Low) and the 
Ranking (1 = Highest to 5 = Lowest).  

 Once ranked by the Supervisor, the Supervisor sends the Unit Plan / Budget Request form to the Area Vice-President.  

   

2. Vice-President Process:  

 The Area Vice-President reviews the Unit Plan / Budget Request form.  

 In the Area VP's section of the Unit Plan / Budget Request form, the Area Vice-President specifies the Priority Level (High, Medium, Low) 
and the Ranking (1 = Highest to 5 = Lowest).  

 The Vice-President or VP's Executive Assistant saves the Unit Plan / Budget Request form, using the Unit Plan Filename filename format.  

 The Vice-President or VP's Executive Assistant sends the Unit Plan / Budget Request form to the webmaster to be made available online.  

 Note: The Webmaster will only accept completed Unit Plan / Budget Request form from the Area Vice-President or the VP's Executive 
Assistant. This process certifies the legitimacy of the form submission.  
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GAVILAN COLLEGE 
INSTITUTIONAL EFFECTIVENESS COMMITTEE 

 

UNIT PLAN AND BUDGET REQUEST FORM 
Unit:  (Department/Program/Service): Counseling 
Responsible Staff: Articulation Officer, Department Chair; VP Student Services 

Unit Plan #: 4 
 

Date Completed: 

Strategy Initiative (Strategy from Strategic Plan; include #): 

Strategy # 1; Optimize enrollment, course offerings and services to reflect community needs and growth 

Goal (Goal associated with Strategic Plan Initiative above; include #): 

Goal #1 - Create an institutional approach to address student recruitment, assessment, outreach activities and retention efforts. 
Objective (s) (What do you want to do?): 

Ensure all students receive up to date and accurate information regarding current general education requirements and 
course applications for transfer. 
Activity (s) (How are you going to accomplish your objective?): 
Annual update of general education patterns for distribution to all new and continuing students for use in transfer 
planning. 
Specific Outcome Measurements to be Used in Evaluation (What data or information will you collect to show that you have 
achieved what you set out to do?): 
College evaluation of student transfer records will demonstrate that 75% of students transferring to a UC or CSU will 
receive general education certification.  
Resources Required        No       XX   Yes (Complete Budget Section) 
 

Status Report as of          (date) (Several sentences on status. Include supporting data.):  
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BUDGET REQUEST SECTION 

Budget Review Year:   
X FY 2009 -  10    FY 2010 -11     FY 2011 -  12   

Prior year Unit Plan # matching current request:  
( i f  any) :   
 

  

Required Certifications 

Supervisor’s  Name:  John Prui t t  Area VP Name:  John Prui t t  

Comment:   Comment:   

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

1  =  H i g h e s t ;   5  =  L o w e s t  
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 (  A )  Non-Personnel Request              

Resource:     X Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes        XX No 
I f  “yes”  where?   

Speci f ic  I tem(s)  Needed Resource(s )  Being Requested (Brief  Descr ipt ion):  Amount  Requested 

Updated general education 

patterns 
Funding expenses for updated patterns ($1500 per year for five years) $  7500 

  0.00 

 0.00 

 0.00 

 0.00 

 0.00 

Total  Amount  Requested:  $7500 
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 (B )  Personnel Request  

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No 
I f  “yes”  where?   

Job Class i f icat ion i . e .  Off ice  Ass is tant ,  Program Services  Specia l i s t    Class i f ica t ion :   

Does  th is  pos i t ion a lready 

exis t  at  the  dis tr ict?  

Is  th is  a  new c lass i f ica t ion?  I f  so ,  you wi l l  need  to  

provide  enough informat ion  so  tha t  a  c lass i f ica t ion  

s tudy can  be  comple ted .  

   Yes        No 

 

Durat ion 

 

Number  of  days ,  months  per  year .  

