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Program Planning and Assessment (PPA) 

for Services, Offices & Non-Instructional Programs 

  
Comprehensive Review, Annual Review & Action 

Plan 

  
Spring 2014 

  

 The purpose of Program Planning and Assessment at Hartnell College is to obtain an honest 

and authentic view of a service/office/program and to assess its strengths, opportunities, 

needs, and connection to the mission and goals of the college. The process is based on the 

premise that each area reviews assessment data and uses these data to plan for improvement. 

The results of these annual cycles provide data for a periodic (every five years) comprehensive 

review that shows evidence of improvement and outlines long
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This PPA report is organized in 3 sections and 9 subsections as follows: 

I.  Comprehensive Review –  

a. Overall Service/Office/Program Effectiveness, 

b. Staffing Profile, and c. Service/Office/Program Goals.  

II.   Annual Review –  

a.  Data & Trends,  

b.  Service/Program Modality,  

c.  Outcomes, 

d.  Previously Scheduled Activities.  

III. Annual Action Plan –  

a.  New Activities and b. Resource Requests.  

  
INSTRUCTIONS 

 

For services/offices/non-instructional programs scheduled for annual 

review, please complete Sections II and III.  

 

  

II.        ANNUAL  REVIEW 

This section must be completed for ALL services/offices/non-instructional 

programs, including those scheduled for a comprehensive review in spring 

2014.  

A.   DATA  &  TRENDS 

 

1. Provide available data and information that define target recipients of the 

service/office/non-instructional program, including numbers/size, types and 
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Reference Transactions (Source: Reference Services) 

2010-11 2011-12 2012-13 

4413 4347 4674 

 

Class Presentations, Orientations & Tours (Source: Reference Services) 

2010-11 2011-12 2012-13 2013-14 (through 4-4-14) 

102 101 77 103 

 

Number of Participants/Students in Presentations, Orientations & Tours  

(Source: Reference Services) 

2010-11 2011-12 2012-13 2013-14 (through 4-4-14) 

2568 2708 2008 2370 

 

Database Searches (Source: Vendor Statistics) 

2011-12 2012-13 2013-14 (through March) 

580,445 1,925,958 4,970,838 

 

 

 

Comparison among Central Coast Community College Libraries: Weekly Open Hours 

(Source: College library web pages) 

Hartnell Cabrillo Gavilan MPC 

64 55 55 32 

 

Title 5 Minimum Standards for Libraries, 58724, Tables of Minimum Standards for Libraries 

and Media Centers, is below: 
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TABLE 1 ALA/ACRL–AECT—Minimum Standards for Libraries (Modified) 

College Size Type of Staff  Materials  

FTES Faculty Librarian Support 





7 

Fall 2013 Service Area Outcome Assessments 

● Surveys conducted on Main Campus on October 23; at King City and Alisal, November 

18-23.  

● King City Education Center, Alisal Campus Library Services, Main Campus Library 

General Assessment 

● 



mailto:reference@hartnell.edu
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librarian hours each week. Morgan Hill has service on Mondays and Tuesdays, and Hollister 

receives in person librarian assistance every Wednesday.  

  

3. Describe the process to change and improve service/program quality for the 

more challenging locations, vehicles, and/or times.  

  

The library staff continues to work towards strengthening our online presence with the goal of 

improving awareness and access to library and information services for all students. A research 

guide targeted at off-campus students is in development (a LibGuide). The reference email 

account was created this year to facilitate service from off-campus and during non-open hours. 

Better signage was created for the King City Education Center, including digital signs. Filling the 

Student Services Librarian faculty position will enable the library to offer additional programs, 

services, and orientations to students in classes at the Alisal campus. To provide better access to 

Hartnell information resources and services, and to assist in improving success among students, 

the library proposes a 20 hour per week Outreach Librarian. This adjunct faculty librarian will 

travel 
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A summary of responses is below: 

 

Question Main Campus Alisal Campus King City Center 
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2.  Describe how service area outcomes were specifically addressed by the 

service/office/program during the past year.  

