RSCCD Functions/Mapping of Responsibilities

August 28, 2013

This is NOT a comprehensive document of functions/mapping of responsibilities for the Rancho Santiago Community College District. It encompasses only
those functions that require a clear distinction between the District and the colleges. Functions that exist solely at the District or at the colleges are not

included.

Area 1: Instructional Programs

Function

District

Santa Ana College

Santiago Canyon College

Program/course
development

Board of Trustees has final approval of all new
program/course curriculums. The District provides
supporting research necessary to develop new programs
such as labor market analysis and demographics of the
community. Contract education may be offered by the
District if the colleges decline the opportunity.

Program/course development is the primary focus and
responsibility of the college and faculty therein. All new,
revised, and deleted programs/courses must follow the
college curriculum approval process via the College
Curriculum and Instruction Council, which reports to the
Academic Senate. The Academic Senate submits an
annual letter for Board of Trustees approval every spring.
New vocational programs also go through a regional
approval process.

Program/course development is the primary focus and
responsibility of the college and faculty therein. All new,
revised, and deleted programs/courses must follow the
college curriculum approval process via the College
Curriculum and Instruction Council, which reports to the
Academic Senate. The Academic Senate submits an annual
letter for Board of Trustees approval every spring. New
vocational programs also go through a regional approval
process.

Course scheduling

The District, in consultation with the colleges, has
responsibility to negotiate the instructional calendar with
the faculty association. Those negotiations ultimately

impact the scheduling process for the majority of classes.

The college is responsible for developing a schedule of
classes that reflect the needs of most students. It is the
responsibility of the college CIO, vice presidents, division
deans, department chairs, with guidance from the
Enrollment Management Committee, to develop a
schedule of classes that meets the FTES goals of the
college/district in a productive and efficient manner.

The college is responsible for developing a schedule of
classes that reflect the needs of most students. It is the
responsibility of the college CIO, vice presidents, division
deans, department chairs, with guidance from the
Enrollment Management Committee, to develop a schedule
of classes that meets the FTES goals of the college/district
in a productive and efficient manner.

Program review

The district research department provides research data
and guidance that is necessary for program review.

The college, primarily through the Institutional
Effectiveness and Assessment Committee and Academic
Senate, develops the program review model. The program
review model and the review model process are reviewed
on a cyclical basis for effectiveness. Each program is
reviewed annually with capstone review quadrennially.
The results of program review lead to appropriate changes
within the program to improve student learning outcomes
and achievement. These results inform resource
allocation.

The college, primarily through the Educational Master
Planning Committee, with guidance from the Office of
Institutional Effectiveness and Outcome Assessment and
oversight by Academic Senate, develops the program
review model and facilitates the program review process.
The program review model and the review model process
are reviewed on a cyclical basis for effectiveness. Each
program is reviewed every three years. The results of
program review lead to appropriate changes within the
program to improve student learning outcomes and
achievement. These results inform resource allocation.
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Area 2: Student Services

Function

District

Santa Ana College

Santiago Canyon College

International Students

Maintain the infrastructure for an International student
program.

Annually update the International Student Business Plan.
Provide orientation, insurance and program services for
International students.

Maintain the infrastructure for an International student
program.
Annually update the International Student Business Plan.

Provide orientation, insurance and program services for
International students.

Financial Aid

Accounting completes a portion of the FISAP and MIS
reports, manages program accounts, mails disbursements,
performs monthly reconciliation with IFAS, invoices and
recovers overpayments and over-awards to students,
balances monthly expenditures with Student Placement,
manages the Perkins portfolio and handles fraud and
forgery issues.

ITS generates checks for disbursements, runs numerous
financial aid reports, and provides technical support in
creating new required types of reports and interfaces with
the mainframe on Datatel and PowerFaids.

Process financial aid applications and corrections,
performing needed analysis to derive an EFC.

Perform verifications and analyze tax returns.

Implement state and federal assistance programs.
Complete FISAP report for submission to the Department
of Education,

Process all BOGWs.

Conduct workshops and exit counseling for student loans.
Process FFELP loans through lenders and guarantee
agencies, prepare loan checks for disbursement and
reconcile at appropriate intervals.

Calculate and process Title IV refunds and over-award
repayments.

Use professional judgment for special circumstances and
dependency overrides.

Coordinate processes and conduct in-services with
Accounting, Student Business Office, Cashier’s Office,
Admissions, Bookstore, Student Activities, Academic
Counselors, Faculty, EOPS, Placement, Outreach,
Scholarships, and the Computer Center.

Retrieve FAFSA applicants from Central Processor, notify
students with required documents and transmit corrections
to electronic ISIR records.

Manage the Web Grant system for Cal Grants B and C.
Create the Disbursement Schedule, Award Policy, Student
Budget, SAP policy and maintain the Policy and Procedure
Manual.

Manage the program funds associated with the awarding of
financial aid. Complete the FISAP, COD, MIS reports and
reconciles all funds. Coordinate the enrollment file, SSCR,
Clearing House and GPA verification transmittal with ITS.
Maintain all required financial aid records associated with
program reviews and audits, including MIS reports (which

Process Financial Aid applications and corrections,

performing needed analysis to derive an EFC.

Perform verifications and analyze tax returns.

Implement state and federal assistance programs.

Complete FISAP report for submission to the Department

of Education.

Process all BOGWs.

Conduct workshops and exit counseling for student loans.

Process FFELP loans through lenders and guarantee

agencies, prepare loan checks for disbursement and

reconcile at appropriate intervals.

Calculate and process Title I'V refunds and over-award

repayments.

Use professional judgment for special circumstances and

dependency overrides.

Coordinate processes and conduct in-services with

Accounting, Student Business Office, Cashier’s Office,

Admissions, Bookstore, Student Activities, Academic

Counselors, Faculty, EOPS, Placement, Outreach,

Scholarships, and the Computer Center.