    Academic  year  

    10-month  

    11-month  

    12-month  

    Other    

Ful l  Time Equivalent  

(FTE)  
                                                                           25%          50%          75%          100% 

Program Number 
What  speci f ic  depar tment /pro jec t  wi l l  th is  pos i t ion  

be  charged  to  
  Program No:    

To Be Completed by Human Resource Department 

Salary  Track p lacement .  Ident i fy  Sa lary  Schedule  $ 0.00     Track    Schedule   

Burdens  

 
  $ 0.00 

Benef i ts    $ 0.00 

Total  Amount  Requested Add sa lary ,  burdens ,  and  benef i t s    $ 0.00 
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UNIT PLAN / BUDGET REQUEST FORM SUBMITTAL PROCESS 

 

1. Staff Member/Department Chair/Supervisor Process:  

 The Staff member completes a new Unit Plan / Budget Request Form or updates a prior Unit Plan / Budget Request form from a previous year.  

 Note: Every Budget Request must be accompanied by a Unit Plan.  

 The staff member sends the Unit Plan / Budget Request Form to their Supervisor. 

 In the Supervisor's section of the Unit Plan / Budget Request form, the Supervisor specifies the Priority Level (High, Medium, Low) and the 
Ranking (1 = Highest to 5 = Lowest).  

 Once ranked by the Supervisor, the Supervisor sends the Unit Plan / Budget Request form to the Area Vice-President.  

   

2. Vice-President Process:  

 The Area Vice-President reviews the Unit Plan / Budget Request form.  

 In the Area VP's section of the Unit Plan / Budget Request form, the Area Vice-President specifies the Priority Level (High, Medium, Low) 
and the Ranking (1 = Highest to 5 = Lowest).  

 The Vice-President or VP's Executive Assistant saves the Unit Plan / Budget Request form, using the Unit Plan Filename filename format.  

 The Vice-President or VP's Executive Assistant sends the Unit Plan / Budget Request form to the webmaster to be made available online.  

 Note: The Webmaster will only accept completed Unit Plan / Budget Request form from the Area Vice-President or the VP's Executive 
Assistant. This process certifies the legitimacy of the form submission.  
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GAVILAN COLLEGE 
INSTITUTIONAL EFFECTIVENESS COMMITTEE 

 

UNIT PLAN AND BUDGET REQUEST FORM 
Unit:  (Department/Program/Service):  
Counseling  
Responsible Staff: Counseling Department Chair; MIS, VP Student Services. 

Unit Plan #: 6 
 

Date Completed: 

Strategy Initiative (Strategy from Strategic Plan; include #): 
Strategy # 5: Provide appropriate technology for delivery of instruction, student support and administrative services of 
College operations. 
Goal (Goal associated with Strategic Plan Initiative above; include #): 
Goal #3 - Modernize technology used by employees in accordance with the college-wide technology plan. 
Objective (s) (What do you want to do?): 
Upgrade technology used in counseling offices in order to enforce privacy and confidentiality rights of students.  
Increase student use of college technology and ability to work independently with technology tools. 
Activity (s) (How are you going to accomplish your objective?): 

 Re-install privacy screens on all counseling computers to ensure student privacy when student screens are use. 
 Purchase mini laptops computers for student use in each counselor’s office in order to teach and support the use of 

Gavilan’s registration and other student support technology. 
Specific Outcome Measurements to be Used in Evaluation (What data or information will you collect to show that you have 
achieved what you set out to do?): 

 Student surveys will indicate confidence in privacy of personal records accessed in counselors’ offices. 95% of 
students completing the surveys will express confidence in privacy. 

 Student surveys will indicate 80% student proficiency with and use of student registration system and other online 
resources.  

Resources Required   No       XX   Yes (Complete Budget Section) 
 

Status Report as of                (date) (Several sentences on status. Include supporting data.):   
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BUDGET REQUEST SECTION 

Budget Review Year:   
 

XX FY 2009 -  10    FY 2010 -11     FY 2011 -  12   

Prior year Unit Plan # matching current request: 
( i f  any) :   
 

  

Required Certifications 

Supervisor’s  Name:  John Prui t t  Area VP Name:  John Prui t t  

Comment:   Comment:   

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

1  =  H i g h e s t ;   5  =  L o w e s t  
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 (  A )  Non-Personnel Request              

Resource:     XX Genera l  Fund /  Program           Categor ica l  Funding  Program; Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes       XX No 

I f  “yes”  where?   

