CLASSIFIED & ADMINISTRATIVE POSITION REQUEST: 2023-2024

THE FOLLOWING INFORMATION WILL CONTRIBUTE TOWARD A QUALITY REQUEST

Please note the following deadlines when submitting your Classified and Administrative Position Request

October 31, 2022: Final day to submit Cost Calculations(Section 6) requests to College Administrative

Services Technician

November 8, 2023:Request due to Division Dean with College Administrative Services Technician Signature
November 15, 2023: Request Presented at Division Meeting
November 17, 2023:Request due to Administrative Office by 5:00pm. with Division Dean and Vice
President signatures send via email to kzieker@laspositascollege.edu

Process

Please Do Not Submit this Page

e Submit a complete form with all sections complete and a job description attached.

e RAC will prioritize submissions based on criteria outlined in the rubric below;
0 The committee may chose not to score incomplete requests.

¢ RAC will make hiring recommendations to the College President, who will make hiring decision thereafter.

Scoring Rubric

Criteria

Strong Evidence

Adequate Evidence

Limited Evidence

Program Need
(10 points) [Section 1]

Ranking Scale

Clear and compelling evidence/data
supporting a need for this position
and/or suggesting strong impact on
students or program(s).

8-10

Clear evidence/data supporting a need
for this position and/or suggesting
impact on students or program(s).

4-7

Limited evidence/ data supporting a need for
this position and/or suggesting limited impact
on students or program(s).

0-3

Student Learning
& Success
(10 points) [Section 2]

Ranking Scale

Clear and compelling evidence that
this position will widely contribute
to and/or support student learning
and success in support of college
accreditation standards.

8-10

Clear evidence that this position will
contribute to and/or support student
learning and success in support of
college accreditation standards.

4-7

Limited evidence that this position will
contribute to and/or support student learning
land success in support of college accreditation
standards.

0-3

[Mission and Planning
Priorities
(10 points) [Section 3]

Ranking Scale

Clear and compelling evidence that
this position strongly supports the
College Mission and/or Planning
Priorities.

8-10

Clear evidence that this position
supports the College Mission and/or
Planning Priorities.

4-7

Limited evidence that this position supports
the College Mission and/or Planning
Priorities.

0-3

Program Outcomes,
Initiatives and Plans
(10 points)
[Section 4]

Ranking Scale

Clear and compelling evidence that
this position will support the
program above and beyond current
capability.

8-10

Clear evidence that this position will
support the program above and beyond
current capability.

4-7

Position provides little or no impact on the
program above and beyond current capacity.

0-3

Safety
(3 points)
[Section 5]

Ranking Scale

This position will greatly enhance
lcampus or program safety.

This position will enhance campus or
program safety.

1-2

This position has negligible or no impact on
campus or program safety.




Classified and Administrative Position Request Checklist

This checklist is your cover page to your request (pages 3-9)
NOTE: Non-Instructional Position Requests are required for Classified and Administrative positions only
Incomplete forms will be returned.

Action Item Action Required

Review Purpose Submission of the following request to the Resource Allocation Committee (RAC) is
required for the following:

1.Requesting a new position;

2.Requesting increased hours for an existing position;

3.Informing the committee of the intent to hire a temporary grant-funded position.

Non-Instruction position requests are not required for:

1.Temporary positions supported by general funds;

2.Positions currently funded, but vacant for less than 24 months;

3.Approved positions, but with a failed search. Approval is extended for 12 months
only.

Section 6: Costs Costs associated with this position request must be calculated by College
Administrative Services Technician, Sharon Davidson before submitting to your
Division Dean.

e  Calculation requests must be into Sharon no later than October 31 to meet
November 8 deadline for Division Dean submittal
e Send requests via email to Sharon Davidson

Division Dean The Division Dean will review the Classified & Administrative Position request
Signature form for completion and confirm job description is attached.

Vice President The Vice President will review the Classified & Administrative Position request
Signature form for completion, and required signatures.

College The College Administrative Services Technician will verify the Classified &
Administrative Administrative Position request form Section 6: Costs, and forward for scanning.