Retrieve FAFSA applicants from the Central Processor,

notify students with required documents and transmit

corrections to electronic ISIR records.

Manage the Web Grant system for Cal Grants B and C.

Create the Disbursement Schedule, Award Policy,

Student Budget, SAP policy and maintain the Policy and

Procedure Manual.

Manage the program funds associated with the awarding of

financial aid. Complete the FISAP, COD, MIS reports and

reconciles all funds. Coordinate the enrollment file, SSCR,

Clearing House and GPA verification transmittal with ITS.
Maintain all required financial aid records associated with
program reviews and audits, including MIS reports (which
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Area 3: Human Resources

Function

District

Santa Ana College

Santiago Canyon College

Human Resources

Advertise/recruit positions.

Maintain applicant tracking system.

Review minimum qualifications/equivalency
determinations.

Train EEO Monitors, monitor screening committee
membership and orient screening committee.

Conduct prescreening process to include testing,
completeness of application, and review diversity of the
pool of applicants.

Review committees’ screening criteria and interview
questions.

Schedule interviews and communicate status of
candidacy to applicants.

Make employment offers and determine salary placement
Process applicant for employment.

Conduct new employee orientation.

Investigate complaints of illegal discrimination and
sexual harassment

Manage disputed claims for Unemployment Insurance
benefits

Maintain all official personnel files and records
Monitor all employee assignments for compliance with
relevant contractual provisions, statutes and regulations
Manage employee separation including resignations,
retirements and disability leaves.

Board of Trustees approves recommended candidate.

Submit personnel requisition to initiate hiring.

Formulate selection committee in accordance with hiring
procedures.

Establish selection criteria/interview questions.

Conduct paper screening, interviews, and reference
checks.

Recommend finalists.
Select candidate.
Submit status change to human resources to hire.

Submit personnel requisition to initiate hiring.

Formulate selection committee in accordance with hiring
procedures.

Establish selection criteria/interview questions.

Conduct paper screening, interviews, and reference checks.
Recommend finalists.

Select candidate.

Submit status change to human resources to hire.

Employer-Employee
Relations

Conduct negotiations on successor agreements or re-
openers with individual unions.

Develop and sunshine bargaining proposals
Administer union contracts

Advise and support managers on issues related to
employee evaluation, grievances and discipline

Administer union contracts in accordance with the
agreements,

Facilitate intra-college communication, especially on
single college or single site issues.

Provide information about staff recognitions and
achievements.

Administer union contracts in accordance with the
agreements.

Facilitate intra-college communication, especially on single
college or single site issues.

Provide information about staff recognitions and
achievements.
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Area 3: Human Resources

Function

District

Santa Ana College

Santiago Canyon College

Benefits

Accept, process and maintain all employee documentation
pertaining to employee and retiree health and welfare
benefits.

Conduct new hire orientations as it pertains to benefits.
Provide educational programs pertaining to retirement and
health and welfare.

Serve as liaison between employees, broker, and insurance
carrier regarding insurance related problems.

Coordinate Joint Benefits Committee meetings.

Manage COBRA notices.

e Facilitate benefit enrollment meetings

e Refer questions regarding benefits to the appropriate district

staff.

o Facilitate benefit enrollment meetings

¢ Refer questions regarding benefits to the appropriate district
staff,
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Area 4: Fiscal & Administrative Services

Function

District

Santa Ana College

Santiago Canyon College

Department of Rehabilitation, Journalism, EOPS,
Employment Development Department, PSI Business
Seminars, Fire Academy, Criminal Justice Academy and
Apprenticeship programs.

Set up and maintain deferred tuition payments and audit
billing for non-resident tuition and fees.

Disburse gas cards and bus passes for special projects.

Direct phone and counter support for inquiries related to
registration, administrative holds and billings.

Collect funds for returned checks (Clearing, Bookstore,
Community Education and Diversified Funds).

Maintain student information system in coordination with ITS.
Apply financial aid awards to student accounts and process
remaining balances as credit balance and create refund
vouchers to be processed by district Accounts Payable.

In coordination with Financial Aid and the bookstores, invoice
the FALink program and fees.

Department of Rehabilitation, Journalism, EOPS,
Employment Development Department, PSI Business
Seminars, Fire Academy, Criminal Justice Academy and
Apprenticeship programs.

Set up and maintain deferred tuition payments and audit
billing for non-resident tuition and fees.

Disburse gas cards and bus passes for special projects.

Direct phone and counter support for inquiries related to
registration, administrative holds and billings.

Collect funds for returned checks (Clearing, Bookstore,
Community Education and Diversified Funds).

Maintain student information system in coordination with ITS.
Apply financial aid awards to student accounts and process
remaining balances as credit balance and create refund
vouchers to be processed by district Accounts Payable.

In coordination with Financial Aid and the bookstores, invoice
the FALink program and fees.

Student Business
Office

Ensure compliance with accounting and documentation
standards to control receipt and disbursement of funds.
Confers and meets with associated student government,
faculty and administration in the development of
budgets under the auspices of Auxiliary Services and
provides financial guidance relevant to expenditures
and budget administration.

Confers and coordinates with VP’s of Administrative
Services at each college, the Assistant Vice Chancellor
of Fiscal Services and the independent external
auditors.

Serve as Accounts Payable department for Auxiliary Funds
(Associated Students, Community Education, Diversified
Agency, Diversified Trust and Student Representation Fund).
Process payments of all invoices, purchase orders and
reimbursements and verify proper documentation.

Collect and process deposits for all funds, issue receipts and
classify accounts for input in Datatel Accounting system.
Reconcile bank accounts for Associated Students, Community
Ed, Diversified Agency, Diversified Trust and Bookstore
Funds.