Speci f ic  I tem(s)  Needed Resource(s )  Being Requested (Brief  Descr ipt ion):  Amount  Requested 

10 computer monitor privacy 

screens 

Funding to purchase 10 privacy screens at approximately $150 each: all general counseling computers plus 

computers in Morgan Hill and Hollister. 
$ 1500 

10 mini  computers  
Funding to  purchase  10  mini  computers  at  approximate ly  $300 each for  use  in  each 

counsel ing  of f ice  p lus  one  each for  of f ice  in  Morgan Hi l l  and Hol l i s ter .  
$3000 

 0.00 

 0.00 

 0.00 

 0.00 

Total  Amount  Requested:  $  4500.00 
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 (B )  Personnel Request 

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No 

I f  “yes”  where?   

Job Class i f icat ion i . e .  Off ice  Ass is tant ,  Program Services  Specia l i s t    Class i f ica t ion :   

Does  th is  pos i t ion a lready 

exis t  at  the  dis tr ict?  

Is  th is  a  new c lass i f ica t ion?  I f  so ,  you wi l l  need  

to  provide  enough informat ion  so  tha t  a  

c lass i f ica t ion  s tudy can  be  comple ted .  

   Yes        No 

 

Durat ion 

 

Number  of  days ,  months  per  year .  

    Academic  year  

    10-month  

    11-month  

    12-month  
    Other    

Ful l  Time Equivalent  (FTE)                                                                             25%          50%          75%          100% 

Program Number 
What  speci f ic  depar tment /pro jec t  wi l l  th is  

pos i t ion  be  charged  to  
  Program No:    

To Be Completed by Human Resource Department 

Salary  Track p lacement .  Ident i fy  Sa lary  Schedule  $ 0.00     Track    Schedule   

Burdens  

 
  $ 0.00 

Benef i ts    $ 0.00 

Total  Amount  Requested Add sa lary ,  burdens ,  and  benef i t s    $ 0.00 
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UNIT PLAN / BUDGET REQUEST FORM SUBMITTAL PROCESS 

 

1. Staff Member/Department Chair/Supervisor Process:  

 The Staff member completes a new Unit Plan / Budget Request Form or updates a prior Unit Plan / Budget Request form from a previous year.  

 Note: Every Budget Request must be accompanied by a Unit Plan.  

 The staff member sends the Unit Plan / Budget Request Form to their Supervisor. 

 In the Supervisor's section of the Unit Plan / Budget Request form, the Supervisor specifies the Priority Level (High, Medium, Low) and the 
Ranking (1 = Highest to 5 = Lowest).  

 Once ranked by the Supervisor, the Supervisor sends the Unit Plan / Budget Request form to the Area Vice-President.  

   

2. Vice-President Process:  

 The Area Vice-President reviews the Unit Plan / Budget Request form.  

 In the Area VP's section of the Unit Plan / Budget Request form, the Area Vice-President specifies the Priority Level (High, Medium, Low) 
and the Ranking (1 = Highest to 5 = Lowest).  

 The Vice-President or VP's Executive Assistant saves the Unit Plan / Budget Request form, using the Unit Plan Filename filename format.  

 The Vice-President or VP's Executive Assistant sends the Unit Plan / Budget Request form to the webmaster to be made available online.  