Services Technician



mailto:SDavidson@laspositascollege.edu

CLASSIFIED & ADMINISTRATIVE POSITION REQUEST

2023'2024 Internal Use
_ #: 2024-
Requester Name: AcademicDeansandVP Division Name: Academic Services

SUMMARY INFORMATION

Title of Position Being Requested: (Note: Please also attach a current or proposed district job description)

Curriculum and Scheduling Specialist

Position Will Reside in Division/Unit:

Vice President'©ffice, AcademicServices

Indicate To Whom this Would Report:

Vice Presidenpf AcademicServices

Indicate if this position or a similar position has been presented to RAC previously and in what years:

Thiswasmostrecentlysubmittedn 2018-2019ranked#4) andpreviouslysubmittedn 2016-2017 put
neitherwasfunded.AndreaMigliaccio washiredin 2012.

The position is:

@N ew

Number of Hours per Week: 40
12

Number of Months per Year:

Olncrease for an existing funded position

From: 09 Olo Oll Months
To: Ow On (D12 Months
to

OR From: % %

Name of Person Currently Holding Position:

ONEW Categorically funded position (information only; position not ranked)

Number of Hours per Week:

Number of Months per Year:



http://www.clpccd.org/HR/SEIU%20MOUs/ClassificationCompensationStudy_000.php

SECTION 1: PROGRAM NEED

What key responsibilities would this person assume?

The CurriculumandSchedulingSpecialistperformsa variety of highly specializedechnicalandclerical
dutiesinvolvedin thedevelopmenbf the Collegecatalogandcoursescheduleaswell asfaculty
assignmentsThe specialiswworkswith teammembersn AcademicandStudentServicedo updateand
track curriculumchangesvithin the Bannersystemandon theweb;review,analyze processandcorrect
courseschedulingdataandrelatedmaterialssubmittedby the Division Deans.The Curriculumand
SchedulingSpecialisinputsdatainto the Bannersystemin orderto producethe Collegeclassschedulethe
Collegecatalog full-time faculty load sheetsandpart-timefaculty assignments.

The CurriculumandSchedulingSpecialisis involvedin all customizedandspecializectlassofferings,
including creatingadditionalsectionsaandmanuallyadjustingclasscapsandenrolimentattributesand
manuallyupdatingnotesat the sectionlevel. Theseofferingsincludeindependenstudy,cross-listed
coursesalternateanstruction,classoverlapsmirrorednoncreditcoursedor creditofferings,apprenticeshiy
programswvhosetermlengthsvary from regularterms,FederalCorrectioninstitutecourseslearning
communitiesdualenrollmentcreditby exam,andmanyothersdescribedn sectionl below.

Amongthe manycritical rolesof the CurriculumandSchedulingSpecialistareto helpensuranstructor
workloadandpayroll areaccuratemonitorandhelpresolveroomconflicts,serveon the College
EnrollmentManagemenCommittee work with StudentServicego accuratelycodesectionsandcourses
for apportionmentwork with the divisionsandthe Webmasteto developandcreatesectiondor the
Lifelong LearningAcademyeachsemester.

The CurriculumandSchedulingSpecialisservesasatechnicalexpertfor multiple softwareplatforms
includingBanner Ad Astra, Curricunet(includingservingon the CurriQnetMetatransitionteam),25 Live,
DegreeWorks, FacultyLoadandCompensatioi(FLAC), andArgos.

The CurriculumandSchedulingSpecialistvorks collaborativelywith colleaguesit Chabotandatthe
District office to align collegeneedsandcurriculumacrosghedistrict. Specifically,the Specialiswworks
closelywith HumanResourceandpayroll regardingfaculty pay,67%report,andall faculty assignments,
includingworkloadbanking,aswell aswith District IT regardingcoding,systematigrocessesand
alignmentof collegeorganizationgorgs)with Banner.

List other Personnel in the Unit (i.e. with shared or similar responsibilities):

Andrea Migliaccio




SECTION 1: PROGRAM NEED (contd)

Give a historical perspective of the changing demands on your unit’s staff over the past 3-5 years (refer to
your program review relating to human resources.) You may use narrative or relevant data.