Manage Golden State Scholarships and 529 College Savings
Plans

Disburse Financial Aid hold checks and reissue special
program checks including AmeriCorps, Golden State
Scholarship and Chaffey grant checks.

Sell faculty and staff parking permits, gate and elevator cards.
Collect non-registration fees: lab breakage, library fines,
testing, Continuing Education Division fees, custodial
supplies, lost keys, ELA and Planetarium income.

Collect, reconcile and monitor daily parking dispenser and
parking citation revenue.

Serve as Accounts Payable department for Auxiliary Funds
(Associated Students, Community Education, Diversified
Agency, Diversified Trust and Student Representation Fund).
Process payments of all invoices, purchase orders and
reimbursements and verify proper documentation.

Collect and process deposits for all funds, issue receipts and
classify accounts for input in Datatel Accounting system.
Reconcile bank accounts for Associated Students, Community
Ed, Diversified Agency, Diversified Trust and Bookstore
Funds.

Manage Golden State Scholarships and 529 College Savings
Plans

Disburse Financial Aid hold checks and reissue special
program checks including AmeriCorps, Golden State
Scholarship and Chaffey grant checks.

Sell faculty and staff parking permits, gate and elevator cards.
Collect non-registration fees: lab breakage, library fines,
testing, Continuing Education Division fees, custodial
supplies, lost keys, ELA and Planetarium income.

Collect, reconcile and monitor daily parking dispenser and
parking citation revenue.
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Area 4: Fiscal & Administrative Services

Function

District

Santa Ana College

Santiago Canyon College

contributions, outreach to special targeted groups, and
development of community centered fund-raising
opportunities.

Monitor the foundation’s investment portfolio, gift receipting
and tracking process, donor recognition programs, and
compliance with state and federal audit regulations.

planned gifts, corporate contributions, outreach to special
targeted groups, and development of community centered
fund-raising opportunities.

Monitor the foundation’s investment portfolio, gift receipting
and tracking process, donor recognition programs, and
compliance with state and federal audit regulations.

Facilities Planning and
District Support
Services

Develop and submit the District’s Five Year
Construction Plan pursuant to State Education Code.
Oversee and coordinate the planning of all major
capital outlay projects within the District including
implementation of the District’s local bonds.

Define need, develop scope of work and provide a
budget for all state-funded Scheduled Maintenance
and Hazardous Materials projects as well as locally-
funded Facility Modification projects.

Provide facility planning expertise to colleges, as
requested.

Coordinate the screening and hiring recommendations
for architects, engineers, space planners, and
environmental consultants.

Provide technical assistance and support for the
planning and development of all facility projects
within the District.

Keep abreast and up-to-date on major facility
planning issues and provide input to constituent
groups regarding development of facilities to meet the
long term needs of students and modern educational
delivery systems.

Act as liaison in the planning and development of
facilities with various state and local governmental
agencies having responsibility for planning,
construction, regulatory compliance, and
environmental review,

Develop and update architectural standards for facility
development.

Negotiate and review all leases of property and
facilities.

Develop bid specifications, bid awards, construction,
and implementation of major construction and

Serve as district liaison on college committees dealing with
facility planning and development.

Facilitate input, revisions, and updates of the college’s Facility
Master Plan.

Provide technical expertise to faculty, staff and administration
in the planning of facilities to meet the educational needs of
the community.

Develop college facilities master plan based on the
requirements specified in the educational master plan.

The Administrative Services Department serves as the liaison
between college divisions and departments and the district
staff in the development and implementation of major
facilities projects.

Review the facilities inventory and submits changes to the
district staff.

Maintain, manage and continue to upgrade the building
automation systems as funding and technology becomes
available. Systems shall be designed and installed to provide
support while maximizing efficient use of energy.

Serve as district liaison on college committees dealing with
facility planning and development.

Facilitate input, revisions, and updates of the college’s
Facility Master Plan.

Provide technical expertise to faculty, staff, and
administration in the planning of facilities to meet the
educational needs of the community.

Develop college facilities master plan based on the
requirements specified in the educational master plan.

The Administrative Services Department serves as the
liaison between college divisions and departments and the
district staff in the development and implementation of
major facilities projects.

Review the facilities inventory and submits changes to the
district staff.

Maintain, manage and continue to upgrade the building
automation systems as funding and technology becomes
available. Systems shall be designed and installed to
provide support while maximizing efficient use of energy.
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Area 4: Fiscal & Administrative Services

Function

District

Santa Ana College

Santiago Canyon College

categorical programs.

Coordinate budget preparation and funds availability
with the Facilities department for the bonds and
capital outlay budgets.

Revise the budget throughout the year as needed.
Prepare the Tentative and Adopted Budget books and
present them to the Board of Trustees.

Produce monthly revenue and expenditure year-to-
date projection reports.

Produce monthly financial budget comparison
reports.

Prepare forecasts and cost estimations for collective
bargaining purposes.

Monitor and provide backfill for classified vacancies
when requested.

Comply with external reporting requirements,

Fiscal Services

Act as a resource to campus and district personnel for
any fiscal issues.

Prepare quarterly financial and investment reports for
submission to the Board of Trustees.

Monitor cash balances to assure liquidity and
diversify funds for better market yield when
appropriate.

Prepare monthly cash flow statements for the General
Fund.

Ensure all financial reports are completed accurately
and filed timely.

Serve as the co-chair of the District Enrollment
Reporting Committee. Provide financial information
and forecasts as necessary.

Monitor arbitrage calculations for bond proceeds.
Provide for bi-annual actuarial studies on workers’
compensation, property and liability, and retiree
benefits obligations.

Prepare and submit annual continuing disclosure
documents for bond issuances.

Prepare monthly bond expenditures and percentage of
completion reports.

Manage expenditure timelines so that products and services
are received within the same fiscal year they are budgeted.