 Note: The Webmaster will only accept completed Unit Plan / Budget Request form from the Area Vice-President or the VP's Executive 
Assistant. This process certifies the legitimacy of the form submission.  
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GAVILAN COLLEGE 
INSTITUTIONAL EFFECTIVENESS COMMITTEE 

 

UNIT PLAN AND BUDGET REQUEST FORM 
Unit:  (Department/Program/Service): Counseling 
Responsible Staff: All Counseling Department, Off-site Directors 

Unit Plan #: 5 
 

Date Completed: 

Strategy Initiative (Strategy from Strategic Plan; include #): 

Strategy # 1: Optimize enrollment, course offerings and services to reflect community needs and growth 

Strategy # 4: Improve and expand existing facilities to enhance the learning environment 
Goal (Goal associated with Strategic Plan Initiative above; include #): 

Strategy # 1, Goal #6: Offer a complete general education transfer pattern of courses at the Hollister and Morgan Hill facilities and 

the Gavilan campus in the evenings and weekends. Initiate the development of new programs and emphases. 

Objective (s) (What do you want to do?): 

Expand counseling services at Morgan Hill and Hollister sites to 23 hours per week. 
Activity (s) (How are you going to accomplish your objective?): 
1. Secure funding to allow for a 67% adjunct faculty member to provide counseling services at each of the off sites. 
2. Promote site services via class schedules, online resources, site specific materials, and outreach activities. 
3. Evaluate use of services via SARS tracking of student appointments. Evaluate service satisfaction via ongoing point of 

service surveys. Make adjustments as needed. 
4. Secure funding to purchase electronic Ed Plan system to allow counselor and student access for advising and 

modification from various locations including all Gavilan College sites. 
Specific Outcome Measurements to be Used in Evaluation (What data or information will you collect to show that you have 
achieved what you set out to do?): 
Verifiable increase in counseling appointments and services at each site. 
Resources Required        No          Yes (Complete Budget Section) 
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Status Report as of 1/29/2008 (Several sentences on status. Include supporting data.):   
In addition to regular services offered each term, the department has offered increased hours during summer and winter 
intersession. Funding will determine how much service can be offered. 
Services are regularly advertised in each schedule of classes as well as at the sites themselves. 
Evaluation of service was conducted at each site during the fall, 2008 term and reflected a high level of satisfaction with 
counseling services and a desire for more availability, especially in Hollister. 
Funding has been secured for the Banner upgrade to "Degree Works" that will allow for electronic educational planning.  
Programming and data entry for Degree Works is slated to begin February, 2009. 
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BUDGET REQUEST SECTION 

Budget Review Year:   
 

 FY 2009 -  10    FY 2010 -11     FY 2011 -  12   

Prior year Unit Plan # matching current request: 
( i f  any) :   
 

  

Required Certifications 

Supervisor’s  Name:   Area  VP Name:  

Comment:   Comment:   

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

 

Pr ior i ty  Level :   High    Medium    Low 
 

Rat ing:    1    2    3     4    5  

1  =  H i g h e s t ;   5  =  L o w e s t  
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 (  A )  Non-Personnel Request              
(  A  )   N o n - P e r s o n n e l  R e q u e s t  

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No 

I f  “yes”  where?   

Speci f ic  I tem(s)  Needed Resource(s )  Being Requested (Brief  Descr ipt ion):  Amount  Requested 

  $  0.00 

  0.00 

 0.00 

 0.00 

 0.00 

 0.00 

Total  Amount  Requested:  $  0.00 
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 (B )  Personnel Request  
( B  )   P e r s o n n e l  R e q u e s t  

Resource:      Genera l  Fund /  Program           Categor ica l  Funding  Program;  Which  one?   

Are  o ther  funding  sources  avai lab le  to  suppor t  th is  reques t?             Yes         No 

I f  “yes”  where?   

Job Class i f icat ion i . e .  Off ice  Ass is tant ,  Program Services  Specia l i s t    Class i f ica t ion :   

Does  th is  pos i t ion a lready 

exis t  at  the  dis tr ict?  

Is  th is  a  new c lass i f ica t ion?  I f  so ,  you wi l l  need  to  

provide  enough informat ion  so  tha t  a  c lass i f ica t ion  
s tudy can  be  comple ted .  