Thedemand®n the currentCurriculumandSchedulingSpecialishaveexpandedyreatly.Scheduling
complexityhasgrownexponentiallywith the student-centerefbcuson increasingopportunitiesor
studentgo takecoursesn multiple modalitiesandmuchmoredynamicscheduleroductiontimeline with
classofferingsvariety rapidly changingto meetstudentdemandsTransitioningduringthe pandemido
primarily onlineandsubsequenteturnto vibranton-campusectionshasincreasedhework to ensurethe
accuracyandcompletenessf the scheduleandits alignmentwith curriculum.Expandedesponsibilities
duringthelast3-5yearsinclude:25 Live, Ad Astra, ApprenticeshipsAttribute Coding,Audits, CEMC
Data,Compressedalendamworkgroup,Curriculumupdateshiftedfrom 2 to 1 year,DegreeWorks
integration division realignmentsgualenroliment,FederalCorrectionalnstitute, FacultyLoadand
CompensatioiFLAC) systemfor payroll, GuidedSelf PlacementinstructionalServiceAgreementge.g.,
Fire), long termsubstitutiontracking(per contract) hardlinkingconcurrensupportsections newbuildings
with newinstructionalrooms,removalof previousinstructionalroomsin buildingstakenout of system,
noncreditofferings,newnoncreditapplicationprocessplacementodes specialprogramsgrosslistszero
textbookcost& low textbookcostdesignatiormrequirement.

And/or provide additional information supporting a need for this position and resulting impact on
students or program:

Theneedfor asecondCurriculumandSchedulingSpecialishasbeenongoing. The currentCurriculum
andSchedulingSpecialistvashiredin 2012.By 2016,therewasalreadya clearandcompellingneedto
havea secondpersonin thisimportantrole. Our Chabotcounterpart®iavehadthreefull-time positionsfor
thisrole.




SECTION 2: STUDENT LEARNING AND SUCCESS

Explain how this position will contribute to and/or support student learning and success:

This positionsupportsstudentiearningandsuccesdecausef its vital role in building the capacityof the
college'sacademigrogramsgurriculum,andschedule. Thetimely, accurateandeffectiveschedulingof
coursesaandsectionssupportsstudentsprogressalongtheir academigathwayandcompletionof their
academigoals.The position'scentralrole is faculty assignmentsnsuregaculty areaccuratelyand
efficiently placedinto sectionswhich increaseshe capacityof the faculty memberto be availableto
studentsarlyin registratiorandduringtheterm.

Theintegrity of the scheduleandits alignmentwith curriculumis essentiato studentsorrectlyreceiving
creditfor their courses.This positionis responsibldor the detailedtechnicalaspect®f schedulingof
classego complywith Title 5 andthe ProgramandCourseApprovalHandbookPCAH) andto ensure
accuracyof attendancaccountingandapportionment.

Explain how this position will have a positive impact on Accreditation or strengthen the college’s
adherence to the ACCJC standards:

The CurriculumandSchedulingSpecialisthasanimportantrole in ensuringLas PositasCollegemeets
accreditatiorstandardsf-or AccreditationStandardl: Student_earningProgramsandSupportServices,
Standardl.A.6 states'Theinstitutionschedulegoursesn a mannetthatallows studentdo complete
certificateanddegreeprogramswithin a periodof time consistentvith establishe@xpectationsgn higher
education.'Standardl.A.7 requires'Theinstitutioneffectivelyusesdeliverymodesteaching
methodologiesindlearningsupportserviceghatreflectthe diverseandchangingneedsof its studentsin
supportof equityin successor all students. The CurriculumandSchedulingSpecialisimplements,
entergnto Banner.andthuspublicizesthe scheduleanddeliverymodesavailableto students.

ThelnstitutionalSelf EvaluationReport(ISER) thatled to re-accreditationn 2023states'LPC'sprocess
for developingcourseschedulegand)the AcademicServicedivision'spriority to createscheduleshat
optimizestudenicompletion...allonstudentso completecertificateanddegreeprogramswithin a
reasonabl@eriodof time consistentvith highereducatiorexpectations."

StandardlIl.A.9 states'The institutionhasa sufficientnumberof staff with appropriatequalificationsto
supportthe effectiveeducationaltechnologicalphysical,andadministrativeoperationsof the
institution." The ISER states'LPC doesnot adequatelytaff the operationf a mid sizecollege.Staff
routinely mustwork overtimeto meetthe baseneed<f the college.Chabothas3 schedulerandis not
3X asbig asLPC." This positionwill addresshis need.