Manage expenditure timelines so that products and services
are received within the same fiscal year they are budgeted.
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Area 4: Fiscal & Administrative Services

Function

District

Santa Ana College

Santiago Canyon College

Prepare categorical program financial reports.
Prepare and submit the Miscellaneous Income Tax
forms (1099).

Provide capital asset summary and support schedules
based on established capitalization and depreciation
policies in conformity with generally accepted
accounting principles. Assure the capital asset
subsidiary ledger is in agreement with the general
ledger control accounts.

Receive and record collections from students and
employees.

Process financial aid transcripts.

Manage and collect Perkins Loan funds and grant
over-awards.

Disburse student financial aid payments.

Maintain student financial aid subsidiary ledgers.
Provide support, bookkeeping services and financial
reporting to the District Foundation.

Keep updated and adapt to changes in accounting
regulations.

Payroll

Serve as a resource to all district employees regarding
payroll issues.

Collect, prepare and process timely and accurate
payroll, payroll taxes and retirement information for
all district employees, including retroactive payments,
contract changes, and corrections.

Analyze Human Resources, Risk Management and
other source documents to ensure proper payments,
taxation and withholding to employees.

Maintain records of employee voluntary deductions
and remittances.

Balance and process accruals and usage of all leave
types (sick, vacation, etc.) verifying compliance with
education code requirements and union agreements.
Assure payroll compliance with federal and state
regulations and district policies and procedures.
Audit, reconcile and file annual, quarterly, and
monthly reports to federal and state agencies

Prepare time sheets for all hourly staff, including student
assistants and submit them to district Payroll for processing.

¢ Prepare time sheets for all hourly staff, including student
assistants and submit them to district Payroll for processing.
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Area 4: Fiscal & Administrative Services

Function

District

Santa Ana College

Santiago Canyon College

Prepare and provide necessary schedules,
documentation and files to internal/external auditors.
Maintain effective relationships with the Orange
County Department of Education personnel and
departments.

Coordinate accounts payable activities with the
Purchasing Department.

Prepare, remit, reconcile and file reports to federal
and state agencies.

Enrollment
Management

Work closely with campus personnel to identify
external influences impacting enrollment and elicit
strategies for enrollment growth.

Prepare and obtain certification for the apportionment
attendance reports (CCFS-320) and the apprenticeship
attendance reports (CCFS-323).

Develop analysis, historical performance trends, and
projections compared to the annual targets.

Assure that the methods of collecting attendance and
reporting comply with the education code,
regulations, advisories and related publications.
Oversee the adequacy of record retention to support
the audit trail.

Improve the system’s data extraction reports and
efficiency in reporting information.

Oversee the system conversion for attendance
gathering.

Coordinate completion and submission of the
Lifetime Learning Credit and Hope Scholarship forms
(1098-T).

Present and discuss Full-Time Equivalent Students
(FTES) projections and trends to the District
Enrollment Management Committee.

Prepare documents and reports as required or
requested by State agencies or district personnel
working in collaboration with campus personnel.
PAGR uses data to modify PR and advertising
strategies to support enrollment growth and student
retention.

Identify needed revisions to the college projections and
collaborate on the suggested changes.

Provide guidance relative to new and revised education code
sections and regulations; assure adequacy of record retention
to support the audit trail.

Assure that the methods of collecting attendance and reporting
comply with the education code, regulations, advisories and
related publications.

Improve the system’s data extraction reports and efficiency in
reporting information.

Identify needed revisions to the college projections

and collaborate on the suggested changes.

Provide guidance relative to new and revised education

code sections and regulations; assure adequacy of record
retention to support the audit trail.

Assure that the methods of collecting attendance and reporting
comply with the education code, regulations, advisories and
related publications.

Improve the system’s data extraction reports and efficiency in
reporting information.
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Area 4: Fiscal & Administrative Services

Function

District

Santa Ana College

Santiago Canyon College

operating systems and database engines
Support Black Board Course Management Systems

ITS - Network
Administration

Procure and maintain virtual and physical servers for
academic and administrative needs.

Design, implement and maintain the Wide Area
Network including physical infrastructure and core
network equipment

Design, implement and maintain the Local Area
Network including the physical infrastructure and
building network equipment.

Design, implement and maintain the Wireless
Network.

Develop mechanisms to manage network growth and
internet bandwidth usage

Develop mechanisms for safe and reliable network,
e.g. firewalls, antivirus, intrusion systems
Responsible for backups of enterprise and
departmental systems

Design, implement, and maintain the Voice Over
Internet Protocol (VOIP) phone system

Responsible for the email services, and products
related to email such as spam prevention.

Provide secure remote access to our network for staff
and faculty

Design, implement, maintain Video Surveillance
System.

College Help Desk receives all college related technology
problems. Academic Support reassigns or works with the
ITS network team to resolve the issue.

Identify network issues and collaborate with network
administration for resolutions. (Examples are network
switches, infrastructure cable, wireless access,

Blackboard, bandwidth, and phone matters)

Identify technology expansion requirements with college
staff. Relate needs to the ITS network administration to
determine solutions.

Maintain communication with district ITS staff to meet the
needs of the colleges related to new buildings, staffing issues
and vendor support.

College Help Desk receives all college related technology
problems. Academic Support reassigns or works with the
ITS network team to resolve the issue.

Identify network issues and collaborate with network
administration for resolutions. (Examples are network
switches, infrastructure cable, wireless access,

Blackboard, bandwidth, and phone matters)

Identify technology expansion requirements with college
staff. Relate needs to the ITS network administration to
determine solutions.

Maintain communication with district ITS staff to meet the
needs of the colleges related to new buildings, staffing issues
and vendor support.

Website

Provide evolving user-friendly websites that promote
District, Colleges and Continuing Education Centers.
Facilitate District, Colleges, and Continuing
Education Centers services online for the community,
faculty, staff, students, prospective students and
media.