   Yes        No 

 

Durat ion 

 

Number  of  days ,  months  per  year .  

    Academic  year  

    10-month  

    11-month  

    12-month  

    Other    

Ful l  Time Equivalent  (FTE)                                                                             25%          50%          75%          100% 

Program Number 
What  speci f ic  depar tment /pro jec t  wi l l  th is  pos i t ion  

be  charged  to  
  Program No:    

To Be Completed by Human Resource Department 

Salary  Track p lacement .  Ident i fy  Sa lary  Schedule  $ 0.00     Track    Schedule   

Burdens  

 
  $ 0.00 

Benef i ts    $ 0.00 

Total  Amount  Requested Add sa lary ,  burdens ,  and  benef i t s    $ 0.00 
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UNIT PLAN / BUDGET REQUEST FORM SUBMITTAL PROCESS 

 

1. Staff Member/Department Chair/Supervisor Process:  

 The Staff member completes a new Unit Plan / Budget Request Form or updates a prior Unit Plan / Budget Request form from a previous year.  

 Note: Every Budget Request must be accompanied by a Unit Plan.  

 The staff member sends the Unit Plan / Budget Request Form to their Supervisor. 

 In the Supervisor's section of the Unit Plan / Budget Request form, the Supervisor specifies the Priority Level (High, Medium, Low) and the 
Ranking (1 = Highest to 5 = Lowest).  

 Once ranked by the Supervisor, the Supervisor sends the Unit Plan / Budget Request form to the Area Vice-President.  

   

2. Vice-President Process:  

 The Area Vice-President reviews the Unit Plan / Budget Request form.  

 In the Area VP's section of the Unit Plan / Budget Request form, the Area Vice-President specifies the Priority Level (High, Medium, Low) 
and the Ranking (1 = Highest to 5 = Lowest).  

 The Vice-President or VP's Executive Assistant saves the Unit Plan / Budget Request form, using the Unit Plan Filename filename format.  

 The Vice-President or VP's Executive Assistant sends the Unit Plan / Budget Request form to the webmaster to be made available online.  

 Note: The Webmaster will only accept completed Unit Plan / Budget Request form from the Area Vice-President or the VP's Executive 
Assistant. This process certifies the legitimacy of the form submission.  

 
 



 
                       
                      
 

           
 
 
                                   
    
  
 
 
           
 
   
   
 
 
 
  
  
  
 
 
 
 
  

 
 

 
 

President/Superintendent 

 

Vice President, Student Services Interim Vice President, 

Instruction 

Dean, Athletics 

Associate Dean 

EOPS 

Associate Dean 

DRC 

TrIO Director Interim 

Director, Basic 

Skills  

Basic Skills 

Network 

General Counseling  
FT Counselor  

 and 
Department Chair: all 

counseling faculty 

FT Counselor: 
Articulation Officer (80%)* 

 

FT Counselor: 
Puente (40%)** 

Transfer Institute* 

 
FTCounselor: 

Transfer Director* 

 

FT Counselor 

GECA* 

 
Johanna Stewart: FT 

ASB Advisor (40%)* 
 

PT Counselor: 67% 

Includes Holl coverage 

 
PT Counselor: 67% 

Includes MH coverage 

 

*Indicates responsibilities that are included in  the full time counselor’s load 

that are in addition to general counseling and teaching responsibilities. 

**While the Puente Counselor is fulltime, 40% of this position reports to the 

Dean of Liberal Arts and Sciences. 
 

DRC 

Counselor: 

FT 

DRC 

Counselor 

PT: 67% 

EOPS 

Counselor: 

FT 

CalWorks 

Director 

EOPS/CalWorks Counselor: FT TrIO Counselor 

PT: 60% 

Dean, Liberal Arts 

and Sciences 

 
Basic Skills 

Counselor:  

PT: 67% MESA Director 

Athletics Counselor 

PT:  60% 

MESA Counselor 

PT: 15 hr/wk 
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