SECTION 3: LPC MISSION AND PLANNING PRIORITIES

LPC MISSION STATEMENT: LPC PLANNING PRIORITIES:
e Implement the integration of all ACCJC standards throughout campus structure
Las Positas College provides an and processes.

inclusive, learning-centered, equity-

focused environment that offers e Establish a knowledge base and an appreciation for equity; create a sense of

urgency about moving toward equity; institutionalize equity in decision-making,

educational opportunities and assessment, and accountability; and build capacity to resolve inequities.
support for completion of students’
transfer, degree, and career-technical e Increase student success and completion through change in college practices and

processes: coordinating needed academic support, removing barriers, and

goals while promoting life-long - -
supporting focused professional development across the campus

learning.

Indicate how this position supports the College’s mission and/or planning priorities:

The CurriculumandSchedulingSpecialistpositionstronglysupportsstudentsuccesandcompletion.
LPC hasalong-standingheedfor a secondpersonin this positionto ensurestudentdhaveanaccurateand
completescheduleof classesvailableto them. This additionalpositionwill dramaticallyimproveour
collegepracticeandprocesof relying on a singlepersornto performall theresponsibilitief this
position. By addinga secondCurriculumandSchedulingSpecialistthe collegewill increaseahe capacity
andwellbeingof the Office of AcademicServicedo servestudentsfaculty, programsanddivisions. In
addition,this positionwill ensurgheresponsivenestimelinessandaccuracyof scheduledevelopment
andpublicationandworkloadassignmentgor faculty. Our currentworkloadandprocessearenot
sustainablavith onepositionin this role. Whenthe existingCurriculumandSchedulingSpecialists
absenfor anyreasonjncludingwell-deservedracationsall theresponsibilitiegemain,which creates
unreasonablandunhealthfulpressureon oneperson.




SECTION 4: PROGRAM OUTCOMES, INITIATIVES, and PLANS

Please check one.

[

This need was described explicitly in a Program Review (Year2021+++ ).

This need was implied in a Program Review (Year ).

This need was not included in a Program Review, but has become a need since that time.

Explain, including language from Program Review (if available):

Fromthe 2021 AdministrativeProgramReviewusedasevidencen themostrecentAccreditation
InstitutionalSelf EvaluationReport(ISER)

"LPC doesnot adequatelstaff the operation®f a mid sizecollege.Staff routinely mustwork overtimeto

meetthe baseneedwf the college.Chabothas3 schedulerandis not 3X asbig asLPC."

Additionally, this needhasbeenrepeatedn multiple prior programreviews:

From2018AdministrativeUnit ProgramReview:"As LPC hasincreasedn sizeby the numberof full
andpart-timefaculty andthe sectioncountscheduledtherehasbeenno increasean assistancéo the
schedulingprocessTo increaseefficiency,accuracyandload concernsthereis a needfor additional
support.Chabotcurrentlyhas3 schedulerandis not 3Xs thesizeof LPC."

From2017AdministrativeProgramReview:"As LPC hasincreasedn sizeby the numberof full and
part-timefaculty andthe sectioncountscheduledtherehasbeennoincreasen assistancéo the
schedulingprocessTo increaseefficiency,accuracyandloadconcernsthereis a needfor additional
support.Chabotcurrentlyhas3 schedulerandis not 3Xs thesizeof LPC."

From2016AdministrativeProgramReview:"As LPC hasincreasedn sizeby the numberof full and
part-timefaculty andthe sectioncountscheduledtherehasbeennoincreasen assistancéo the
schedulingprocessTo increaseefficiency,accuracyandloadconcernsthereis a needfor additional
support.Chabotcurrentlyhas3 schedulerandis not 3Xs thesizeof LPC."




SECTION 5: SAFETY (if applicable)

Explain how this position will improve safety on campus or within your unit:

Not applicable

SECTION 6: COSTS*

Estimated Increase or Proposed Annual Salary Cost: $ 66,994.0(
Estimated Benefits Cost: $ 61,789.0(
Total Cost for Position: $ 128,783.0(

NOTE: Full Time = 20-40 hours per week or 50% - 100%
Regular Hourly = 18 hours or less per week (<50%)

For accurate costs, contact the College Administrative Services Technician in the LPC Office of

Administrative Services email to SDavidson@laspositascollege.edu

SECTION 7: SIGNATURES

Requester Administrative Services Technician
Nore Ko

11/15/23 11/15/23

Date - click for drop-down Date - click for drop-down

Division Dean Vice President

an Ho

11/15/23 11/15/23
Date - click for drop-down Date - click for drop-down




CHABOT-LAS POSITAS COMMUNITY COLLEGE DISTRICT

CURRICULUM & SCHEDULING SPECIALIST

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the
class. Specifications are not intended to reflect all duties performed within the job.