Web content management responsibilities for the
district web site are a collaborative effort of PAGR,
ITS and the content publishers

PAGR collaborates with ITS on any recommended
functional or design changes of the district web site.

Maintain content through a collaborative effort of the college
web committees and educational and service departments.
Provide content for the areas college staff maintain and
update.

Provide support in designing new web pages.

Assist in expanding District Economic Development
commitments to the State via web services for the
entrepreneurial community.

Maintain content through a collaborative effort of the college
web committees and educational and service departments.
Provide content for the areas college staff maintain and
update.

Provide support in designing new web pages.

Assist in expanding District Economic Development
commitments to the State via web services for the
entrepreneurial community.
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Area 4: Fiscal & Administrative Services

Function

District

Santa Ana College

Santiago Canyon College

Manage competitive quotation and bid process, and
use cooperative purchasing when feasible.

Prepare, evaluate, analyze and recommend awards of
bids for maintenance service contracts, equipment and
supplies.

Maintain contractor insurance and bonding
certificates.

Maintain database and control of maintenance and
service contracts, independent
contractors/consultants, leases and rental of property
and facilities.

Execute service contracts, and manage services for
maintenance agreements which are centralized.
(Copiers, hardware/software maintenance, elevators,
parking lot sweeping, landscape, etc.)

Provide training for the online requisitioning system
and maintain training manuals.

Maintain the Record Retention & Destruction Board
Policy.

Prepare annual contract renewals, obtain new pricing,
update database and distribute renewal list to
departments for budget purposes.

Maintain database of qualified contractors; includes
checking the status of contractor’s licenses.

Provide bi-annual newsletters to be used as a
communication tool to address current issues as well
as a reminder of best practices.

Monitors our participation with State of California in
the travel program, i.e. air travel, car rental, fuel etc.
Coordinates meetings between district staff,
contractors and/or vendors for space planning of
furniture items, AV equipment, etc.

Maintains office supplies online ordering system, i.e.
product review reports (spending, item categories),
active/inactive users, custom core list, etc.

Warehouse &
Inventory Control

Ensure shipments of received supplies and equipment
are correct, undamaged and delivered to departments
and sites.

Maintain a nominal amount of furniture and equipment

which is intended for re-use at the college. Identify other

surplus furniture and equipment to be sent to the district

Maintain a nominal amount of furniture and equipment
which is intended for re-use at the college. Identify other
surplus furniture and equipment to be sent to the district
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Area 4: Fiscal & Administrative Services

Function

District

Santa Ana College

Santiago Canyon College

for district safety staff

Conduct safety and security surveys

Review and update department policies and
procedures

Provide training support for district safety officers at
all sites

Maintain accurate crime statistics and ensure they are
reported to the District and college communities and
to the federal Department of Education

Advise district and site administrators on safety and
security concerns, and provide updated information
regarding significant incidents

Provide technical expertise to administration, staff,
faculty regarding possible solutions to safety and
security problems

Participate in shared governance discussions at
colleges, sites, and centers

Perform payroll and purchasing recordkeeping
functions for district safety and security department
Support and advise College Safety Committees and
College Emergency Preparedness committees
Liaison with local law enforcement agencies to ensure
cooperation and coordination with department
Support and advise College Safety Committees and
College Emergency Preparedness committees

Assist PAGR with internal and external
communication during times of crisis.

Maintain accurate documents about incidents and daily
activities.

Maintain effective Lost and Found Property procedures.
Work closely with other departments in handling student
disciplinary problems.

Patrol campuses effectively to deter crime and to be available
to provide assistance, information and safety and security
related services to students, staff and guests.

Enforce parking regulations and direct traffic on campus.
Provide security coverage for special events.

Working with the Administrative Services Department,
prepare and maintain an emergency preparedness plan for
each site.

Conduct emergency drills

Participate in Threat Assessment Team’s efforts to identify
potentially violent individuals

Maintain accurate documents about incidents and daily
activities.

Maintain effective Lost and Found Property procedures.
Work closely with other departments in handling

student disciplinary problems.

Patrol campuses effectively to deter crime and to be
available to provide assistance, information and safety
and security related services to students, staff and guests.
Enforce parking regulations and direct traffic on campus.
Provide security coverage for special events.

Working with the Administrative Services Department,
prepare and maintain an emergency preparedness plan for
each site.

Conduct emergency drills

Participate in Threat Assessment Team’s efforts to identify
potentially violent individuals

College Advancement

Board of Trustees is apprised of all college
advancement activities

Responsible for overall development and implementation of
a philanthropic master plan to generate community goodwill
and financial support for the college.

Develop and monitor college fundraising activities in close
collaboration with college foundation.

Direct college alumni activities and serve as community
liaison.

Develop and oversee student-centered programs and events
that generate revenue for college and student needs

Solicit and disburse funds for scholarships and other program
needs.

Responsible for the overall development and

maintenance of programs that generate community
goodwill and financial support for the college.

Develop and monitor college fundraising activities in

close collaboration with college foundation.

Direct college alumni activities and serve as community
liaison.

Develop and oversee student-centered programs and events
that generate revenue for college and student needs

Solicit and disburse funds for scholarships and other program
needs.
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Area 5: Educational Services

Function

District

Santa Ana College

Santiago Canyon College

Policies

Oversee and coordinate revision and development of
new board policies and administrative regulations with
appropriate staff,

Provide liaison with CCLC policy subscription service
Answer questions regarding RSCCD Board Policies
and Administrative Regulations.

Provide advice and input relative to new and revised Board
Policies and Administrative Regulations, as requested.
Identify needed revisions, as appropriate.

Ensure faculty and staff awareness of Board Policies and
Administrative Regulations.

Ensure compliance with Board Policies and Administrative
Regulations.