  

Was there review and analysis of the data? How did the staff engage in discussion? Were any 

interventions conducted? Are there any plans to make changes/improvements in the 

service/office/program?  

  

● Fall 2013, General Assessment: The King City Education Center library remodeled and 

added computers, carrels, and a small study alcove based on the results of the 

survey/assessment. Better signage was also developed.  

● Fall 2013, General Assessment: Survey results from the two satellite campuses are being 

reviewed and interventions have been implemented and others are being discussed.  

● Fall 2013, Media Services: Survey results indicated a need for a tutorial on “How to 

Create a PIN for your Catcard.” 

● Spring 2014, Voyager MOC: Staff engaged in area conversations and shared comments 

and opinions about the system. Many of the staff became aware that this ILS is in its last 

years. Staff need to begin researching options for the future.  

● Spring 2014, Reference Services: Reference librarians are currently reviewing the results 

and are considering different assessments for the future.  

 

3. Describe assessment activities that need to be strengthened or improved. 

What are the challenges to achieving these improvements? 

 

● Dialog and communication are important parts of the assessment process. The physical 

distances between the various service points and the difficulty of finding good meeting 

times make it challenging to exchange ideas and arrive at solutions.  

● In the past, the library tried creating an assessment blog to share information and 

suggestions, but staff members were reticent to post online comments. The creation of 

focus groups might result in more staff participation.  

● To have all staff present at Library staff meetings requires overtime payment.  

D.  PREVIOUSLY  SCHEDULED  ACTIVITIES 

 

This subsection focuses on previously-scheduled activities that were previously scheduled. An 

activity can address many different aspects of your service/office/program, and ultimately is 

undertaken to improve or enhance your service/office/program, and keep it current.  
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Activity 

scheduled 

What success 

has been 

achieved to 

date on this 

activity? 

What 

challenges 

existed or 

continue to 

exist? 

Will 

activity 

continue 

into AY 14-

15? 

Will 

activity 

continue 

into AY 15-

16?* 

1.  

Replacement of 

Library Security 

Gates - RFID 
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Activity Strategic Plan 

Goal(s) 
No. & Letter 
(e. g. , 5A)* 

Related 

SAOs, SLOs, 

PLOs, or 

goals 

Desired 

Outcome/

s 

Resources 

Needed 
Person 

Responsible 
Estimated 

Date of 

Completion 

(can be 

more than 

one year in 

length) 

Comments 

will be 

satisfied.  

3.  
Catalogin

g & 

processin

g of 

semester 

loan 

textbooks  

to 

Academy 

students 

prior to 

start of 

the term.  

2A, 2B Library 

Services 
50% of 

Academy 

students 

will be 

able to 

obtain 

their 

library 

materials 

prior to 

the start of 

class.  

Student 
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Activity Strategic Plan 

Goal(s) 
No. & Letter 
(e. g. , 5A)* 

Related 

SAOs, SLOs, 

PLOs, or 

goals 

Desired 

Outcome/

s 

Resources 

Needed 
Person 

Responsible 
Estimated 

Date of 

Completion 

(can be 
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*** Please complete this page for each new activity. *** 

[in Resource Requests on last page]
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● The library strives to meet the diverse research and information needs of faculty, 
staff, and students by offering organized, accessible resources in a variety of 
formats, including electronic, print, and multimedia.  

 
● The library works to encourage and facilitate information competency, critical 

thinking, intellectual independence, and lifelong learning through its 
instructional sessions, orientations, workshops, tours, and courses.  

 
● The library aims for a high level of student access by providing sufficient open 

hours, including evening and weekend open hours, and by offering many 
electronic resources available 24/7 from the library’s website.  

 
Strategic Priority Goal: Student access and student success are the two goals set by 

the college that LibGuides support. These guides will support student research across the 

curriculum and provide data for students to use as they complete GE requirements.  

 

c) Does this activity span multiple academic years?  YES   

If yes, describe the action plan for completion of this activity.  

This is an ongoing activity. At least ten new guides will be created each year until all 
necessary guides have been created. All existing guides will be reviewed and updated as 
needed once per year. The owning librarian will be responsible for review and updates.  

 
d) What measurable outcomes are expected from this activity? List indicators 

of success.  