SUMMARY DESCRIPTION

Under general supervision, perform a variety of highly specialized technical and clerical duties involved
in the development of the College catalog and course schedule as well as faculty assignments; update and
track curriculum changes within the Banner system and on the web; review, analyze, process, and correct
course scheduling data and related materials submitted by the Deans; and input data into Banner system in
order to produce the College class schedule, the College catalog, full-time faculty load sheets, and adjunct
faculty assignments.

REPRESENTATIVE DUTIES

The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or
may be required to perform additional or different duties from those set forth below to address business needs and
changing business practices.

1. Plan and coordinate the development of the schedule of classes: establish timelines and confer with
College administrators to determine instructional requirements.

2. Oversee and support database management, data entry, and room assignments.

3. ldentify, troubleshoot, and resolve problems and issues related to the development of the schedule of
classes (fall, spring, summer, and/or intersessions) to ensure compliance with curriculum and District
policies and procedures.

4. Analyze and verify course information from division deans to set up courses as approved by the
curriculum committee; work with deans to resolve discrepancies; input data into Banner to create the
courses for the college catalog.

5. Input the department subject rubric into the database; create override codes, in-progress codes, and
combinations of probability statements to set up the prerequisite for the courses.

6. Verify class information to add a class from the deans; access the instructional database and input
data; assign date, days, time, hours, room, and instructor name for class.

7. Create all campus Course Reference Numbers (CRN) for regular schedule course and special
circumstances, including independent study, credit by exam, student sections, and cross-enroliment
for UC.

8. Communicate with Student Services during each registration period regarding course changes,
cancellations, and additions.

9. Assign California Community College Taxonomy of Program codes, Student Accountability Model
codes, and course classification codes.

10. Produce all faculty teaching assignment contracts and resolve discrepancies in teaching assignments
and loads; assist deans in the resolution of discrepancies in teaching assignment and load.

11. Calculate instructor assignment workload value for all classes including cross-listed, cross-linked, and
open-lab classes; generate instructor teaching assignment sheet for approval and distribution.



Chabot-Las Positas Community College District
Curriculum & Scheduling Specialist (Continued)

12.

13.

14.
15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

217.

Oversee the maintenance and updating of the Instructor Workload Assignment Sheets and contracts
that carry the workload value of all classes and any exception to the normal workload pattern;
monitor instructor workloads to assure contract compliance; serve as a resource to District’s Chief
Negotiator concerning instructor workload matters; serve as a resource to District Human Resources
to verify and update faculty teaching records as they pertain to salary.

Coordinate with College administrative services in the accurate and timely payment for faculty; verify
and update teaching assignment records per semester to provide for accurate placement on salary
schedule; work closely with District Human Resources/Payroll Services to identify and resolve errors
in salary schedule report each pay period; verify accuracy and update salary schedule each pay
period.

Prepare and generate statistical records and reports regarding instructor workload.

Answer questions from Division staff about faculty assignments, room assignments, and course
guestions.

Provide technical expertise to the Curriculum Committee on Instruction regarding curriculum
proposals and past practices; maintain College catalog file; maintain course outline files; assist in
coordinating College catalog changes.

Monitor curriculum development and assure accurate input of all new, revised and inactivated courses
into instructional databases; assure the accuracy of curriculum and prerequisite codes, load factors,
and conformance with District policies and state guidelines; maintain comprehensive curriculum
master files and other related databases; assist faculty in the calculation of hours as noted in course
unit values.

Serve as a liaison between Information Services and the College on all technical databases that affect
schedule preparation, MIS reporting, and curriculum; download, proofread, and edit printed and
electronic class schedule for public distribution bi-annually.

Analyze database and computer programming requirements of the scheduling and curriculum office
functions and provide technical information to programmers regarding database needs; serve on
computer software planning committees.