Provide advice and input relative to new and revised Board
Policies and Administrative Regulations, as requested.
Identify needed revisions, as appropriate.

Ensure faculty and staff awareness of Board Policies and
Administrative Regulations.

Ensure compliance with Board Policies and Administrative
Regulations.

Planning

Maintain and update RSCCD Planning Design Manual,
Comprehensive Master Plan, and Strategic Plan
Manage annual assessment and revision of District
planning processes to ensure continuous quality
improvement

Provide external and internal environmental scanning
information for planning.

Provide planning assistance to colleges, as requested.

Provide feedback in the evaluation and modification of the
district mission.

Regularly review and update, when necessary, the college
mission.

Aid in the development and implementation of RSCCD
Strategic Plans and Goals.

Develop unique planning processes which utilize RSCCD
Goals as the basis for site planning.

Maintain short term planning portfolios at the department
level. These plans inform the program review process.
Conduct environmental scans to facilitate the development
of an Educational Master Plan and its resulting goals.
Ensure that outcomes assessment data and student
achievement data drive the planning and resource allocation
process at the college.

Facilitate an institution-wide dialogue about outcomes
assessment data and student achievement data through long
term (EMP), near term (Program Review) and short term
(DPPs) planning documents.

Establish and monitor institution-set standards of
achievement which are utilized to provide a benchmark for
student performance and inform the planning process.
Evaluate college planning process and progresses towards
goals.

Provide feedback to Chancellor and Board regarding
progress towards goals and review of goals.

Develop, communicate and update the Educational Master
Plan and Strategic Plan resulting goals as the basis for
resource allocation within the institution.

Provide feedback in the evaluation and modification of the
district mission.

Regularly review and update, when necessary, the college
mission.

Aid in the development and implementation of RSCCD
Strategic Plans and Goals.

Develop unique planning processes which utilize RSCCD
Goals as the basis for site planning.

Maintain short term planning portfolios at the department
level. These plans inform the program review process.
Conduct environmental scans to facilitate the development
of an Educational Master Plan and its resulting goals.
Ensure that outcomes assessment data and student
achievement data drive the planning and resource
allocation process at the college.

Facilitate an institution-wide dialogue about outcomes
assessment data and student achievement data through
long term (EMP), near term (Program Review) and short
term (DPPs) planning documents.

Establish and monitor institution-set standards of
achievement which are utilized to provide a benchmark
for student performance and inform the planning process.
Evaluate college planning process and progresses towards
goals.

Provide feedback to Chancellor and Board regarding
progress towards goals and review of goals.

Develop, communicate and update a long-term
Educational Master Plan and resulting goals as the basis
for resource allocation within the institution.
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Area 5: Educational Services

Function District Santa Ana College Santiago Canyon College
Develop labor market surveys for occupational revise existing programs to meet industry needs. Seek out new training program and expansion
programs. Seek out new training program and opportunities for opportunities for economic development to meet industry
Manage district VTEA contract. economic development to meet industry needs. needs.
Market and promote opportunities for job training to Market and promote opportunities for job training to
community, high schools and special populations. community, high schools and special populations.
Research Conduct and coordinate institutional research function Identify and request research, as needed. Identify and request research, as needed.

for colleges and district.

Complete some government mandated reporting (such
as IPEDS, SRTK).

Coordinate, monitor and report state performance
measures.

Design, conduct, and publish “regular” statistical
studies (such as enrollment trends, graduates and
persistence reports) to assist in RSCCD’s policy and
program planning and development.

Design, conduct, and publish “special” studies to meet
departmental, institutional, community, and
state/federally-mandated requirements.

Coordinate, assist, guide, and/or support faculty, staff
and other individuals conducting research activities.
Coordinate college and district data collection requests
from outside agencies.

Validate assessment test course placement instruments
used at the colleges.

Respond to research needs in support of departmental
activities and grant proposals.

Administer surveys to students, staff and community
members.

Develop and maintain outside data sources.

Maintain online data query tools for staff.

Provide input for the annual research agenda and prioritize
research needs of the college.

Conduct routine research to support college program needs,
such as program monitoring.

Assist in data gathering for research, as needed.

Review report drafts, disseminate research findings, and use
research results appropriately in planning and decision
making.

Use “research protocol” for requesting permission to conduct
research for non-college-specific purposes.

Develop, implement, manage, evaluate and improve cycles
and processes for the collection, reporting, and analysis of
outcomes assessment data at the institutional, program,
service area and course levels.

Actively disseminate research to support college-level
strategic planning centered on student learning and success.

Provide input for the annual research agenda and prioritize
research needs of the college.

Conduct routine research to support college program

needs, such as program monitoring.

Assist in data gathering for research, as needed.

Review report drafts, disseminate research findings, and
use research results appropriately in planning and decision
making.

Use “research protocol” for requesting permission to
conduct research for non-college-specific purposes.
Develop, implement, manage, evaluate and improve cycles
and processes for the collection, reporting, and analysis of
outcomes assessment data at the institutional, program,
service area and course levels.

Actively disseminate research to support college-level
strategic planning centered on student learning and success.
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Area 6: Governance

Function

District

Santa Ana College

Santiago Canyon College

Board of Trustees

Establish structure and create policies related to
governance.

Assure the implementation of all Board Policies and
Administrative Regulations related to college functions and
support their updating as appropriate to changes in policy and
practice.

Actively participate in Board of Trustees meetings and in

other topical Board development presentations and workshops.

Assure the implementation of all Board Policies and
Administrative Regulations related to college functions and
support their updating as appropriate to changes in policy and
practice.

Actively participate in Board of Trustees meetings and in other
topical Board development presentations and workshops.

Academic Senates

Provide input directly to the Board on professional
and academic matters.

Academic Senate Presidents attend all Board meetings.

Serve as representatives on college and district governance
committees.

