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MEMORANDUM

TO:

Chabot Faculty and Staff

FROM:
Institutional Planning & Budget Council

DATE:
January 30, 2009 
SUBJECT:
2009-11 Program Review & Unit Action Plan 



DUE DATE FRIDAY, MARCH 13, 2009
Hello Chabot! 

Good news! After careful discussion and consultation with other planning and allocation committees, the following constitutes an updated format and process for the Unit Plan. The biggest change is the shortening of the Program Review process and the integration of its findings so that it informs the Unit Action Plan (formerly the Goals and Accomplishments). 
Overall Purpose: The Unit Plan is the central building block in Chabot’s planning and allocation processes. It is essential to collecting information that serves in the establishment of college-wide goals and to develop recommendations to the President regarding the allocation of college resources. 

Deans/Area Managers are tasked to provide feedback to their units. They will produce a Division/Area Overview that will be given to all faculty and staff within the division/area. We have encouraged deans to make this a collaborative process: to meet with their faculty and staff in setting the priorities for their division/area. 

Other Changes/Updates:

· Revised, simplified and renamed Part II, Unit Action Plan, that incorporates Program Review findings
· Updated budget forms with Excel spreadsheet

· More detailed instructions and explanation of budget forms and the budget allocation process
Please be assured that all of us who are involved in the college-wide planning and allocation processes of the college appreciate your work. If you have any questions or feedback for the committee, please contact an IPBC committee member. Thank you for your continued participation and support!
Unit Plan: Overview and Guidelines

· Due date: The unit plan is due to Dean/Area Manager or Immediate Supervisor on the Friday of the 8th week of the Spring semester. This year that day falls on March 13, 2009. (Deans/Area Managers will have a deadline for submission of Division/Area Overviews soon thereafter.)

· What to complete/submit: Not every unit will need to submit every part of the Unit Plan. Only complete and submit the parts that relate to the needs of your unit. In addition, you are encouraged to “roll-over” any portions of your previous Unit plan that still apply/are unchanged.

· Where to find forms: Please click on the links below or go to (http://www.chabotcollege.edu/IPBC/).

· How to Submit of Unit Plan: Please submit your Unit Plan as a file document and use the following format for naming the documents. This is to ensure easy retrieval of and access to, the various parts of your plan. Example: “Psychology Unit Plan Update Part 1, 07-09.doc; Psychology Unit Plan Part 2 Update, 07-09. doc”, etc.
NOTE:  If you are prompted for a password when accessing links below, click “cancel.”

Part I:  Description of the Unit. To be read and responded to primarily by Marketing and Outreach, and used for public relations, posted on department pages by webmaster, and used in catalog or brochures (about one paragraph and an image or picture).

· This should include the unit’s mission statement.  

· Part I will roll over each year and be easy to update. Format attached.

Part II:  Unit Action Plan.

To be read and responded to primarily by the Institutional Planning and Budget Council (IPBC) to provide evidence of progress on Strategic Planning Priorities from previous year and to provide input into planning for subsequent years.
· Use analysis of CEMC success and equity data, Program Review findings, and other data to be responsive to needs based on trends.

Part III:  2009-10 Staffing Requests. To be read and responded to primarily by Faculty Prioritization Committee and administration for deciding new and replacement positions (both faculty and classified) needed. 
Part IV:  2009-10 Enrollment Requests (Discipline Plan Spreadsheet). To be read and responded to primarily by Chabot Enrollment Management Committee for recommending FTEF allocations.  

· Be sure to analyze enrollment trends.  

· Provide rationale for any requested changes. 

Part V-VI:  Requests for Additional Resources--to be read and responded to primarily by the appropriate committee (see below). These should be tied to unit goals as described in part II above.  

Use relevant forms for:

· Budget Committee Criteria
· Part V: 2010-11 Request for Resources (Budget Committee)
· Part VI: Proposal for New Initiatives (IPBC, Foundation, Grants and Budget Committee) 
Unit Plan Budget Forms Instructions

Filling out budget forms does not guarantee that requests are funded. Requests are contingent upon available funding. For more information about funding, please refer to the CLPCCD budget http://www.clpccd.org/business/BusinessServicesBudget.php. 
Please follow the instructions on the forms. The account category descriptions are described below. If you have questions about estimated cost and/or the criteria for funding, please consult the Budget Committee Criteria (attached), your dean or a Budget Committee member.
Account Category Descriptions:

1000 Faculty

2000 Classified Staff

3000 Fringe Benefits (are automatically calculated)
4000 Supplies (Consumables: e.g., pencils, paper, printer cartridges, paper, etc.)
5000 Contracts, Consultants, Travel, Maintenance Contracts, Services
6000 Equipment (over $200 per unit cost)

What happens next?

These requests will be compiled and listed on a spreadsheet used by the Business Services Office. This spreadsheet is then forwarded to the Budget Committee where they review the requests and prioritize them for funding. They make a recommendation to College Council for what items are to be funded. College Council makes the final approval for funding. 

Timeline for Review of Requests:
6000 Category requests are reviewed in September/October each year.

4000 & 5000 Category Augmentations are reviewed in Fall of ach year, if funding is available.
The Budget Committee meets on the 2nd and 4th Tuesdays of each month from 2-3:30 PM in Room 2345 above the cafeteria.

CHABOT COLLEGE

BUDGET COMMITTEE CRITERIA

The Items listed below are used by the Chabot College Budget Committee to prioritize your Unit Plan Budget Request Forms. These are not in priority order. If you need any further clarification, the Budget Committee meets on the 2nd and 4th Tuesdays of each month from 2-3:30 PM in Room 2345 above the cafeteria.

· State/Federal regulation requirement or significant safety (OSHA) issue

· Contractual obligation or grant commitment

· Prioritization level given by administrator or unit supervisor

· Impact on service delivery to students

· Direct impact—primary 

· Indirect impact—secondary

· Upgrades to current technology in instructional or support services

· College mission statement

· Strategic plan

· College accreditation recommendations

· Program accreditation recommendations

· Program review recommendations

· Program revitalization

· New vs. continuing program or service

· Secondary operational costs that may increase costs

· Length of time in need of equipment
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