Attend College Enrollment Management Committee meetings (CEMC); assist with gathering
information for CEMC.

Provide work direction and information to student personnel as assigned; establish priorities,
timelines, and procedures.

Collect and input data for new rooms, room attributes, and resources into Banner and the scheduling
program; assist deans and others with room searches and room scheduling.

May coordinate college-wide room use and room scheduling; update and maintain scheduling system
for rooms, course changes, and event changes; serve as system expert on campus.

May maintain and update Academic Services website.

Perform other administrative support duties including tracking and logging full-time and part-time
faculty evaluations, compiling and distributing part-time faculty mailbox and permit list, and
maintaining log of Personnel Action Forms for the purpose of Board approval.

Utilize various computer applications and software packages; maintain and generate reports from a
database or network system.

Operate office equipment including computer equipment, typewriter, calculator, copier, and facsimile
machine.



Chabot-Las Positas Community College District
Curriculum & Scheduling Specialist (Continued)

28. Perform related duties as required.

MINIMUM QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a
short period of time in order to successfully perform the assigned duties.

Knowledge of:

Office procedures, methods, and equipment including computers and applicable software
applications such as word processing, spreadsheets, and databases.

Principles of organization and timeline preparation.

District organization, operations, policies, terminology, rules, programs, and objectives.
Principles of business letter writing and basic report preparation.

Principles and practices used to establish and maintain files and information retrieval systems.
English usage, spelling, grammar, and punctuation.

Principles and procedures of record keeping.

Pertinent federal, state, and local laws, codes and regulations.

1.

N~ WD

Ability to:

1.

N

Perform a full range of complex technical duties; think analytically and exercise a high
degree of independent judgment in applying highly complex laws, rules, and regulations.
Organize and coordinate the preparation and production of major projects.

Prepare and coordinate with Divisions/Departments the process of schedule building and
catalog development.

Understand and apply faculty contracts to faculty load and assignment sheets.

Understand and use an MIS system as it pertains to the development of the schedule and
curriculum.

Understand course guidelines and the calculation of course hours as they relate to course
units.

Reason and define problems, collect data and draw valid conclusions.

Analyze situations and make decisions in procedural matters.

Gather and compile data in written, tabular, and graphic form.

. Critically review source data and detect and correct errors.

. Manipulate data, format reports, and publish final documents.

. Perform mathematical computations of moderate difficulty.

. Understand the organization, operation, and services of the District as necessary to assume

assigned responsibilities.

. Interpret and apply administrative and departmental policies and procedures.

. Independently prepare correspondence and memoranda.

. Implement and maintain standard filing systems.

. Type or enter data at a speed necessary for successful job performance.

. Operate office equipment including computers and supporting word processing, spreadsheet,

and database applications.

. Adapt to changing technologies and learn functionality of new equipment and systems.

. Work independently in the absence of supervision.

. Plan and organize work to meet changing priorities and deadlines.

. Meet critical deadlines while working with frequent interruptions.

. Work cooperatively with other departments and divisions, District officials, and outside

agencies.



Chabot-Las Positas Community College District
Curriculum & Scheduling Specialist (Continued)

24.

25.
26.

27.

Respond tactfully, clearly, concisely, and appropriately to inquiries and requests for
information.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of
work.

Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural,
sexual orientation, academic, socio-economic, and disabled populations of community
college students.

Minimum Education & Experience - Any combination of the following would provide a typical way to

obtain the required knowledge and abilities.

Education/Training:

Equivalent to the completion of the twelfth grade supplemented by two years of college level
course work in information systems, business administration, public administration, liberal
studies, English, or a related field. A Bachelor’s degree is desirable.

Experience:

Two years of responsible technical, administrative, and/or secretarial experience including
experience involving responsibilities related to the preparation of complex documents.
Experience with instructional programs desirable.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential job functions.

Environment: Work is performed primarily in a standard office setting.

Physical: Primary functions require sufficient physical ability and mobility to work in an office
setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach,
and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office
equipment requiring repetitive hand movement and fine coordination including use of a computer
keyboard; and to verbally communicate to exchange information.