Usage targets are set by type of guide. Guides customized for a specific assignment or 
class will average 30 hits during the active period. Guides for broader topic or discipline 
areas will average 40 hits per month during the academic year. Guides covering general 
research resources will average 100 hits per month during the academic year.  

 
e) What are the barriers to achieving success in this activity? 

Creation of the guides requires staff time and training. Librarians work on guides while 
staffing the reference desk; no additional hours are budgeted. Training is currently on 
hold pending a software update. Student and faculty awareness of the guides must be 
built through publicity. faculty buy-in 
 

  





21 

Strategic Priority Goal: Student access and student success are the two goals set by 

the college that reference email service supports. This service supports student research 

across the curriculum.  
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Activity 3: Cataloging and processing of Academy reserve textbooks 
 

2. This item is used to describe how the new activity, or continuing new activity, 
will support the program/discipline.  

 
 

Faculty, staff Facilities Equipment, 
software, hardware, 
outside services 

Training, travel, 
materials 

? No additional No additional ? 

 
 

k) Describe the new activity or follow-up activity that this resource will 

support.  

 
l) Describe how this activity supports any of the following (Service Area 

Outcome, Program level Outcome, Course-level Outcome, Service/Program 

Goal, Strategic Priority Goal): 

 

Core Competency: This activity supports the Core Competency of Information Skills 

(“Students will define information needs, access information efficiently and effectively, 
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Activity 5: Creation of information competency modules & assignments in Etudes 
 

2. This item is used to describe how the new activity, or continuing new activity, 
will support the program/discipline.  

 
To develop information literacy skills in students in all disciplines, librarians will create 
information competency modules to be included in Etudes course shells.  
 

Faculty, staff Facilities Equipment, 
software, hardware, 
outside services 

Training, travel, 
materials 

Library faculty may 
create as a Flex 
project or a FIG.  

No additional No additional Some faculty may 
need Etudes 
training.  

 
a) Describe the new activity or follow-up activity that this resource will 

support.  

 

The information competency modules will support students in all disciplines at all 

campuses and those working at a distance. Faculty can assign the modules as part of 

assignments or as supplemental instruction.  

 

b) Describe how this activity supports any of the following (Service Area 

Outcome, Program level Outcome, Course-level Outcome, Service/Program 

Goal, Strategic Priority Goal): 

 

Core Competency: This activity supports the Core Competency of Information Skills 

(“Students will define information needs, access information efficiently and effectively, 

evaluate information critically, and use information ethically. ”) 

Service/Program Goal: 
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Strategic Priority Goal: Student access and student success are the two goals set by 

the college that this activity supports. These modules will build students’ information 

and research skills across the curriculum.  

 

c) Does this activity span multiple academic years?  YES   

If yes, describe the action plan for completion of this activity.  

This is an ongoing activity. One module will be created each semester with 
accompanying assignments and quizzes.  
 

d) What measurable outcomes are expected from this activity? List indicators 

of success.  

After the first module is created, it will be tested in three different classes. The results 
will be analyzed and modifications made. Success will be after several modules are in 
place, students and faculty provide positive feedback via surveys, and a 5% participation 
increase each year.  

 
e) 
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Activity 6: Promotion of library services, orientations, and networking 
opportunities for new full-time & part-time faculty 

 

2. This item is used to describe how the new activity, or continuing new activity, 
will support the program/discipline.  

 
To develop awareness of library services and resources, and build positive relationships 
between the library and new faculty.  
 

Faculty, staff Facilities Equipment, 
software, hardware, 
outside services 
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Activity 7: Develop Replacement Plan for Library Equipment 
 

3. This item is used to describe how the new activity, or continuing new 
activity, will support the program/discipline.  
 

j) Describe the new activity or follow-up activity that this resource will 

support.  

 

Development of a replacement plan for library equipment will enable us to be more 

efficient in using resources for equipment and to use equipment for a reasonable 

lifespan. 