Recommend to the Board annual approval of the college
curriculum to include new, revised and/or deleted programs
and courses.

Maintain a relationship directly with the Board of Trustees per
AB1725.

Academic Senate Presidents attend all Board meetings.
Appoint representatives to serve on college and district
governance committees.

Recommend to the Board annual approval of the college
curriculum to include new, revised and/or deleted programs
and courses.

Maintain a relationship directly with the Board of Trustees
per AB1725.

ASB/ASG

Provide input to the Chancellor and Board of
Trustees on student matters as they pertain to
governance.

Provide input to the Chancellor and Board of Trustees on
student matters as they pertain to governance.

Coordinate programs and events for a diverse student body.
Institute variety of programming for students focusing on
social, intellectual and emotional development.

Provide advisory assistance to student clubs via the ASB/ASG
Inter-Club Council (ICC).

Coordinate student body elections and Senator elections.
Work with ASB/ASG President to select Executive Cabinet.
Provide an environment where students can make
recommendations to improve the college student experience.
Coordinate the interview process for the selection of the
Student Trustee.

Edit ASB/ASG publications to ensure appropriateness of
language and content.

Oversees the allocated budget.

Empower students to be proactive in their concerns/causes.
Develop student leadership opportunities.

Ensure adherence to high ethical standards.

Provide resources for club advisors to effectively oversee the
campus organizations.

Participate in committees through participatory governance

Provide input to the Chancellor and Board of Trustees on
student matters as they pertain to governance.

Coordinate programs and events for a diverse student body.
Institute variety of programming for students focusing on
social, intellectual and emotional development.

Provide advisory assistance to student clubs via the ASB/ASG
Inter-Club Council (ICC).

Coordinate student body elections and Senator elections.
Work with ASB/ASG President to select Executive Cabinet.
Provide an environment where students can make
recommendations to improve the college student experience.
Coordinate the interview process for the selection of the
Student Trustee.

Edit ASB/ASG publications to ensure appropriateness of
language and content.

Oversee the allocated budget.

Empower students to be proactive in their concerns/causes.
Develop student leadership opportunities.

Ensure adherence to high ethical standards.

Provide resources for club advisors to effectively oversee the
campus organizations.

Participate in committees through participatory governance.

2l



"sjuawaoe]d JUSWSSILoADE

pue uononpoid [B19)e[[02 3)BUIPIOOD UIY} PUE ‘SWINIPIUI PUB
soZessawu ajeudoidde dojaaap ‘sjo8pnq urepoose ‘siafeuew
[erusuntedap yim UONEINSUOD Ul Spaau SunaxIew AJHUsp]

‘s1o8euew pajeso[-a39][00

Pim Sunew3LIo soue)sisse Jurjoxaeur 10j sjsanbai aeuepy

‘sjuswsoe|d JuswIasnIaApe

pue uononpoid [e19)e[[0d SJBUIPIOOS USY) PUR ‘SWNIpaw pue
saFessout syenrdosdde dojaasp “‘sje3pnq urenaose ‘s1afeuewr
[ejusuntedap Yim UOHBINSUOD Ul SpPaau Junadiew AJuap]

‘s1o8euew pajeoo[-239][00

ym Supew3uo soue)sisse Sunjaspew 10 sysanbal ofeuey

‘syuawaoe]d

JUSWISSTISADPE pUe Uononpold [BI)e[[00 SI)BUIPIOOD
pue swnipaur pue sagessour sjeudordde dojaaag
‘Papasu Sk 9ouE)SISSE

Teuorssajoid spiaoid pue sai3ajens Sunayiew

uo syuaunaedsp 235[[05 pue IDLISIP M 9)BI0qE[[0))
E1iig)

SunayIelq s Jo1msI(q 9y} 03 diysiopeaj-apiaoid

Jupayae

s

ay 1oy sepuale Ao1jod o1qnd Jo uononysuos ay poddns

0) uone|sida] Surpuad pue JUSLIND JNOQE ‘SUOTIRIDOSSE
Ansnput pue s3unoow o3 woy pauea]d ‘uonjeuLIOUI AIBYS
od

‘uoiuiysep\ pue ojuswueIoeg 03 sdLy A9B00ApE dANR[SISI]
[enuue oy ut sjedioned 0) Jo/pue S)SIA SATIE[SISI]

K9 uo Jo[[asuey)) Jo/pue siaquiawi pieoq Auedwiosoy
'$110JJ9 Aoeooape

s Jowsi( ay) woddns 0 sao1Ales pue ‘swieidoid ‘syuspnis uo
uone[sida] o310ads Jo 1oedult 5Y) INOGE UOTBULIOJUI IPIAOCI]

wusiq

ay 10y sepua3e As1jod o1iqnd jJo uononnsuos ayy poddns

0 uone[si3ds| Surpuad pue JusLINO JNOQE ‘SUOLEIOOSSE
Ansnput pue s3urjasw £93 WOy pauead[d ‘UONEBULIOJUT AIBYS
0a

‘uo)urysep\ pue ojuswresoeg o) sdiy £oedoApe sAne[sISo]
[enuue a1} ut ayedionsed o) Jo/pue s)ISIA SATIR[SISI]

K9] uo Iofsouey)) Jo/pue spquIdW preog Aueduioooy
*$110}J2 AordooApe

s.1010s1(] a1} Koddns o3 soo1Ales pue ‘swerSoid ‘sjuspnys uo
uone[si3a] o110ads jo joedunl ay) Jnoqe UOT)BULIOJUT IPIAOI]

‘[1ouno)) ssaulsngg

Auno)) a3ue1() a1} pue ‘0010,] S ], 9ANE[SIF]
Auno) auel() ay ‘a219untI0)) JO S1PQUIBYD) 2JB)S
pue AJUN0d JO SA3IUWUWO0 2ANE[SISI] ul sajedronted
pue ‘sjuej|nsuod [esuijod payoenuod S10311p pue
sastatadns ‘sanianoe 5139)ens SABNIUL JO[[20UEYD) Y,
‘sepuo3e