6/17/97; 11/13/07

Adopted by Board of Trustees on October 20, 2015
Effective: October 21, 2015
Job Family: Technical - Paraprofessional



	Purpose
	Process
	CLASSIFIED & ADMINISTRATIVE POSITION REQUEST
	ADP38FE.tmp
	Classified and Administrative Positon Request Checklist


	Requester Name: Academic Deans and VP
	Division Name: Academic Services
	Number of Hours per Week: 40
	Number of Months per Year: 12
	From: 
	Name of Person Currently Holding Position: 
	Number of Hours per Week_2: 
	Number of Months per Year_2: 
	This need was described explicitly in a Program Review Year: 2021+++
	This need was implied in a Program Review Year: 
	Title of Position: Curriculum and Scheduling Specialist
	Reside: Vice President's Office, Academic Services
	Report To: Vice President of Academic Services
	Previously Requested: This was most recently submitted in 2018-2019 (ranked #4) and previously submitted in 2016-2017, but neither was funded. Andrea Migliaccio was hired in 2012.
	Position: Choice1
	Increase From: Off
	To Position: Off
	Key Responsibilities: The Curriculum and Scheduling Specialist performs a variety of highly specialized technical and clerical duties involved in the development of the College catalog and course schedule as well as faculty assignments. The specialist works with team members in Academic and Student Services to update and track curriculum changes within the Banner system and on the web; review, analyze, process, and correct course scheduling data and related materials submitted by the Division Deans. The Curriculum and Scheduling Specialist inputs data into the Banner system in order to produce the College class schedule, the College catalog, full-time faculty load sheets, and part-time faculty assignments. 

The Curriculum and Scheduling Specialist is involved in all customized and specialized class offerings, including creating additional sections and manually adjusting class caps and enrollment attributes, and manually updating notes at the section level.  These offerings include independent study, cross-listed courses, alternate instruction, class overlaps, mirrored noncredit courses for credit offerings, apprenticeship programs whose term lengths vary from regular terms, Federal Correction Institute courses, learning communities, dual enrollment, credit by exam, and many others described in section 1 below.

Among the many critical roles of the Curriculum and Scheduling Specialist are to help ensure instructor workload and payroll are accurate, monitor and help resolve room conflicts, serve on the College Enrollment Management Committee, work with Student Services to accurately code sections and courses for apportionment, work with the divisions and the Webmaster to develop and create sections for the Lifelong Learning Academy each semester.

The Curriculum and Scheduling Specialist serves as a technical expert for multiple software platforms including Banner, Ad Astra, Curricunet (including serving on the CurriQnet Meta transition team), 25 Live, Degree Works, Faculty Load and Compensation (FLAC), and Argos.

The Curriculum and Scheduling Specialist works collaboratively with colleagues at Chabot and at the District office to align college needs and curriculum across the district.  Specifically, the Specialist works closely with Human Resources and payroll regarding faculty pay, 67% report, and all faculty assignments, including workload banking, as well as with District IT regarding coding, systematic processes, and alignment of college organizations (orgs) with Banner.
	Other Personnel: Andrea Migliaccio
	Historical Perspective: The demands on the current Curriculum and Scheduling Specialist have expanded greatly. Scheduling complexity has grown exponentially with the student-centered focus on increasing opportunities for students to take courses in multiple modalities and much more dynamic schedule production timeline with class offerings variety rapidly changing to meet student demands. Transitioning during the pandemic to primarily online and subsequent return to vibrant on-campus sections has increased the work to ensure the accuracy and completeness of the schedule and its alignment with curriculum. Expanded responsibilities during the last 3-5 years include: 25 Live, Ad Astra, Apprenticeships, Attribute Coding, Audits, CEMC Data, Compressed calendar workgroup, Curriculum updates shifted from 2 to 1 year, Degree Works integration, division realignments, dual enrollment, Federal Correctional Institute, Faculty Load and Compensation (FLAC) system for payroll, Guided Self Placement, Instructional Service Agreements (e.g., Fire), long term substitution tracking (per contract), hardlinking concurrent support sections , new buildings with new instructional rooms, removal of previous instructional rooms in buildings taken out of system, noncredit offerings, new noncredit application process, placement codes, special programs, crosslists, zero textbook cost & low textbook cost designation requirement.