 

k) Describe how this activity supports any of the following (Service Area 

Outcome, Program level Outcome, Course-level Outcome, Service/Program 

Goal, Strategic Priority Goal): Priority 1: student access; priority 2: student success; 

priority 3: employee diversity and development.  

 

Core Competency: This activity supports the Core Competency of Information Skills 

Service/Program Goal: This activity supports the library service area goals of:  

 

l) Does this activity span multiple academic years?  Maybe  

If yes, describe the action plan for completion of this activity.  

 
Developing the plan is a one-time activity; modifying it as needed and following it are 

ongoing activities. 

 
What measurable outcomes are expected from this activity? List indicators 

of success.  

 

More efficient use of college resources. 

 

m) What are the barriers to achieving success in this activity? 

 

Monitoring equipment use 

B.  RESOURCE  REQUESTS 

If new/additional resources are needed for your service/office/program, it is important that you 

identify them and project their cost, and that these resources and costs be considered through 

the College’s integrated planning (governance, budget development, funding decision making, 

and resource allocation) processes. A resource is likely to be something needed to support an 

activity that you have identified in IIIA. above, in which case you must link the resource with a 

specific activity number (first column below). All resource requests completed in the 
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various columns of a specific row must be linked to the new or continuing 

activity numbered on the first column of that same row. A resource could also be 

something necessary for your service/program to function properly to improve student learning, 

such as updated equipment in a room/facility; in such case be sure to note that the resource is 

NOT tied to a specific activity.  
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Activity 
No.* 

Personnel 
Classified 

Staff/ 
Faculty 

(C/F/M)* 

Supplies/ 
Equipmen
t (S/E)** 

Technolo
gy 

Hardware
/ 

Software 
(H/S)*** 

Contra
ct 
 

Service
s 

Trainin
g 

Travel Projected 
Costs 

Necessar
y 
 

   Safari 
update 
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Activity 
No.* 

Personnel 
Classified 

Staff/ 
Faculty 

(C/F/M)* 

Supplies/ 
Equipmen
t (S/E)** 

Technolo
gy 

Hardware
/ 

Software 
(H/S)*** 

Contra
ct 
 

Service
s 

Trainin
g 

Travel Projected 
Costs 

students 
Necessar
y 
 

 Document 
camera for 
A116/Trainin
g Room 

    $630 

Necessar
y 
 

 LED 
projectors (2) 
for A-116 and 
A-212 

    $2,400 

 

* Personnel: Include a C, F, or M after the amount to indicate Classified Staff, Faculty, or Manager.  

 

** S for Supplies, E for Equipment. If additional supplies, for example, are needed for ongoing activities, 

this should be requested through the budget rollover process.  

  

*** H for Hardware, S for Software.  
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APPENDIX A. Strategic Priorities & Goals 

(from Hartnell College Strategic Plan 2013-2018) 

  

Priority 1: Student Access 

Goal 1A: Hartnell College will provide higher education, workforce development, and lifelong 
learning opportunities—with seamless pathways—to all of the college’s present and prospective 
constituent individuals and groups.  

Priority 2: Student Success 

Goal 2A: Hartnell College will provide a supportive, innovative, and collaborative learning 

environment to help students pursue and achieve educational success.  

Goal 2B: Hartnell College will provide a supportive, innovative, and collaborative learning 
environment that addresses and meets the diverse learning needs of students.  

Priority 3: Employee Diversity and Development 

Goal 3A: Hartnell College is committed to 1) increasing diversity among its employees; 2) 
providing an environment that is safe for and inviting to diverse persons, groups, and 
communities; and 3) becoming a model institution of higher education whose respect for  
diversity is easily seen and is fully integrated throughout its policies, practices, facilities, signage, 
curricula, and other reflections of life at the college.  

Goal 3B: To attract and retain highly qualified employees, Hartnell College is committed to 
providing and supporting relevant, substantial professional development opportunities.  

Priority 4: Effective Utilization of Resources 

Goal 4A: To support its mission, Hartnell College is committed to the effective utilization of 
its human resources.  

Goal 4B: Hartnell College is committed to having its physical plant, furnishings, and grounds 