Kotjod o1jqnd [e19pa] pue ajeis sdojpasp Jojjaoury)
3Y) ‘Sa9)SNI], JO paeog SY) WIOL] [SUNOD Y M
JUSUILISAOS JO S[2AJ] [[ Je saanejuasaldal

wtodde pue pajos[o 0] sanssi 12 pue sa82[]00

3y} Jussaldal saauBisap SIY pue 1o]jasuey)) Y,

SUONE[Y [B)UIUIUIIA0L)

‘suonesado J1ay) pue 339100 oY) Su13oayje sanssI JuaLINd
oyt s)yrsur Sunoyed ‘sdnoid Lyrunurwos seudordde
Iayjo pue SULIIW UOIRIDOSSE JOUMOIWOY/POOII0qySiaou
s uonedionred pue satgajens

uonesNUIod YIm juapisaid 2321100 ayy woddng
"9oueo1yudis pue

153191 [0} JO SI9)EU JNOQE UOHBULIOJUT AJoUIT) [)im
woy) Sutpiaoid ‘Ayununuod o) 03 289[00 a2y Juasarday]
‘[osunoo 112y} 3urxeas ‘suoneIoosse pooyloqysisu

pue s10qU31oU )M SUONEOIUNWITUOD J)BH[I0E.]

‘suonerado 1oy} pue s335[j0o a1 Sunosgje sansst JUILIND
oyut s)ydisut Sunisipesd ‘sdnoid Aununuos sjeudoidde
Joyjo pue s3U3oUI UOT)BIIOSSE JOUMO3UIOY/pooyIoqyIiau
s uonedionted pue sa1391enS

UOLBOIUNIOD Y1im Juspisaid a3afjos ayy poddng
*20UBdJIUBIS pue

1S319)Ul [BD0] JO SI9)BW JNOQE UONBULIOJUI A[WIN) 3Im
woay) 3urpiaoad ‘Arununuod ot 0) 39a[0d 3y Judsaidoy
"[9SUNO0D 1Y) FUINoss ‘SUOTRINOSSE pootIoqy3iou

pue s10qUS19U Y)im SUOREBIIUNLIUIOD J)BIIOe]

‘sdnoid Lyrunuuos uonedionted pue saiSajens
SUONBOIUNWILIOD Y)im Sjuapisald a8a1j0o oy IsISSy
Io[[aauey)) aij) 1o} saniiqisuodsal

SUOINIB[aI AJIUNUWIIOD SPIM-)OLISIP SFBURIA

‘sagafjoo

oY) YIm suoneal Ajunurwod Joj Ajiqisuodsal areyg

suoneEy Arunuuo)

383110) uoiue)) ogenueg

983[[0) vUY BJUES

pSIq

uonduNy

suonedNqRg % SAEHY AN :L BIIY




Area 7: Public Affairs & Publications

Function District Santa Ana College Santiago Canyon College
Media Relations Recommend and implement strategies, tactics and Determine the most appropriate strategies, tactics and Determine the most appropriate strategies, tactics and
channels for the release of newsworthy information. channels for the release of newsworthy information. channels for the release of newsworthy information.
Provide advice and support to the colleges regarding Initiate coverage about college-oriented programs, Initiate coverage about college-oriented programs,
media relations issues. services and events. services and events.
Create media pitches that maximize positive exposure Serve as secondary media spokespersons for the campus; Serve as secondary media spokespersons for the campus;
for the district, colleges and programs. primary spokespersons include the president and other primary spokespersons include the president and other
Serve as media spokespersons for the District. designated spokespersons on the campus. designated spokespersons on the campus.
Prepare staff for media interviews. Support the college presidents and other top leaders in Support the college presidents and other top leaders in
preparation for media interviews. preparation for media interviews.
Create and direct media relations strategies to position the Create and direct media relations strategies to position the
colleges in the most favorable light. colleges in the most favorable light.
Solicit story ideas from the college community. Solicit story ideas from the college community.
Collaborate with the PAGR at the District on stories and Collaborate with the PAGR at the District on stories and
issues that involve the college. issues that involve the college.
Interface with the PAGR on possible media strategies for Interface with PAGR on possible media strategies for
college-related stories. college-related stories.
Publications/Graphic Provide centralized reprographic services for Provide reprographic and offset print products for Provide reprographic and offset print products for

Communication/Electronic
Media

administrative operations, public relations and
marketing purposes.

Manage all solicitation of bids for outside printing
services.

Maintain Graphics Standards for the district

Provide graphic design services for district and college
Manage web, intranet and social media content for
district and college sites and ensure consistent branding
and messaging

Assist content publishers in maintaining web pages for
their respective departments.

Collaborate with ITS on any recommended functional
or design changes of the district website.

Interface with college Sports Information Coordinator
and dean and provide advice on key projects as needed.
Assist the Chancellor and College Presidents with
internal communications efforts

academic, administrative operations, public relations and
marketing purposes.

College copy centers provide attended and self-service
quick copy service. Printing or copy services requiring
large quantities or special features (e.g., binding, special
paper, etc.) are forwarded to district Publications.
College copy centers serve as a distribution point for
district publications jobs.

The Sports Information Coordinators manage the media
relations for intercollegiate athletic teams, college golf
tournaments, Hall of Fame events, and all athletic-related
events and recognitions.

academic, administrative operations, public relations and
marketing purposes.

College copy centers provide attended and self-service
quick copy service. Printing or copy services requiring
large quantities or special features (e.g., binding, special
paper, etc.) are forwarded to district Publications.
College copy centers serve as a distribution point for
district publications jobs.