	Additional Info Supporting Need: The need for a second Curriculum and Scheduling Specialist has been ongoing.  The current Curriculum and Scheduling Specialist was hired in 2012. By 2016, there was already a clear and compelling need to have a second person in this important role.  Our Chabot counterparts have had three full-time positions for this role. 
	Contribute to Student Learning: This position supports student learning and success because of its vital role in building the capacity of the college's academic programs, curriculum, and schedule.  The timely, accurate, and effective scheduling of courses and sections supports students' progress along their academic pathway and completion of their academic goals. The position's central role is faculty assignments ensures faculty are accurately and efficiently placed into sections, which increases the capacity of the faculty member to be available to students early in registration and during the term.

The integrity of the schedule and its alignment with curriculum is essential to students correctly receiving credit for their courses.  This position is responsible for the detailed technical aspects of scheduling of classes to comply with Title 5 and the Program and Course Approval Handbook (PCAH) and to ensure accuracy of attendance accounting and apportionment.
	ACCJC Standards Adherence: The Curriculum and Scheduling Specialist has an important role in ensuring Las Positas College meets accreditation standards. For Accreditation Standard II: Student Learning Programs and Support Services, Standard II.A.6 states "The institution schedules courses in a manner that allows students to complete certificate and degree programs within a period of time consistent with established expectations in higher education." Standard II.A.7 requires "The institution effectively uses delivery modes, teaching methodologies and learning support services that reflect the diverse and changing needs of its students, in support of equity in success for all students." The Curriculum and Scheduling Specialist implements, enters into Banner, and thus publicizes the schedule and delivery modes available to students.

The Institutional Self Evaluation Report (ISER) that led to re-accreditation in 2023 states "LPC's process for developing course schedules (and) the Academic Services division's priority to create schedules that optimize student completion...allow students to complete certificate and degree programs within a reasonable period of time consistent with higher education expectations." 

Standard III.A.9 states "The institution has a sufficient number of staff with appropriate qualifications to support the effective educational, technological, physical, and administrative operations of the institution." The ISER states "LPC does not adequately staff the operations of a mid size college. Staff routinely must work overtime to meet the base needs of the college. Chabot has 3 schedulers and is not 3X as big as LPC." This position will address this need.
	Mission: The Curriculum and Scheduling Specialist position strongly supports student success and completion.  LPC has a long-standing need for a second person in this position to ensure students have an accurate and complete schedule of classes available to them.  This additional position will dramatically improve our college practice and process of relying on a single person to perform all the responsibilities of this position.  By adding a second Curriculum and Scheduling Specialist, the college will increase the capacity and wellbeing of the Office of Academic Services to serve students, faculty, programs, and divisions.  In addition, this position will ensure the responsiveness, timeliness, and accuracy of schedule development and publication and workload assignments for faculty.  Our current workload and processes are not sustainable with one position in this role. When the existing Curriculum and Scheduling Specialist is absent for any reason, including well-deserved vacations, all the responsibilities remain, which creates unreasonable and unhealthful pressure on one person.  
	Program Outcomes: From the 2021 Administrative Program Review used as evidence in the most recent Accreditation Institutional Self Evaluation Report (ISER)

"LPC does not adequately staff the operations of a mid size college. Staff routinely must work overtime to meet the base needs of the college. Chabot has 3 schedulers and is not 3X as big as LPC."


Additionally, this need has been repeated in multiple prior program reviews:

From 2018 Administrative Unit Program Review: "As LPC has increased in size by the number of full and part-time faculty and the section count scheduled; there has been no increase in assistance to the scheduling process. To increase efficiency, accuracy, and load concerns, there is a need for additional support. Chabot currently has 3 schedulers and is not 3Xs the size of LPC."

From 2017 Administrative Program Review: "As LPC has increased in size by the number of full and part-time faculty and the section count scheduled; there has been no increase in assistance to the scheduling process. To increase efficiency, accuracy, and load concerns, there is a need for additional support. Chabot currently has 3 schedulers and is not 3Xs the size of LPC."

From 2016 Administrative Program Review: "As LPC has increased in size by the number of full and part-time faculty and the section count scheduled; there has been no increase in assistance to the scheduling process. To increase efficiency, accuracy, and load concerns, there is a need for additional support. Chabot currently has 3 schedulers and is not 3Xs the size of LPC."
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