Monterey Peninsula College
Faculty Request
Form

Year 2009-2010
	For

Academic Affairs 

Advisory Group Recommendation
	Date(s) Considered:
	

	
	

	
	
	Recommended to Approve

	
	
	(Indicate Ranking) (
	

	
	
	

	
	
	Do Not Recommend to Approve

	
	(To be completed by the  

Vice President of Academic Affairs)

	Explanation:


Directions:  Complete a separate request for each position.  Forms must be signed by the originating Division Chair/ Director and the appropriate supervising administrator.  Use additional sheets as needed.

A.
General Information

	Position Title:
	Writing/Reading Center Director
	
	Check all that apply:

	
	
	
	

	
	
	
	
	New Position

	
	
	
	
	

	Department:
	English
	
	X
	Full Time (100%)

	
	
	
	
	

	
	
	
	X
	Replacement Position: identical position 

	Division:
	Humanities
	
	
	

	
	
	
	
	Replacement Position: Modified

	
	
	
	
	

	
	
	
	X
	Identify faculty being replaced:(

	
	
	
	
	Laurie Buchholz


	Review/Approval


	Department Chair:


	
	Beth Penney
	
	1/20/10

	
	Date

	Division Chair or

Supervising Administrator
	
	Diane Boynton
	
	2/8/10

	
	Date

	Dean, Academic Affairs or

Student Services
	
	
	
	

	
	Date

	If  not approved, provide rationale:

	


B.
Description of the Position/Assignment

	1. Describe all aspects of the position, including non-teaching assignments. 

	

	The Writing/Reading Center Director will supervise all aspects of both the existing English and Study Skills Center (ESSC) and the Reading Center (RC). In this capacity this person will perform the following functions for both learning centers:

· Create and maintain a student-centered learning environment;

· Effectively lead the ESSC and the RC in a collaborative and collegial way that recognizes the individual skills, abilities and needs of staff;

· Establish and maintain positive working relationships with other departments, divisions, and programs on campus;

· Hire, schedule, train, supervise, and evaluate both certificated and classified staff in the ESSC; facilitate the hiring, scheduling, training, supervising and evaluating of staff in the Reading Center in conjunction with the Reading Center Program Coordinator; 
· With the assistance of the Reading Center Program Coordinator, plan and conduct staff training sessions each semester; 
· Develop and coordinate writing, reading, and study skills labs in conjunction with reading and writing faculty in the English Department and in both Centers;
· Assist in the planning and development of the Reading Center lab facility at MPC’s Marina campus and the ongoing development of the ESSC there;
· With the assistance of the Reading Center Program Coordinator, reading instructors and assigned lab technician, maintain and upgrade material on the English and Study Skills Center website and the Reading Center website;  
· With the assistance of the Reading Center Program Coordinator and instructors assigned to both the ESSC and the RC, prepare, maintain, and complete student attendance records, assessments, grade reports and other statistics; 
· Coordinate the preparation of instructional materials and modules for both ESSC and RC courses;
· Provide individual assistance and/or small group instruction to students in English, Reading, and Study Skills;

· Serve as instructor of record for ESSC and RC courses;

· Supervise the budget and authorize expenditures;

· Supervise the use and maintenance of equipment;

· Prepare and submit planning documents, grant applications, and other necessary reports;

· Assume professional assignments, including committee membership, curriculum development and/or revision, and other professional responsibilities.




	2. Aspects of college’s mission being addressed by position:


	X
	
	Transfer to 4-year colleges

	

	X
	
	Basic skills instruction

	

	X
	
	Vocational instruction

	

	X
	
	Student support services

	


	3 
Is this position categorically funded?
	
	Yes
	X
	No


C.
Rationale for the Position

	1.
Description of Need.  Please include information on the effects on your division, the college, and the community of filling the position versus not filling it. 

	

	There is no question that this position is central to the college’s ongoing success. The ESSC and the Reading Center serve students at all levels, from basic skills to transfer level, in all aspects of college reading and writing work. The ESSC Director is an integral link in the connection between academic departments and Supportive Services, as well as a major player in the Basic Skills Initiative work and the ongoing success of the Education Center at Marina. 


	2.
If this position is new or modified, is it addressed in the college’s Educational Master Plan, the Division’s most recent Program Review or Program Review Update, and/or the Department’s Action Plan? 

	
	X
	Yes (Please cite below.)
	
	No  (Please explain below.)

	

	This position is being modified slightly by adding a requirement that the applicant be able to teach both writing and reading. Having someone who can teach both disciplines and who understands the need to serve both developmental readers and developmental writers in discrete learning centers will help streamline the current development of the new Reading Center while keeping the ESSC on its current successful course.


	3.
Is this position required by external licensure, accreditation, or legal mandates?  If so, please explain. 

	

	no


	4.
Is this position recommended by an advisory group?  If so, please explain.

	

	no

	5.
Program Size (to be completed in conjunction with Institutional Research Office):


a. Enrollment history (FTES Credit & Noncredit) 

	
	FTES (Credit)
	FTES (Noncredit)

	2004-2005
	
	

	2005-2006
	
	

	2006-2007
	
	


b. FTE 

	
	Full-time
	Adjunct

	2004-2005
	
	

	2005-2006
	
	

	2006-2007
	
	


	6.
Program plans for this and future years.:

	

	Our program plans are to continue to offer quality assistance in writing and reading to students transferring to other schools and to developmental students who have varying levels of abilities.  


	7.
First two year’s assignment for this position:

	

	Fall
	Spring
	Fall
	Spring

	Instructor of Record for all ESSC and RC classes
	Instructor of record for all ESSC and RC classes
	INstructor of record for all ESSC and RC classes
	Instructor of record for all ESSC and RC classes


	8.
Office location to be assigned:
	ESSC Director’s office


	9.
Other related resources needed:

	

	None


	10.
Other considerations:

	

	None


Attachment
To Faculty Staffing Request Form

Projected Schedule and Enrollment History
	Position:
	English Center Director


( First Two Years’ Assignment
	Fall
	
	Spring
	
	Fall
	
	Spring
	

	Instructor of record for all ESSC and RC Classes
	Instructor of record for all essc and rc classes
	instructor of record for all essc and rc classes
	instructor of record for all essc and rc classes

	 
	 
	 
	 

	 
	 
	  
	 

	 
	 
	 
	 

	
	 
	
	 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


( Historical Enrollment Last Three Years

	Fall
	
	Spring
	
	Fall
	
	Spring
	
	Fall
	
	Spring
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Projected Schedule and Enrollment History (Continued)
	ADDITIONAL INFORMATION/COMMENTS about the projected schedule and/or enrollment history:
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